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GENEL TANIM / GENERAL DESCRIPTION

Ders Adi / Course Name

Keyboard Techniques / Keyboard Techniques

Ders Kodu / Course Code

BY110B2

Ders Tirii / Course Type

Ders Seviyesi / Course Level

Pre-Bachelor / Pre-Bachelor

Ders Akts Kredi / ECTS 4.00
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

1

Ogretim Sistemi / Teaching System

Normal Education / Normal Education

Egitim Dili / Education Language

Turkish / Turkish

On Kosulu Olan Ders(ler) /
Precondition Courses

Yok

None

Amaci / Purpose

Ogrencilere on parmak klavye kullanabilme yetenegi kazandirmak.

To give students the ability to use ten finger keyboards.

igerigi / Content

F klavyeyi 10 parmak kullanabilmesi icin gerekli bilgi ve teknikleri icerir.

F keyboard contains the information and techniques necessary to use 10 fingers.

Onerilen Diger Hususlar / Yok None
Recommended Other

Considerations

Staj Durumu / Internship Status Yok None

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

Ali UNLU, (2021), 26 Saatte Onparmak Ogreniyorum, Yelken Yayinevi

Ali UNLU, (2021), 26 Saatte Onparmak Ogreniyorum, Yelken Yayinevi.

Ogretim Uyesi (Uyeleri) / Faculty
Member (Members)

Ogr. Gér. Mustafa KARAMAN

Ogr. Gér. Mustafa KARAMAN




OGRENME GIKTILARI / LEARNING OUTCOMES

Bilgisayarda dogru oturus seklini 6grenir.

The students learn shape of the right sit to computer

Q klavye temel sira tuglanini tanir.

They allow the basic sequence of Q keys on the keyboard

Q klavyeyi 10 parmak bakmadan kullanabilir.

They can use the keyboard 10 fingers without looking at

Tablo diizenleme becerisi kazanir.

The students win skillTable editing.

Sembolleri ve noktalama igaretlerini tanir.

Recognize symbols and punctuation

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 Bilgisayar ve klavye kavramlari ve 10 parmak klavye kullanmanin
faydalari
Computer and keyboard concepts and benefits of using 10 finger
keyboards
. . gretim Yont .. _—
Teorik Dersler / Theoretical Uygulama Lab '(I:')gl:ﬁi;(?;ri/(?l'r;:cmi\rgz Methods On Hazirlik / Preliminary
Techniques
2 Bilgisayarda yazi yazmaya hazirlik ve dogru oturus sekilleri
Preparing to write on a computer and proper seating
Teorik Dersler / Theoretical Uygulama Lab ?g;ﬁiﬁ:ﬁgtsgig Methods On Hazirlik / Preliminary
Techniques
3 Microsoft word yazi programinin kullanimina yonelik kiiglk ipuglari
Small tips for using the Microsoft word script program
. . Ogretim Yont - _
Teorik Dersler / Theoretical Uygulama Lab Tgl:ﬁill(rlgri/?rgsgig Methods On Hazirlik / Preliminary
Techniques
4 F klavye temel sira tuslarinin kullanimi
Use of F keyboard basic sequence keys
gretim YO "
Teorik Dersler / Theoretical Uygulama Lab Ogretim Yontem ve On Hazirlik / Preliminary

Teknikleri/Teaching Methods
Technigues

5 Ust sira tuslaninin kullanimi

Use of top row keys
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Ogretim Yontem ve

Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Techniques
6 Alt sira tuslannin kullanimi
Usage of subnet keys
. . Ogretim Yontem ve = .
Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Technigues
7 Klavyede noktalama igaretlerinin kullanimi
Use of punctuation on the keyboard
. . 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 Klavyede rakamlar ve sembollerin kullanimi
Use of numbers and symbols on the keyboard
. . Ogretim Yoéntem ve x .
Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Techniques
10 Serbest hizli yazi yazma ¢alismalari
Free speed typing works
. . gretim Yont N -
Teorik Dersler / Theoretical Uygulama Lab '?eglzﬁill(r;;ri/(?rr;aeg;i\r/\z Methods On Hazirlik / Preliminary
Techniques
11 Yazim yanliglar ve hiz hesaplamalari

Spelling mistakes and speed calculations
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Ogretim Yontem ve

Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Techniques
12 is yazilan érnekleri hazirlama
Preparing samples of business articles
Ogretim Yontem ve - -
Teorik Dersler / Theoretical Uygulama Lab Tgknikleri/Teaching Methods On Hazirlik / Preliminary
Technigues
13 Tablo ve sekilli metin yazma
Writing tables and shaped text
Ogretim Yoéntem ve . -
Teorik Dersler / Theoretical Uygulama Lab Tgknikleri/Teaching Methods On Hazirlik / Preliminary
Techniques
14 Yabanci dilde metin yazma
Writing foreign text
Ogretim Yontem ve - -
Teorik Dersler / Theoretical Uygulama Lab Tgknikleri/Teaching Methods On Hazirlik / Preliminary
Technigues
15 Yabanci dilde metin yazma

Writing foreign text
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DEGERLENDIRME / EVALUATION

. Savi/ Katki Yuzdesi /
Yanyil (Yil) Ii Etkinlikleri / Term (or Year) Learning Activities y Percentage of
Number - A
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 o s
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)
Uygulama/Pratik / Practice 14 4.00 56.00
Bireysel Calisma / Self Study 14 3.00 42.00
Ara Sinav igin Bireysel Calisma / Individual Study for Mid term Examination 5 2.00 10.00
Final Sinavi igin Bireysel Calisma / Individual Study for Final Examination 5 2.00 10.00
Ara Sinav / Midterm Examination 1 1.00 1.00
Final Sinavi / Final Examination 1 2.00 2.00
Toplam / Total: 40 14.00 121.00

Dersin AKTS Kredisi = Toplam Is Yiikii (Saat) / 30.00 (Saat/AKTS) = 121.00/30.00 = 4.03 ~ / Course ECTS Credit = Total Workload (Hour) / 30.00 (Hour / ECTS) = 121.00 / 30.00 = 4.03 ~
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PROGRAM VE OGRENME CIKTISI / PROGRAM LEARNING OUTCOMES

Ogrenme Ciktllan / Program Ciktilari / Program Outcomes
Learning Outcomes 1111211 (212|311 3.12 (321|331 (332 |34.1|342

1.Bilgisayarda dogru oturus
seklini 6grenir. / The students
learn shape of the right sit to
computer

2.Q klavye temel sira tuglarini
tanir. / They allow the basic 3 3 1 1 1 1 P 5 1 1
sequence of Q keys on the
keyboard

3.Q klavyeyi 10 parmak
bakmadan kullanabilir. / They

can use the keyboard 10 3 3 1 1 1 1 2
fingers without looking at

4.Tablo dizenleme becerisi
kazanir. / The students win 3 3 1 1 1 1 2 5 1 1
skillTable editing.

5.Sembolleri ve noktalama
isaretlerini tanir. / Recognize 3 3 1 1 1 1 2 5 1 1
symbols and punctuation

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