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GENEL TANIM / GENERAL DESCRIPTION

Ders Adi / Course Name

OFFICE PROGRAMS / OFFICE PROGRAMS

Ders Kodu / Course Code

UBYS1112015275

Ders Tirii / Course Type

Ders Seviyesi / Course Level

Associate / Associate

Ders Akts Kredi / ECTS 2.00
Haftalik Ders Saati (Kuramsal) / 1.00
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 ders 6grencilere giinlik yasamlarinda ve mesleki kariyerlerinde yardimci olacak temel
bilgisayar kullanimini ve bilgisini kazandirmay amacglamaktadir. Bu kapsamda bilgisayar
donanimlan ve yazilimlar ile ofis programlari incelenir. Bu ders sonunda 6grencilerin bilgi
teknolojisi ortaminda galisabilecek yeterli bilgiyi almig olmasi saglanir.

This course will help the students in their daily lives and professional careers aims at
providing basic computer usage and knowledge. In this context, computer hardware
and software and office programs are examined. At the end of this course, students
will have a sufficient knowledge of information technology work environment is
provided.

igerigi / Content

Bilgisayara giris (Tanimi, tarihi gelisimi, bilgisayar turleri); - Sayi ve kodlama sistemleri (Bit
ve bayt kavramlan); - Bilgisayar donanimi (Anakart, islemci, hafiza, sabit disk, ekran karti,
ses kartl, ag karti, modem, cd/dvd suriicl/yazici, disket siriicu, klavye, fare, monitor,
hoparlér, mikrofon, yazici, tarayici, gizici); - Yazilim (Yazilim turleri, isletim sistemleri,
uygulama yazilimlari, programlama dilleri); - isletim sistemi yazilimlan (DOS/Windows
isletim sistemi ve uygulamalar); - Windows isletim sistemi (Dosya, dizin, surtict
kavramlar, Windows gezginini kullanma, denetim masasi); - Uygulama yazilimlan
(Antiviriis programlar, dosya sikistirma programlari); - Ofis programlari ve uygulamalan:
Kelime islemci (Microsoft Word ve uygulamalari), Elektronik tablo programi (Microsoft
Excel ve uygulamalar),Sunu programi (Microsoft PowerPoint ve uygulamalari)

Introduction to Information Technologies- Bit and Byte Concepts- Computer Hardware
(Mainboard, CPU, Memory, Harddisk, Graphics Card, Audio Card, Network Interface
Card, Modem, CD-DVD ROM, Floppy, Keyboard, Mouse, Monitor, Speaker,
Microphone, Printer, Scanner, Plotter)- Computer Software (Types of software,
Operating Systems, Application Software, Programming Languages)- Operating
Systems- Windows Operating System- Application System- Office Programs and
ApplicationsWord Processing Program (Microsoft Word and Applications)Spreadsheet
Program (Microsoft Excel and Applications)Presentation Program (Microsoft
PowerPoint and Applications)

Onerilen Diger Hususlar / Yok None
Recommended Other

Considerations

Staj Durumu / Internship Status Yok None

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

Dr. hasan Gebi BAL, Uygulamalarla Bilgisayar ve internet Kullanimi. Windows 7, Oficce
2010. Tunahan yayinlari. TRABZON




Ogretim Uyesi (Uyeleri) / Faculty
Member (Members)

Yrd. Dog.Dr. Fatih Ahmet ASLAN

OGRENME GIKTILARI / LEARNING OUTCOMES

1 Microsoft Wor programi ile belge hazirlamayi 6grenir. Learn to prepare documents with Microsoft Word program.
2 Etkili sunum tekniklerini ve Powerpoint sunusu hazirlamayi 6grenir. Learn effective presentation techniques and Powerpoint presentation.
3 Exell yardimi ile hesaplama yapmayi garfik hazirlamayi ve yorumlamayio égrenir. With Exell's help, he learns to prepare and comment on calculations.

