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GENEL TANIM / GENERAL DESCRIPTION

Ders Adi / Course Name

Keyboard Usage Il / Keyboard Usage Il

Ders Kodu / Course Code

OADA266

Ders Tirii / Course Type

Ders Seviyesi / Course Level

Associate / Associate

Ders Akts Kredi / ECTS 6.00
Haftalik Ders Saati (Kuramsal) / 2.00
Course Hours For Week

(Theoretical)

Haftalik Uygulama Saati / Course 2.00
Hours For Week (Objected)

Haftalik Laboratuar Saati / Course 0.00
Hours For Week (Laboratory)

Dersin Verildigi Yl / Year 2

Ogretim Sistemi / Teaching System

Daytime Class / Daytime Class

Egitim Dili / Education Language

On Kosulu Olan Ders(ler) /
Precondition Courses

On kosul olan ders yoktur.

There is no prerequisite course.

Amaci / Purpose

Bu derste, 6grenciler on parmakla yazma ve diger bilgisayar klavyesi fonksiyonlarini
bilgisayar laboratuvar ortaminda 6grenecekler.

In this course, students will learn ten-finger typing and other computer keyboard
functions in a computer lab environment.

igerigi / Content

Temel klavye bilgisi ve tiim harfleri yerleri ve yazim isaretleri hakkinda bilgi verilecek.

You will be given basic keyboard knowledge and information about all the letter
locations and spelling marks.

Onerilen Diger Hususlar /
Recommended Other
Considerations

Staj Durumu / Internship Status

15 is glinli-/Staj bitirme projesi

15 working days- Internship completion project

Kitabi / Malzemesi / Onerilen
Kaynaklar / Books / Materials /
Recommended Reading

Ogretim Uyesi (Uyeleri) / Faculty
Member (Members)

Duygu Topal Yildinm




OGRENME GIKTILARI / LEARNING OUTCOMES

On parmak f klavye kullanabilir. Ten fingers f can use keyboard.
Yanlis tirleri degerlendirmesini ve hiz hesaplamayi yapabilir. Can evaluate wrong types and calculate speed.
Rakam, isaret ve sembolleri yazabilir. Can write numbers, signs and symbols.

HAFTALIK DERS iGERIGi / DETAILED COURSE OUTLINE
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Hafta / Week

Ogretim Yontem ve

Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Techniques
1 Klavyenin gbzden gegcirilmesi alfabe ve yiksek surat ciimle
calismalari
Review of the keyboard, alphabet and high speed sentence exercises
. . gretim Yont N _—
Teorik Dersler / Theoretical Uygulama Lab '(I:')gl:ﬁi;(?;ri/(?l'r;:cmi\rgz Methods On Hazirlik / Preliminary
Techniques
2 Yanlis tiirleri degerlendirmesi ve hiz hesaplama
Incorrect types assessment and speed calculation
Teorik Dersler / Theoretical Uygulama Lab ?g;ﬁiﬁ:ﬁgtsgig Methods On Hazirlik / Preliminary
Techniques
3 Kelime islem programini tanima ve sayfa ayarlari
Word processing program recognition and page settings
. . Ogretim Yont - _
Teorik Dersler / Theoretical Uygulama Lab Tgl:ﬁill(rlgri/?rgsgig Methods On Hazirlik / Preliminary
Techniques
4 Paragraf ve satir araliklari ayarlama
Set paragraph and line spacing
gretim YO "
Teorik Dersler / Theoretical Uygulama Lab Ogretim Yontem ve On Hazirlik / Preliminary

Teknikleri/Teaching Methods
Technigues

5 Rakam, isaret ve sembollerin yazilmasi

Writing numbers, signs and symbols
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Ogretim Yontem ve

Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Techniques
6 Rakam, isaret ve sembollerin yaziimasi
Writing numbers, signs and symbols
. . Ogretim Yontem ve = .
Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Technigues
7 Rakam, isaret ve sembollerin yaziimasi
Writing numbers, signs and symbols
. . Ogretim Yoéntem ve . o
Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Techniques
8 Ara Sinav
Midterm
gretim YO "
Teorik Dersler / Theoretical Uygulama Lab 'Cl')glzﬁmqeri/(')l'gt:cr:?\i\r,lz Methods On Hazirlik / Preliminary
Technigues
9 Rakam, igaret ve sembollerin yaziimasi
Writing numbers, signs and symbols
. . Ogretim Yoéntem ve x .
Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Techniques
10 Rakam, isaret ve sembollerin yazilmasi
Writing numbers, signs and symbols
. . gretim Yont N -
Teorik Dersler / Theoretical Uygulama Lab '?eglzﬁill(r;;ri/(?rr;aeg;i\r/\z Methods On Hazirlik / Preliminary
Techniques
11 Klavyenin alfabe kisminin tamamini ilgilendiren alistirmalar

