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GENEL TANIM / GENERAL DESCRIPTION

Ders Adi / Course Name

ADVANCED OFFICE APPLICATIONS / ADVANCED OFFICE APPLICATIONS

Ders Kodu / Course Code 9032001142021

Ders Tirii / Course Type

Ders Seviyesi / Course Level Short Cycle / Short Cycle
Ders Akts Kredi / ECTS 2.00

Haftalik Ders Saati (Kuramsal) / 2.00

Course Hours For Week

(Theoretical)

Haftalik Uygulama Saati / Course 0.00

Hours For Week (Objected)

Haftalik Laboratuar Saati / Course 0.00

Hours For Week (Laboratory)

Dersin Verildigi Yl / Year 1

Ogretim Sistemi / Teaching System

Egitim Dili / Education Language Turkish / Turkish

On Kosulu Olan Ders(ler) / Yok None

Precondition Courses

Amaci / Purpose

Bu ders ile 6grencinin, donanim birimlerini tanima, bilisim teknolojilerinin her dalinda
ihtiyag duyulan ofis programlarini kullanimi ile ilgili yeterliklerin kazandiriimasi
amaclanmaktadir.

With this course, the student, the hardware units, recognition, information technologies
are needed in every branch office programs aimed to gain qualifications on the use of.

igerigi / Content

Donanim birimlerini tanima. Belgelendirme iglemleri.

Hardware units recognition. Certification process.

Onerilen Diger Hususlar / Yok None
Recommended Other

Considerations

Staj Durumu / Internship Status Yok None

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

Ogretim Uyesi (Uyeleri) / Faculty
Member (Members)




OGRENME GIKTILARI / LEARNING OUTCOMES

Bilgisayar Sistem Birimleri tanimak Computer System Units recognition
Bilgisayar Sistem Birimleri ve Cevre Birimlerini tanimak Computer peripherals recognition

Kelime islemci programini tanimak Recognition of a word processing program
Kelime islemci programini kullanmak Use a word processing program

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 Bilgisayar ile Guvenli Calisma
Computer and Safe Work
. . gretim Yont .. _—
Teorik Dersler / Theoretical Uygulama Lab '(I:')gl:ﬁi;(?;ri/(?l'r;:cmi\rgz Methods On Hazirlik / Preliminary
Techniques
2 Donanim Malzemelerinin Ozellikleri, Bilgisayar Sistem Birimleri
Hardware Materials Properties, Computer System Units
Teorik Dersler / Theoretical Uygulama Lab ?g;ﬁiﬁ:ﬁgtsgig Methods On Hazirlik / Preliminary
Techniques
3 Bilgisayar Cevre Birimleri, Girig Birimleri
Computer Peripherals, Input Devices
. . Ogretim Yont - _
Teorik Dersler / Theoretical Uygulama Lab Tgl:ﬁill(rlgri/?rgsgig Methods On Hazirlik / Preliminary
Techniques
4 Cikis Birimleri, iletisim Birimleri
Output Units, Communication Units
gretim YO "
Teorik Dersler / Theoretical Uygulama Lab Ogretim Yontem ve On Hazirlik / Preliminary

Teknikleri/Teaching Methods
Technigues

5 Belge islemleri, Bigimlendirme islemleri

Document Processing, Formatting Operations
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Ogretim Yontem ve

Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Techniques
6 Belge islemleri, Bigcimlendirme Islemleri
Document Processing, Formatting Operations
. . Ogretim Yontem ve = .
Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Technigues
7 Belge Denetimi, Yazdirma
Document Control, Print
. . 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 Ekleme ve Diizenleme
Adding and Editing
. . Ogretim Yoéntem ve x .
Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Techniques
10 Ekleme ve Diizenleme
Adding and Editing
Teorik Dersler / Theoretical Uygulama Lab '?eglzﬁgll(T;rT/?rr:aeg;i\;\Z Methods On Hazirlik / Preliminary
Techniques
11 |Tablo islemleri

Table Operations
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Ogretim Yontem ve

Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Techniques
12  |Tablo islemleri
Table Operations
gretim YO .
Teorik Dersler / Theoretical Uygulama Lab '?glzﬁgll(rlnerils)l'gt:é?]i\rgz Methods On Hazirlik / Preliminary
Technigues
13 |Nesne iglemleri, Geligmis Ozellikler
Object Operations, Advanced Features
. . Ogretim Yont - .
Teorik Dersler / Theoretical Uygulama Lab Tgl:ﬁill(l?;ri/s)rgsgiﬁz Methods On Hazirlik / Preliminary
Techniques
14  [Nesne iglemleri, Gelismis Ozellikler
Object Operations, Advanced Features
gretim YO .
Teorik Dersler / Theoretical Uygulama Lab 'Cl')glzﬁmqeri/(')l'gt:cr:?\i\r,lz Methods On Hazirlik / Preliminary
Technigues
15 Final Sinavi
Final Exam
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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(%): 20
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 Ylizdesi / Contribution to Success Grade(%): 80
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)
Ara Sinav / Midterm Examination 1 1.00 1.00
Final Sinavi / Final Examination 1 1.00 1.00
Bireysel Calisma / Self Study 14 2.00 28.00
Ara Sinav igin Bireysel Calisma / Individual Study for Mid term Examination 7 2.00 14.00
Final Sinavi igiin Bireysel Calisma / Individual Study for Final Examination 6 2.00 12.00
Toplam / Total: 29 8.00 56.00

Dersin AKTS Kredisi = Toplam is Yiikii (Saat) / 30.00 (Saat/AKTS) = 56.00/30.00 = 1.87 ~ / Course ECTS Credit = Total Workload (Hour) / 30.00 (Hour / ECTS) = 56.00 / 30.00 = 1.87 ~
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PROGRAM VE OGRENME CIKTISI / PROGRAM LEARNING OUTCOMES

Ogrenme Ciktilari / Program Ciktilar / Program Outcomes
Hzailifg QUERES 111 (112113 [1.14 [ 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.Bilgisayar Sistem Birimleri
tanimak / Computer System 1 2 3 5 3 2 3 4 2 4 1 1 1 1
Units recognition

2 .Bilgisayar Sistem Birimleri ve
Cevre Birimlerini tanimak /

) 1 2 3
Computer peripherals
recognition

3.Kelime islemci programini
tanimak / Recognition of a word 1 2 3 5 3 2 3 4 2 4 1 1 1 1
processing program

4 Kelime iglemci programini
kullanmak / Use a word 1 2 3 5 3 2 3 4 2 4 1 1 1 1
processing program

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