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GENEL TANIM / GENERAL DESCRIPTION

Ders Adi / Course Name

COMPUTER OFFICE PROGRAMS / COMPUTER OFFICE PROGRAMS

Ders Kodu / Course Code

ISP1142014837

Ders Tirii / Course Type

Ders Seviyesi / Course Level

Associate / Associate

Ders Akts Kredi / ECTS 3.00
Haftalik Ders Saati (Kuramsal) / 2.00
Course Hours For Week

(Theoretical)

Haftalik Uygulama Saati / Course 1.00
Hours For Week (Objected)

Haftalik Laboratuar Saati / Course 0.00

Hours For Week (Laboratory)

Dersin Verildigi Yl / Year

1

Ogretim Sistemi / Teaching System

Formal Education / Formal Education

Egitim Dili / Education Language

Turkish / Turkish

On Kosulu Olan Ders(ler) /
Precondition Courses

Yok

None

Amaci / Purpose

Bu derste, 6grencinin 6grendigi bilisim olanaklarini kullanarak kendini gelistirmesi, bu
hususta sikga pratik yapmasi, Ofis programlar arasinda yer alan kelime islemci, hesap
tablosu, sunum, veritabani olusturma programlarinin kullanimlarini belirli diizeye kadar
6grenmesi ve bunu uygulamasi, internet ile temel kavramlarin bilinmesi ve internette
gezinti, korunma ve arama teknikleri konusunda bilgilendiriimesi amaclanmaktadir.

The aim of this course is to teach students using the information learned in self-
development opportunities, often practical to do in this matter, which are among the
office applications word processing, spreadsheet, presentation, database
olusturmaprogramlarinin use it to learn and practice a certain extent, knowledge of
basic concepts of the Internet and browse the web, protection and search techniques
about the future enlargement.

igerigi / Content

Sunum cihazlar ve yazilimlari tanimak ve sunum yapmak, veri giris ortami, donanim ve
yazilimi belirlemek, veri tlrleri ve veri igsleme iglemleri yapmak ve veriye hizli erigimi
saglama islemleri, raporlama ve depolama ile veri glivenligini saglamak, web sayfasi
islemleri yapmak, web sayfasi yapmak ve web sayfalarini yayinlamak ve glincellemek.

Familiarization to presentation devices and softwares, and making presentation, data
entry medium, deciding on hardware and software, data types and data processing,
providing rapid access to data, reporting and archiving and providing data security,
performing web page transactions, preparing, and publishing web pages and updating
them.

Onerilen Diger Hususlar / Yok None
Recommended Other

Considerations

Staj Durumu / Internship Status Yok None

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

- MEGEP Kelime islemci Modiili

- MEGEP Elektronik Tablo Modulu

- MEGEP Sunu Moduli

- MEGEP Blgisayarla iletisim Modulii
- Basiimamis Ders Notlari

- MEGEP Kelime islemci Modiili

- MEGEP Elektronik Tablo Modulu

- MEGEP Sunu Moduli

- MEGEP Blgisayarla iletisim Modulii
- Basiimamis Ders Notlari




Ogretim Uyesi (Uyeleri) / Faculty Ogr. Gér. Dr. Devrim KARADEMIR
Member (Members)

OGRENME GIKTILARI / LEARNING OUTCOMES

1 Bilgisayarda metin dosyasi olusturabilir. Be able to preparing a Text File.

2 Metin dosyasi islemleri yapabilir. Be able to transactions of Text File.

3 Mesleki yazilar hazirlayabilir. Be able to preparing a Professional Letter.

4 Bilgisayarda matematiksel ve mantiksal dosya olusturabilir. Be able to creating Mathematical and Logical File on computer.

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 Belge hazirlayip bigimlendirmek
Preparing and shaping a text file
. . gretim Yont N _—
Teorik Dersler / Theoretical Uygulama Lab '(I:')gl:ﬁi;(?;ri/(?l'r;:cmi\rgz Methods On Hazirlik / Preliminary
Techniques
2 Belge denetim yazimlarini kullanmak
using file checking software
Teorik Dersler / Theoretical Uygulama Lab ?g;ﬁiﬁ:ﬁgtsgig Methods On Hazirlik / Preliminary
Techniques
3 Belgeye ekleme ve dizenleme yapmak
adding to the file and editing the text
. . Ogretim Yont - _
Teorik Dersler / Theoretical Uygulama Lab Tgl:ﬁill(rlgri/?rgsgig Methods On Hazirlik / Preliminary
Techniques
4 Sayfa dluzenlemesi yapmak
shaping the page
gretim YO "
Teorik Dersler / Theoretical Uygulama Lab Ogretim Yontem ve On Hazirlik / Preliminary