Exercises that concern the entire alphabet part of the keyboard
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Ogretim Yontem ve

Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Techniques
12 Muddetli sirat arttirma ve hatasiz yazi ¢alismalari
Continuous speed increase and error-free writing studies
gretim YO .
Teorik Dersler / Theoretical Uygulama Lab '?glzﬁgll(rlnerils)l'gt:é?]i\rgz Methods On Hazirlik / Preliminary
Technigues
13 Muddetli surat arttirma ve hatasiz yazi ¢alismalari
Continuous speed increase and error-free writing studies
. . Ogretim Yont - .
Teorik Dersler / Theoretical Uygulama Lab Tgl:ﬁill(l?;ri/s)rgsgiﬁz Methods On Hazirlik / Preliminary
Techniques
14 Metinde yanliglan bulma yazilan degerlendirme ve bununla ilgili
uygulamalarin yapilmasi
Finding the mistakes in the text, evaluating the articles and making
applications related to this
gretim YO .
Teorik Dersler / Theoretical Uygulama Lab 'Cl')glzﬁmqeri/(')l'gt:cr:?\i\r,lz Methods On Hazirlik / Preliminary
Technigues
15 Final
Final Exam
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DEGERLENDIRME / EVALUATION

. Savi/ Katki Yuzdesi /
Yanyil (Yil) Ii Etkinlikleri / Term (or Year) Learning Activities Nun}llber Percentage of
Contribution (%)
Ara Sinav / Midterm Examination 1 100
Toplam / Total: 1 100
Basar Notuna Katki Yiizdesi / Contribution to Success Grade(%): 40
Savi/ Katki Yuzdesi /
Yanyil (Yil) Sonu Etkinlikleri / End Of Term (or Year) Learning Activities y Percentage of
Number L
Contribution (%)
Final Sinavi / Final Examination 1 100
Toplam / Total: 1 100
Basari Notuna Katki Yiizdesi / Contribution to Success Grade(%): 60
Etkinliklerinin Basar Notuna Katki Yiizdesi(%) Toplami / Total Percentage of Contribution (%) to Success Grade: 100
Degerlendirme Tipi / Evaluation Type:
iS YUKU / WORKLOADS
Siiresi | Toplam Is Yiikii
. Sayi/ (Saat) / (Saat) / Total
SR Er e e Number | Duration Work Load
(Hours) (Hour)
Ara Sinav / Midterm Examination 1 1.00 1.00
Ara Sinav igin Bireysel Calisma / Individual Study for Mid term Examination 1 20.00 20.00
Bireysel Calisma / Self Study 1 40.00 40.00
Derse Katilim / Attending Lectures 1 10.00 10.00
Final Sinavi / Final Examination 1 1.00 1.00
Final Sinavi igiin Bireysel Calisma / Individual Study for Final Examination 1 40.00 40.00
Uygulama/Pratik / Practice 1 40.00 40.00
Toplam / Total: 7 152.00 152.00
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Dersin AKTS Kredisi = Toplam Is Yiikii (Saat) / 25.00 (Saat/AKTS) = 152.00/25.00 = 6.08 ~ / Course ECTS Credit = Total Workload (Hour) / 25.00 (Hour / ECTS) = 152.00 / 25.00 = 6.08 ~

PROGRAM VE OGRENME CIKTISI / PROGRAM LEARNING OUTCOMES

Ogrenme Ciktilari /
Learning Outcomes

Program Ciktilarn / Program Outcomes

1.1.2

1.1.3

114 (115|116 |1.1.7 | 1.1.8 | 1.1.9 [1.1.10(1.1.11 [{1.1.12

1.0n parmak f klavye
kullanabilir. / Ten fingers f can
use keyboard.

2.Yanlis turleri
degerlendirmesini ve hiz
hesaplamayi yapabilir. / Can
evaluate wrong types and
calculate speed.

3.Rakam, isaret ve sembolleri
yazabilir. / Can write numbers,
signs and symbols.

Katki Dlizeyi / Contribution Level : 1-Cok Diisiik / Very low, 2-Diisiik / Low, 3-Orta / Moderate, 4-Yiksek / High, 5-Cok Yiiksek / Very high
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