HAFTALIK DERS ICERIGi / DETAILED COURSE OUTLINE
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Hafta / Week

Teorik Dersler / Theoretical Uygulama Lab ?g&ﬁ;;{%:ﬁg:&i\éz Methods On Hazirlik / Preliminary
Techniques
1 Microsoft Word - Bigimlendirme (Metin, Paragraf, Belge)
Microsoft Word - Formatting (text, paragraph, document)
. . gretim Yont .. _—
Teorik Dersler / Theoretical Uygulama Lab '(I:')gl:ﬁi;(?;ri/(?l'r;:cmi\rgz Methods On Hazirlik / Preliminary
Techniques
2 Microsoft Word - Bigimlendirme
(Metin, Paragraf, Belge)
Microsoft Word - Formatting (text,
paragraph, document)
Teorik Dersler / Theoretical Uygulama Lab ?g;ﬁiﬁ:ﬁgtsgig Methods On Hazirlik / Preliminary
Techniques
3 Microsoft Word - Nesneler (Tablo, Resim. Goriintl, Grafik) ve
Yazdirma
Microsoft Word - Objects (Table, Figure. Images, Graphics), and
Printing
. . Ogretim Yoéntem ve . -
Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Techniques
Microsoft Word - Nesneler (Tablo,
4 Resim. Gorintl, Grafik) ve
Yazdirma
Microsoft Word - Objects (Table,
Figure. Images, Graphics), and
Printing
gretim YO .
Teorik Dersler / Theoretical Uygulama Lab '?glzﬁgll(rlnerils)l'gt:é?]i\r’:; Methods On Hazirlik / Preliminary
Technigues
5 Microsoft Excel - Girig, Hiicreler ve Calisma Sayfalari
Microsoft Excel - Introduction, Cells and Worksheets

3/8




Ogretim Yontem ve

Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Techniques
6 Microsoft Excel - Giris, Hiicreler
ve Galisma Sayfalar
Microsoft Excel - Introduction,
Cells and Worksheets
Teorik Dersler / Theoretical Uygulama Lab ?g{ﬁ;;{g:{ﬁg:ggi\;z Methods On Hazirlik / Preliminary
Technigues
7 Microsoft Excel - Bigimlendirme, Formiiller ve islevler
Microsoft Excel - Formatting, Formulas and Functions
. . 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 Microsoft Excel - Bigimlendirme,
Formiiller ve Iglevler
Microsoft Excel - Formatting,
Formulas and Functions
. . Ogretim Yont - .
Teorik Dersler / Theoretical Uygulama Lab Tgl:ﬁiw:eri/?rr;:(r‘}]ﬁ\rg Methods On Hazirlik / Preliminary
Techniques
10 Microsoft Excel - Grafikler, Sayfa Yapisi ve Ciktilarin Hazirlanmasi
Microsoft Excel - Charts, Page Setup and Preparation of deliverables
. . gretim Yont .. -
Teorik Dersler / Theoretical Uygulama Lab '?eglzﬁill(r;;ri/(?rr;aeg;i\r/\z Methods On Hazirlik / Preliminary
Techniques
11 Microsoft Excel - Grafikler, Sayfa

Yapisi ve Ciktilarin Hazirlanmasi

Microsoft Excel - Charts, Page
Setup and Preparation of
deliverables
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Ogretim Yontem ve

Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Techniques
12 Microsoft PowerPoint - Temel Ayarlar, Sunum Olusturma, Metin,
Goérintuler ve Tablo
Microsoft PowerPoint - Basic Settings, Creating Presentations, Text,
Images, and Table
. . Ogretim Yontem ve = _
Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Technigues
Microsoft PowerPoint - Temel
13 Ayarlar, Sunum Olusturma, Metin,
Goruntiler ve Tablo
Microsoft PowerPoint - Basic
Settings, Creating Presentations,
Text, Images, and Table
. . Ogretim Yont - .
Teorik Dersler / Theoretical Uygulama Lab Tgl:ﬁill(l?;ri/s)rgsgiﬁz Methods On Hazirlik / Preliminary
Techniques
14 Microsoft PowerPoint - Grafik ve Cizim Nesneleri, Ekran Gosterisi
Efektleri, Slayt Gosterisi ve Cikti Hazirlama
Microsoft PowerPoint - Graphics and Drawing Objects, Display Show
Effects, Slide Show, and Output Processing
gretim YO .
Teorik Dersler / Theoretical Uygulama Lab 'Cl')glzﬁmqeri/(')l'gt:cr:?\i\r,lz Methods On Hazirlik / Preliminary
Technigues
Microsoft PowerPoint - Grafik ve
Cizim Nesneleri, Ekran Gosterisi
15 Efektleri, Slayt Gosterisi ve Cikti
Hazirlama
Microsoft PowerPoint - Graphics
and Drawing Objects, Display
Show Effects, Slide Show, and
Output Processing
gretim YO .
Teorik Dersler / Theoretical Uygulama Lab 'Cl')glzﬁgll(rlneri/(')rgt:cr:?]i\r?; Methods On Hazirlik / Preliminary
Technigues
16 D6énem Sonu Sinav

Final Exams
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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
Son | S | Gaan o

(Hours) (Hour)
Ara Sinav / Midterm Examination 1 1.00 1.00
Final Sinavi / Final Examination 1 1.00 1.00
Derse Katilim / Attending Lectures 14 1.00 14.00
Uygulama/Pratik / Practice 14 1.00 14.00
Proje Sunma / Project Presentation 1 2.00 2.00
Proje Tasarimi /Y6netimi / Project Design/Management 1 9.00 9.00
Bireysel Calisma / Self Study 1 6.00 6.00
Odev Problemleri igin Bireysel GCalisma / Individual Study for Homework Problems 1 8.00 8.00
Ara Sinav igin Bireysel Calisma / Individual Study for Mid term Examination 1 6.00 6.00
Final Sinavi igiin Bireysel Calisma / Individual Study for Final Examination 1 9.00 9.00
Toplam / Total: 36 44.00 70.00

Dersin AKTS Kredisi = Toplam is Yiikii (Saat) / 30.00 (Saat/AKTS) = 70.00/30.00 = 2.33 ~ / Course ECTS Credit = Total Workload (Hour) / 30.00 (Hour / ECTS) = 70.00 / 30.00 = 2.33 ~

718




PROGRAM VE OGRENME CIKTISI / PROGRAM LEARNING OUTCOMES

Ogrenme Ciktilari / Program Ciktilar / Program Outcomes
Hzailifg QUERES 111 (112113 (114|115 [ 116 | 1.1.7 [ 1.1.8 | 1.1.9 [1.1.10(1.1.11[1.1.12|1.1.13|1.1.14 [1.1.15

1.Microsoft Wor programi ile
belge hazirlamayi 6grenir. /
Learn to prepare documents
with Microsoft Word program.

2.Etkili sunum tekniklerini ve
Powerpoint sunusu hazirlamayi
ogrenir. / Learn effective 5
presentation techniques and
Powerpoint presentation.

3.Exell yardimi ile hesaplama
yapmayi garfik hazirlamayi ve
yorumlamayio 6grenir. / With

Exell's help, he learns to 4

prepare and comment on

calculations.

Ogrenme Ciktilari / Program Ciktilar / Program Outcomes

Learning Outcomes 211 (212|213 [214 215|216 [21.7|2.1.8|21.9 |21.10|3.1.1 | 3.1.2 [ 3.2.1 | 3.3.1 [ 3.3.2

1.Microsoft Wor programi ile
belge hazirlamayi 6grenir. /
Learn to prepare documents
with Microsoft Word program.

2.Etkili sunum tekniklerini ve
Powerpoint sunusu hazirlamayi
ogrenir. / Learn effective
presentation techniques and
Powerpoint presentation.

3.Exell yardimi ile hesaplama
yapmayi garfik hazirlamayi ve
yorumlamayio égrenir. / With
Exell's help, he learns to
prepare and comment on
calculations.

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