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GENEL TANIM / GENERAL DESCRIPTION

Ders Adi / Course Name

Office Program Applications | / Office Program Applications |

Ders Kodu / Course Code

OTDS273

Ders Tirii / Course Type

Ders Seviyesi / Course Level

Associate / Associate

Ders Akts Kredi / ECTS 5.00
Haftalik Ders Saati (Kuramsal) / 1.00
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

Turkish / Turkish

On Kosulu Olan Ders(ler) /
Precondition Courses

On kosulu yoktur.

There are no prerequisites.

Amaci / Purpose

Bu ders kapsaminda, Microsoft Office Word uygulamasi anlatilir.

In this course, Microsoft Office Word application is explained.

igerigi / Content

Microsoft Office Word Yazilimina Giris, Genel Gériiniim, Temel Belge islemleri, Belge
iginde Calismak, Metin Yazmak ve Diizenlemek, Metni Bigimlendirmek, Paragrafi
Bicimlendirmek, Yazim ve Dil Bilgisi, Dil Ayarlari, Otomatik Diizelt, Sayfa Yapisi ve
Yazdirma Ayarlan, Kapak Sayfasi, Ust Bilgi veya Alt Bilgi Eklemek, Belgeyi
Bigimlendirmek, Tablolarla Calismak, Nesnelerle Calismak, Basvurular, Coklu Belgelerle
Calismak, Belgeleri Hazirlamak ve Géndermek, Ozellestirmek

Introduction to Microsoft Office Word Software, General View, Basic Document
Operations, Working Inside a Document, Writing and Editing Text, Formatting Text,
Paragraph Formatting, Spelling and Grammar, Language Settings, Autocorrect, Page
Setup and Print Settings, Cover Page, Header Information or Adding Footer
Information, Formatting Document, Working with Tables, Working with Objects,
References, Working with Multiple Documents, Preparing and Posting Documents,
Customizing

Onerilen Diger Hususlar /
Recommended Other
Considerations

Staj Durumu / Internship Status

15 is guindi staj ya da proje 6devi

15 working days internship or project assignment

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

Ogretim elemani ders notlari

Instructor lecture notes

Ogretim Uyesi (Uyeleri) / Faculty
Member (Members)

Ogr. Gor. Hilal OZTURK




OGRENME GIKTILARI / LEARNING OUTCOMES

Alant ile ilgili uygulamalarda karsilasilan ve 6ngoériilemeyen karmasik sorunlari gdzmek icin ekip Uyesi

Taking responsibility by taking a team member to solve unforeseen and complex problems
alarak sorumluluk alabilmek

encountered in the field of applications

Alaninin gerektirdigi en az Avrupa Bilgisayar Kullanma Lisansi Temel diizeyinde bilgisayar yaziimi ile

To be able to use information and communication technologies with computer software at the basic
birlikte bilisim ve iletisim teknolojilerini kullanabilmek

level of European Computer Driving License required by the field

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 Microsoft Office Word Yazilimina Girig, Genel Gériinim M_lgrosoft Oﬁ'c? \_(Vq_rd Yazilmina
Girig, Genel Gorlinim
Introduction to Microsoft Office Word Software, Overview Introduction to MICI‘OSC_)ft Office
Word Software, Overview
. . gretim Yont .. _—
Teorik Dersler / Theoretical Uygulama Lab '(I:')gl:ﬁi;(?;ri/(?l'r;:cmi\rgz Methods On Hazirlik / Preliminary
Techniques
; . - . Temel Belge islemleri, Belge
2 T(-_:‘.mel Belge Islemleri, Belge Iginde Galismak, Metin Yazmak ve icinde Calismak, Metin Yazmak
Dizenlemek -
ve Dizenlemek
. . . . o Basic Document Operations,
aBr?jKégt(i)r?urprZQtt Operations, Working Inside the Document, Writing Working Inside the Document,
9 Writing and Editing Text
Teorik Dersler / Theoretical Uygulama Lab ?g;ﬁiﬁ:ﬁgtsgig Methods On Hazirlik / Preliminary
Techniques
3 Metni Bicimlendirmek Metni Bigimlendirmek
Formatting Text Formatting Text
. . Ogretim Yont - _
Teorik Dersler / Theoretical Uygulama Lab Tgl:ﬁill(rlgri/?rgsgig Methods On Hazirlik / Preliminary
Techniques
4 Paragrafi Bigimlendirmek Paragrafi Bigimlendirmek
Formatting a Paragraph Formatting a Paragraph
gretim YO "
Teorik Dersler / Theoretical Uygulama Lab Ogretim Yontem ve On Hazirlik / Preliminary

Teknikleri/Teaching Methods
Technigues

5 Yazim ve Dil Bilgisi, Dil Ayarlari, Otomatik Diizelt

Yazim ve Dil Bilgisi, Dil Ayarlari,
Otomatik Duizelt

Spelling and Grammar, Language Settings, Autocorrect

Spelling and Grammar, Language
Settings, Autocorrect
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Ogretim Yontem ve

Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Techniques
. I Sayfa Yapisi ve Yazdirma
6 gﬁy;‘aE\k(Iaeﬂzkve Yazdirma Ayarlar, Kapak Sayfasi, Ust Bilgi veya Alt Ayarlan, Kapak Sayfasi, Ust Bilgi
9 veya Alt Bilgi Eklemek
. . . Page Setup and Print Settings,
::age Setup and Print Settings, Adding a Cover Page, Header, or Adding a Cover Page, Header. or
ooter
Footer
Teorik Dersler / Theoretical Uygulama Lab ?g{ﬁ;;{g:{ﬁg:ggi\;z Methods On Hazirlik / Preliminary
Technigues
7 Belgeyi Bigimlendirmek Belgeyi Bigimlendirmek
Formatting the Document Formatting the Document
. . Ogretim Yoéntem ve . o
Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Techniques
8 Ara Sinav
Midterm Exam
gretim YO "
Teorik Dersler / Theoretical Uygulama Lab 'Cl')glzﬁmqeri/(')l'gt:cr:?\i\r,lz Methods On Hazirlik / Preliminary
Technigues
9 Tablolarla Galismak Tablolarla Galismak
Working with Tables Working with Tables
. . Ogretim Yoéntem ve x .
Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Techniques
10 Nesnelerle Calismak Nesnelerle GCalismak

Working with Objects

Working with Objects
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Ogretim Yontem ve

Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Techniques
Basvurular, otomatik icindekiler,
Basvurular, otomatik icindekiler, sekiller ve tablo listeleri olusturma, sekiller ve tablo listeleri
. : . olusturma, alinti ekleme,
11 alinti ekleme, kaynakga olusturma, dipnot islemleri )
kaynakga olusturma, dipnot
islemleri
Creating references, automatic
Creating references, automatic contents, figures and table lists, contents, figures and table lists,
adding citations, creating bibliography, footnote operations adding citations, creating
bibliography, footnote operations
. . Ogretim Yont - .
Teorik Dersler / Theoretical Uygulama Lab Tgl:ﬁill(qzeri/%r;:giﬁz Methods On Hazirlik / Preliminary
Techniques
12 Coklu Belgelerle Calismak Coklu Belgelerle GCalismak
Working with Multiple Documents Working with Multiple Documents
. . gretim Yont .. -
Teorik Dersler / Theoretical Uygulama Lab '?egjl?ra\ill(rreri/(?l'g:&i\r/lz Methods On Hazirlik / Preliminary
Techniques
13 Belgeleri Hazirlamak ve Géndermek, Ozellestirmek Belgeleri Hazirlamak ve
’ Gondermek, Ozellestirmek
. . . Preparing and Sending
Preparing and Sending Documents, Customizing Documents, Customizing
. . Ogretim Yont - -
Teorik Dersler / Theoretical Uygulama Lab Tglzﬁill(rlgri/%gggi\rgz Methods On Hazirlik / Preliminary
Techniques
14 Belgeleri Hazirlamak ve Géndermek, Ozellestirmek Belgeleri Hazirlamak ve
’ Gondermek, Ozellestirmek
. . . Preparing and Sending
Preparing and Sending Documents, Customizing Documents, Customizing
. . gretim Yont .. -
Teorik Dersler / Theoretical Uygulama Lab -?gl:ﬁ"l(rreri/?rgsgi\éz Methods On Hazirlik / Preliminary
Techniques
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 10.00 10.00
Ev Odevi / Homework 1 20.00 20.00
Final Sinavi / Final Examination 1 1.00 1.00
Final Sinavi igiin Bireysel Calisma / Individual Study for Final Examination 1 20.00 20.00
Laboratuvar / Laboratory 1 33.00 33.00
Takim/Grup Calismasi / Team/Group Work 1 35.00 35.00
Toplam / Total: 7 120.00 120.00
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Dersin AKTS Kredisi = Toplam Is Yiikii (Saat) / 25.00 (Saat/AKTS) = 120.00/25.00 = 4.80 ~ / Course ECTS Credit = Total Workload (Hour) / 25.00 (Hour / ECTS) = 120.00 / 25.00 = 4.80 ~

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.Alani ile ilgili uygulamalarda
karsilagilan ve 6ngérilemeyen
karmasik sorunlari gézmek igin
ekip Uyesi alarak sorumluluk
alabilmek / Taking
responsibility by taking a team
member to solve unforeseen
and complex problems
encountered in the field of
applications

2.Alaninin gerektirdigi en az
Avrupa Bilgisayar Kullanma
Lisansi Temel diizeyinde
bilgisayar yazilimi ile birlikte
bilisim ve iletisim teknolojilerini
kullanabilmek / To be able to
use information and
communication technologies
with computer software at the
basic level of European
Computer Driving License
required by the field

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