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GENEL TANIM / GENERAL DESCRIPTION

Ders Adi / Course Name

Technology Usage / Technology Usage

Ders Kodu / Course Code

BY204B2

Ders Tirii / Course Type

Ders Seviyesi / Course Level

Pre-Bachelor / Pre-Bachelor

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 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

Burolarda kullanilan bilgi ve iletisim teknolojisine y6énelik buro makine ve araglarini
ogrencilere tanitmaktir.

It is to introduce to the students the office machines and tools for the information and
communication technology used in the bureaus.

igerigi / Content

Gilinlimiiz Blro Teknolojileri. Biiro Donanimlari ve Gevrimici Teknolojileri. Bilgi
Kaynaklarina erisim ve e-6grenme. Toplanti ve sunum Sistemleri. Bilgi isleme sistemleri ve
Mobil iletigim.

Bilgi Glvenligi ve yénetimi. Erisilebilir Burolar ve Ergonomi. Biiro Donanimlarinin segimi
Satin alinmasi ve etkin kullanimi.

Today's Office Technologies. Office Equipment and Online Technologies. Access to
Information Resources and e-learning. Meeting and presentation Systems. Information
processing systems and Mobile communications.

Information Security and management. Accessible Offices and Ergonomics. Selection,
purchase and effective use of Office Equipment.

Onerilen Diger Hususlar / Yok None
Recommended Other

Considerations

Staj Durumu / Internship Status Yok None

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

Anadolu Universitesi Agik Ogretim Fakiiltesi Yayini

Buro Teknolojileri

Prof. Dr. ibrahim Gemil ULUKAN Prof. Dr. Avni Banig BARAZ Dog. Dr. Osman TUTAL
Eskisehir Agustos 2018

Anadolu University Open Education Faculty Publication

Office Technologies

Prof. Dr. ibrahim Gemil ULUKAN Prof. Dr. Avni Banig BARAZ Dog. Dr. Osman TUTAL
Eskisehir Agustos 2018

Ogretim Uyesi (Uyeleri) / Faculty
Member (Members)

Ogr. Gér. Eyyup IMAC

Ogr. Gér. Eyyup IMAC




OGRENME GIKTILARI / LEARNING OUTCOMES

Birolarda teknoloji kullaniminin 6nemini bilir. Knows the importance of technology use in offices.

Bdurolarda kullanilan yazi makinelerini kullanabilir. Can use typewriters used in offices.

Ses iletisimini saglayan arag ve geregleri tanir. Allow Tools and equipment that voice communication
Bilgisayari tanir ve etkin bir sekilde kullanabilir. Recognize the computer and can effectively use.

Fax ve interneti kullanabilir. The students can use Fax and internet

Bdrolarda kullanilan sunum araglarini tanir ve kullanabilir. The students Recognize and use presentation tools in offices.
Birolarda kullanilan telekonferans araclarini tanir. Allows teleconferencing tools used in offices.

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 GulnUmuz Birolar ve Teknoloji
Today's Offices and Technology
. . gretim Yont N _—
Teorik Dersler / Theoretical Uygulama Lab '(I:')gl:ﬁi;(?;ri/(?l'r;:cmi\rgz Methods On Hazirlik / Preliminary
Techniques
2 GunUmuz Birolan ve teknoloji
Today's Offices and Technology
Teorik Dersler / Theoretical Uygulama Lab ?g;ﬁiﬁ:ﬁgtsgig Methods On Hazirlik / Preliminary
Techniques
3 Biro donanimlari ve Cevrim igi Teknolojiler
Office equipment and Online Technologies
. . Ogretim Yont - _
Teorik Dersler / Theoretical Uygulama Lab Tgl:ﬁill(rlgri/?rgsgig Methods On Hazirlik / Preliminary
Techniques
4 Biro donanimlari ve Cevrim ici Teknolojiler
Office equipment and Online Technologies
gretim YO "
Teorik Dersler / Theoretical Uygulama Lab Ogretim Yontem ve On Hazirlik / Preliminary

Teknikleri/Teaching Methods
Technigues

5 Bilgi Kaynaklarina erisim ve e-6grenme

Access to Information Resources and e-learning
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Ogretim Yontem ve

Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Techniques
6 Toplanti ve Sunum Sistemleri
Meeting and Presentation Systems
. . Ogretim Yontem ve = .
Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Technigues
7 Toplanti ve Sunum Sistemleri
Meeting and Presentation Systems
. . 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 Bilgi isleme Sistemleri ve Mobil iletisim
Information Processing Systems and Mobile Communications
. . Ogretim Yoéntem ve x .
Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Techniques
10  |Bilgi Isleme Sistemleri ve Mobil iletisim
Information Processing Systems and Mobile Communications
. . gretim Yont R -
Teorik Dersler / Theoretical Uygulama Lab '?eglzﬁill(r;;ri/(?rr;aeg;i\r/\z Methods On Hazirlik / Preliminary
Techniques
11 Bilgi Giivenligi ve Yonetimi

Information Security and Management
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Ogretim Yontem ve

Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Techniques
12 Bilgi Giivenligi ve Yonetimi
Information Security and Management
gretim YO .
Teorik Dersler / Theoretical Uygulama Lab '?glzﬁgll(rlnerils)l'gt:é?]i\rgz Methods On Hazirlik / Preliminary
Technigues
13 Erisilebilir Burolar ve Ergonomi
Accessible Offices and Ergonomics
. . Ogretim Yont - .
Teorik Dersler / Theoretical Uygulama Lab Tgl:ﬁill(l?;ri/s)rgsgiﬁz Methods On Hazirlik / Preliminary
Techniques
14 Erisilebilir Biirolar ve Ergonomi
Accessible Offices and Ergonomics
gretim YO .
Teorik Dersler / Theoretical Uygulama Lab 'Cl')glzﬁmqeri/(')l'gt:cr:?\i\r,lz Methods On Hazirlik / Preliminary
Technigues
15 Biro Donanimlarinin Segimi. Satin Alinmasi ve Etkin kullanimi

Selection of Office Equipment. Purchasing and Effective Use
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DEGERLENDIRME / EVALUATION

. Savi/ Katki Yuzdesi /
Yanyil (Yil) Ii Etkinlikleri / Term (or Year) Learning Activities Nun}llber 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:
iS YUKU / WORKLOADS
Siiresi | Toplam Is Yiikii
. Sayi/ (Saat) / (Saat) / Total
SR Er e e Number | Duration Work Load
(Hours) (Hour)
Derse Katilim / Attending Lectures 14 2.00 28.00
Uygulama/Pratik / Practice 14 2.00 28.00
Gésterme / Demonstration 14 2.00 28.00
Ara Sinav igin Bireysel Calisma / Individual Study for Mid term Examination 5 1.00 5.00
Final Sinavi igin Bireysel Caligsma / 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: 54 12.00 102.00
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Dersin AKTS Kredisi = Toplam Is Yiikii (Saat) / 30.00 (Saat/AKTS) = 102.00/30.00 = 3.40 ~ / Course ECTS Credit = Total Workload (Hour) / 30.00 (Hour / ECTS) = 102.00 / 30.00 = 3.40 ~

PROGRAM VE OGRENME CIKTISI / PROGRAM LEARNING OUTCOMES

Ogrenme Ciktilar / Program Ciktilari / Program Outcomes
Learning Outcomes 1111211212311 312|321 [33.1(332|34.1|342

1.Burolarda teknoloji
kullaniminin énemini bilir. /
Knows the importance of
technology use in offices.

2.Birolarda kullanilan yazi
makinelerini kullanabilir. / Can 3 4 2 2 3 1 3 4 1 1
use typewriters used in offices.

3.Ses iletisimini saglayan arag
ve geregleri tanir. / Allow Tools
and equipment that voice
communication

4 Bilgisayari tanir ve etkin bir
sekilde kullanabilir. / Recognize
the computer and can
effectively use.

5.Fax ve interneti kullanabilir. /
The students can use Fax and 4 5 2 2 2 1 3 5 1 1
internet

6.Burolarda kullanilan sunum
araclarini tanir ve kullanabilir. /
The students Recognize and 3 3 2 2 3 1 3 5 1 1
use presentation tools in
offices.

7. Birolarda kullanilan
telekonferans araglarini tanir. /
Allows teleconferencing tools
used in offices.

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