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GENEL TANIM / GENERAL DESCRIPTION

Ders Adi / Course Name

Computer Office Programs / Computer Office Programs

Ders Kodu / Course Code

BY201B2

Ders Tirii / Course Type

Ders Seviyesi / Course Level

Pre-Bachelor / Pre-Bachelor

Ders Akts Kredi / ECTS 5.00
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 2

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

Bilgisayarda metin dosyalar olusturmak, Hesap tablolar olusturmak, Matematiksel ve
mantiksal hesaplama, formiiller), Sunum olusturmak, Veri tabani olusturmak, Web
islemlerini yapmak

Create text files on the computer, Create account charts, Create a topic, To create a
base, Web transactions to do

igerigi / Content

Word Programlari, Excel Programlar, PowerPoint Programlari, Html editord, Bulut
teknolojisi

Word Programs, Excel Programs, PowerPoint Programs, Html editor, Cloud
technology

Onerilen Diger Hususlar / Yok None
Recommended Other

Considerations

Staj Durumu / Internship Status Yok None

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

Ofis Uygulamalari, Prof. Dr. Yiiksel GOKTAS, Atatiirk Universitesi Agikdgretim Fakiiltesi
Yayini, Erzurum, 2020

Ofis Uygulamalari, Prof. Dr. Yiiksel GOKTAS, Atatiirk Universitesi Agikdgretim
Fakdltesi Yayini, Erzurum, 2020

Ogretim Uyesi (Uyeleri) / Faculty
Member (Members)

Ogr. Gér. Mustafa Karaman

Ogr. Gér. Mustafa KARAMAN




OGRENME GIKTILARI / LEARNING OUTCOMES

Elektronik icerik arama yontemlerini kullanabilmek. To be able to use electronic content search methods.

Excel (tablolama programinda) kullanarak is hayatinda gerekli olan pratik uygulamalari yapar Arranging and writing process in tables and business corresponding used in business life
Etkili kelime islem programini kullanabilmek Ability to use effective word processing programs

Html editori ile sayfa tasarlama. Designing pages with the HTML editor.

Access'le Calismak, Working with Access,

Bulut Teknolojileri ve Bulutta Ofis, Cloud Technologies and Office in the Cloud,

HAFTALIK DERS ICERIGi / 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 E - igerik Arama - Bulma
E - Content Search - Finding
. . gretim Yont .. _—
Teorik Dersler / Theoretical Uygulama Lab '(I:')gl:ﬁi;(?;ri/(?l'r;:cmi\rgz Methods On Hazirlik / Preliminary
Techniques
2 E - igerik Segme
E - Content Selection
Teorik Dersler / Theoretical Uygulama Lab ?g;ﬁiﬁ:ﬁgtsgig Methods On Hazirlik / Preliminary
Techniques
3 Etkili Bir Kelime islemci Kullanmak 1
Using an Effective Word Processor 1
. . Ogretim Yont - _
Teorik Dersler / Theoretical Uygulama Lab Tgl:ﬁill(rlgri/?rgsgig Methods On Hazirlik / Preliminary
Techniques
4 Etkili Bir Kelime islemci Kullanmak 2
Using an Effective Word Processor 2
gretim YO "
Teorik Dersler / Theoretical Uygulama Lab Ogretim Yontem ve On Hazirlik / Preliminary

Teknikleri/Teaching Methods
Technigues

5 Etkili Bir Sunu Hazirlamak 1

Preparing an Effective Presentation 1

3/8




Ogretim Yontem ve

Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Techniques
6 Etkili Bir Sunu Hazirlamak 2
Preparing an Effective Presentation 2
. . Ogretim Yontem ve = .
Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Technigues
7 Excel'i Kesfetmek
Exploring Excel
. . Ogretim Yoéntem ve . o
Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Techniques
8 Ara Sinav
Midterm
gretim YO .
Teorik Dersler / Theoretical Uygulama Lab 'Cl')glzﬁmqeri/(')l'gt:cr:?\i\r,lz Methods On Hazirlik / Preliminary
Technigues
9 Excel'le Galigmak
Working with Excel
. . Ogretim Yoéntem ve x .
Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Techniques
10 Excelde Makro Uygulamalar ve Visual Basic 1
Macro Applications in Excel and Visual Basic 1
. . gretim Yont .. -
Teorik Dersler / Theoretical Uygulama Lab '?eglzﬁill(r;;ri/(?rr;aeg;i\r/\z Methods On Hazirlik / Preliminary
Techniques
11 Excelde Makro Uygulamalari ve Visual Basic 2

Macro Applications in Excel and Visual Basic 2
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Ogretim Yontem ve

Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Techniques
12 Access'i Kesfetmek
Exploring Access
Ogretim Yontem ve - -
Teorik Dersler / Theoretical Uygulama Lab Tgknikleri/Teaching Methods On Hazirlik / Preliminary
Technigues
13 Access'le Calismak
Working with Access
Ogretim Yoéntem ve . -
Teorik Dersler / Theoretical Uygulama Lab Tgknikleri/Teaching Methods On Hazirlik / Preliminary
Techniques
14 Bulut Teknolojileri ve Bulutta Ofis
Cloud Technologies and Office in the Cloud
Ogretim Yontem ve - -
Teorik Dersler / Theoretical Uygulama Lab Tgknikleri/Teaching Methods On Hazirlik / Preliminary
Technigues
15 Ofis 365
Office 365
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DEGERLENDIRME / EVALUATION

Katki Yiizdesi /

Yariyil (Yil) igi Etkinlikleri / Term (or Year) Learning Activities Nii)l/tlaér 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 Nun¥ber Percentage of

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

S e et eEes 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 4.00 56.00
Uygulama/Pratik / Practice 14 2.00 28.00
Soru-Yanit / Question-Answer 14 1.00 14.00
Bireysel Calisma / Self Study 7 3.00 21.00
Ara Sinav igin Bireysel Calisma / Individual Study for Mid term Examination 5 2.00 10.00
Final Sinavi igin Bireysel Caligsma / Individual Study for Final Examination 5 4.00 20.00
Toplam / Total: 61 19.00 152.00

Dersin AKTS Kredisi = Toplam is Yiikii (Saat) / 30.00 (Saat/AKTS) = 152.00/30.00 = 5.07 ~ / Course ECTS Credit = Total Workload (Hour) / 30.00 (Hour / ECTS) = 152.00 / 30.00 = 5.07 ~

718




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.Elektronik icerik arama
yoéntemlerini kullanabilmek. /
To be able to use electronic
content search methods.

2.Excel (tablolama
programinda) kullanarak is
hayatinda gerekli olan pratik
uygulamalari yapar / Arranging 4 4 3 3 2 1 3 3 1 1
and writing process in tables
and business corresponding
used in business life

3.Etkili kelime islem programini
kullanabilmek / Ability to use
effective word processing
programs

4.Html editord ile sayfa
tasarlama. / Designing pages 3 4 3 4 2 1 3 5 1 1
with the HTML editor.

5.Access'le Galismak, /
Working with Access,

6.Bulut Teknolojileri ve Bulutta
Ofis, / Cloud Technologies and 4 3 3 4 5 1 1 3 1 1
Office in the Cloud,

Katki Diizeyi / Contribution Level : 1-Cok Dustlk / Very low, 2-Disiik / Low, 3-Orta / Moderate, 4-Y{iksek / High, 5-Cok Yiksek / Very high
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