Teknikleri/Teaching Methods
Technigues

5 Sayfalarin gézden gecirme islemlerini yapmak

Making examining page transactions

3/8




Ogretim Yontem ve

Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Techniques
6 Belgeyi yazicidan gikarmak
printing the document
. . Ogretim Yontem ve = .
Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Technigues
7 Belge i¢ine tablo olusturmak
creating a table in the document
. . Ogretim Yoéntem ve . o
Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Techniques
8 Ara Sinav
Mid-term Exam
gretim YO "
Teorik Dersler / Theoretical Uygulama Lab 'Cl')glzﬁmqeri/(')l'gt:cr:?\i\r,lz Methods On Hazirlik / Preliminary
Technigues
9 Belgeyle ilgili karmagik uygulamalar yapmak
making complex applications related to the document
. . Ogretim Yoéntem ve x .
Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Techniques
10 Klavye hizli erisim fonksiyonlari tanimlamak
identifying keyboard rapid access functions
. . gretim Yont .. -
Teorik Dersler / Theoretical Uygulama Lab '?eglzﬁill(r;;ri/(?rr;aeg;i\r/\z Methods On Hazirlik / Preliminary
Techniques
11 Ozgegmis hazirlamak

preparing a CV
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Ogretim Yontem ve

Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Techniques
12 Dilekge yazmak
writing announcement
. . Ogretim Yontem ve = .
Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Technigues
13 Resmi yazi yazmak
writing formal letters
. . Ogretim Yoéntem ve . o
Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Techniques
14 Resmi yazilan postalamak
Posting formal letters
gretim YO "
Teorik Dersler / Theoretical Uygulama Lab 'Cl')glzﬁmqeri/(')l'gt:cr:?\i\r,lz Methods On Hazirlik / Preliminary
Technigues
15 Tablo ve grafik olugturmak Tablolarda hesaplama yapmak
creating table and graphics calculating via tables.
. . Ogretim Yoéntem ve x .
Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Techniques
16 Final Sinavi
Final Exam.
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DEGERLENDIRME / EVALUATION

Katki Yiizdesi /

Nii)l/tlaér Perc_:ent_age of
Contribution (%)
Ara Sinav / Midterm Examination 1 100
Toplam / Total: 1 100
Basar Notuna Katki Yiizdesi / Contribution to Success Grade(%): 40
S2ht | Poronige
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:
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IS YUKU / WORKLOADS

Siiresi | Toplam Is Yiikii
- Sayi/ (Saat) / (Saat) / Total

ST EHAL LT TS Number | Duration Work Load

(Hours) (Hour)
Ara Sinav / Midterm Examination 1 1.00 1.00
Final Sinavi / Final Examination 1 2.00 2.00
Derse Katilim / Attending Lectures 14 2.00 28.00
Laboratuvar / Laboratory 14 1.00 14.00
Proje Hazirlama / Project Preparation 1 10.00 10.00
Bireysel Calisma / Self Study 14 1.00 14.00
Ara Sinav igin Bireysel Calisma / Individual Study for Mid term Examination 7 1.00 7.00
Final Sinavi igiin Bireysel Calisma / Individual Study for Final Examination 7 2.00 14.00
Toplam / Total: 59 20.00 90.00

Dersin AKTS Kredisi = Toplam is Yiikii (Saat) / 30.00 (Saat/AKTS) = 90.00/30.00 = 3.00 ~ 3.00 / Course ECTS Credit = Total Workload (Hour) / 30.00 (Hour / ECTS) = 90.00 / 30.00 = 3.00 ~ 3.00

718




PROGRAM VE OGRENME CIKTISI / PROGRAM LEARNING OUTCOMES

Ogrenme Ciktilari /
Learning Outcomes

Program Ciktilari / Program Outcomes

1.1.2

1.1.3

1141211 (212]213|3.1.1(3.1.2 (313 |3.14 |3.15|3.21 (322|323 |3.3.1[332

3.33

3.4.1

34.2

343

1.Bilgisayarda metin dosyasi
olusturabilir. / Be able to
preparing a Text File.

2.Metin dosyasi iglemleri
yapabilir. / Be able to
transactions of Text File.

3.Mesleki yazilar
hazirlayabilir. / Be able to
preparing a Professional Letter.

4 .Bilgisayarda matematiksel ve
mantiksal dosya olusturabilir. /
Be able to creating
Mathematical and Logical File
on computer.

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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