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GENEL TANIM / GENERAL DESCRIPTION

Ders Adi / Course Name

Office Program Applications Il / Office Program Applications Il

Ders Kodu / Course Code

OTDS280

Ders Tirii / Course Type

Ders Seviyesi / Course Level

Associate / Associate

Ders Akts Kredi / ECTS 3.00
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.

It has no prerequisites.

Amaci / Purpose

Microsft Office Excel yazilimini programin égrencilerine, kullanim amaglarina uygun yoénleri
ile 6gretmek.

To teach the Microsft Office Excel software to the students of the program with the
appropriate aspects for their intended use.

igerigi / Content

Ofis Program Uygulamalar Il dersi kapsaminda Microsoft Office Excel yazilimi
anlatilacaktir. Excel 2x2 gibi basit bir islemden, karmasik biitce, gelir-gider tablolar,
bilango hesaplarina kadar her tirli hesaplama igleminin yapilabilecegi, en karmasik
tablolardan 6zet alt tablolarin olusturulabilecegi, her turli grafigin dizenlenebilecegi,
elektronik tablo hesap grafik programidir. bu ders kapsaminda temel Excel egitimi verilerek
haftalik anlatilan konularin igerigi ile iliskili uygulamalar yapilacaktir.

Microsoft Office Excel software will be explained within the scope of Office Program
Applications Il course. It is a spreadsheet spreadsheet chart program where all kinds
of calculations can be done from a simple operation like Excel 2x2 to complex budget,
income-expense tables, balance sheet accounts, where summary sub-tables can be
created from the most complex tables, and all kinds of graphs can be edited. Within
the scope of this course, basic Excel training will be given and applications related to
the content of the weekly topics will be made.

Onerilen Diger Hususlar /
Recommended Other
Considerations

Staj Durumu / Internship Status

15 Is giinii staj ya da proje édevi

15 working days internship or project assignment

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

Ogretim elemaninin ders notlari

Lecturer's lecture notes

Ogretim Uyesi (Uyeleri) / Faculty
Member (Members)

Ogr. Goér. Hilal OZTURK




OGRENME GIKTILARI / LEARNING OUTCOMES

Alant ile ilgili konularda sahip oldugu temel bilgi ve beceriler diizeyinde dustincelerini yazil ve sozli
iletisim yoluyla aktarabilmek

To be able to convey her thoughts through written and verbal communication at the level of her basic
knowledge and skills in the field

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

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 Excel yazilimi ve kullanim alanlari Microsoft Office Excel yazilimi ve
kullanim alanlari
Microsoft Office Excel software and usage areas Microsoft Office Excel software
and usage areas
. . gretim Yont N _—
Teorik Dersler / Theoretical Uygulama Lab '(I:')gl:ﬁi;(?;ri/(?l'r;:cmi\rgz Methods On Hazirlik / Preliminary
Techniques
2 Klavye kisayollari ve meni kullanimi Klavye kisayollan ve mend
kullanimi
Keyboard shortcuts and menu usage Keyboard shortcuts and menu
usage
Teorik Dersler / Theoretical Uygulama Lab ?g;ﬁiﬁ:ﬁgtsgig Methods On Hazirlik / Preliminary
Techniques
. . . . Dosya (kitap) islemleri ve calisma
3 Dosya (kitap) islemleri ve galisma sayfalari (tablolar) ile calisma sayfalan (tablolar) ile calisma
Working with file (book)
Working with file (book) operations and worksheets (tables) operations and worksheets
(tables)
. . Ogretim Yont - _
Teorik Dersler / Theoretical Uygulama Lab Tgl:ﬁill(rlgri/?rgsgig Methods On Hazirlik / Preliminary
Techniques
4 Hucrelerin bigimlendirilmesi Hiicrelerin bigimlendirilmesi
Formatting cells Formatting cells
gretim YO "
Teorik Dersler / Theoretical Uygulama Lab Ogretim Yontem ve On Hazirlik / Preliminary

Teknikleri/Teaching Methods
Technigues

5 Excel tablolarini bigimlendirme

Excel tablolarini bicimlendirme

Formatting Excel tables

Formatting Excel tables
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Ogretim Yontem ve

Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Techniques
. . . . Excel tablolarina resim, smartart,
6 Excel tablolarina resim, smartart, otomatik sekil nesnesi ekleme otomatik sekil nesnesi ekleme
Add image, smartart, auto shape object to Excel tables Ad.d image, smartart, auto shape
object to Excel tables
gretim YO .
Teorik Dersler / Theoretical Uygulama Lab '?glzﬁgll(rlnerils)l'gt:é?]i\rgz Methods On Hazirlik / Preliminary
Technigues
7 Grafikler olusturma Grafikler olusturma
Creating charts Creating charts
. . 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 Sayfa ayarlama ve yazdirma Sayfa ayarlama ve yazdirma
Setting up and printing pages Setting up and printing pages
. . Ogretim Yoéntem ve x .
Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Techniques
10 Veri Kullanimi Veri Kullanimi
Data Usage Data Usage
. . gretim Yont . -
Teorik Dersler / Theoretical Uygulama Lab '?eglzﬁill(r;;ri/(?rr;aeg;i\r/\z Methods On Hazirlik / Preliminary
Techniques
11 Formdillerle galismak Formdillerle galismak

Working with formulas

Working with formulas

417




Ogretim Yontem ve

Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Techniques
12 Fonksiyonlar islevler Fonksiyonlar islevler
Functions functions Functions functions
Ogretim Yonte| x o
Teorik Dersler / Theoretical Uygulama Lab Tglzﬁill(lerils)l'gaé?]i\rgz Methods On Hazirlik / Preliminary
Technigues
13 Fonksiyonlar iglevler Fonksiyonlar iglevler
Functions functions Functions functions
Ogretim Yontem ve . o
Teorik Dersler / Theoretical Uygulama Lab Tgknikleri/Teaching Methods On Hazirlik / Preliminary
Techniques
14 Fonksiyonlar islevler Fonksiyonlar islevler
Functions functions Functions functions
Ogretim Yontem ve - -
Teorik Dersler / Theoretical Uygulama Lab Tgknill(leri/Teachi\r,lg 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 N y Percentage of
umber L
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
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 10.00 10.00
Toplam / Total: 6 75.00 75.00

Dersin AKTS Kredisi = Toplam is Yiikii (Saat) / 25.00 (Saat/AKTS) = 75.00/25.00 = 3.00 ~ 3.00 / Course ECTS Credit = Total Workload (Hour) / 25.00 (Hour / ECTS) = 75.00 / 25.00 = 3.00 ~ 3.00
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PROGRAM VE OGRENME CIKTISI / PROGRAM LEARNING OUTCOMES

Ogrenme Ciktilari / Program Ciktilari / Program Outcomes
Hzailifg QUERES 111112113 [ 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 konularda sahip
oldugu temel bilgi ve beceriler
diizeyinde dustincelerini yazih
ve s06zlu iletisim yoluyla
aktarabilmek / To be able to
convey her thoughts through
written and verbal
communication at the level of
her basic knowledge and skills
in the field

2.Alaninin gerektirdigi en az
Avrupa Bilgisayar Kullanma
Lisansi Temel duzeyinde
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 Duzeyi / Contribution Level : 1-Cok Diislik / Very low, 2-Diisiik / Low, 3-Orta / Moderate, 4-Yuksek / High, 5-Cok Yuksek / Very high
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