	Course Unit Title
	Course Unit Code
	Semester
	Theoretical
(Hour/Week)
	2
	Credits
	ECTS

	
	
	
	Aplication
(Hour/Week)
	1
	
	

	Information and Communication Techniques
	1106326
	III
	Laboratory
(Hour/Week)
	0
	3
	4


	Language of Instruction
	Turkish

	Course Level
	Associate

	Course Coordinator
	Assitant Professor  Baran Arslan

	Course Aims
	Provide detailed training programs are widely used in office environment.Especially with the use of detailed examples of the Word program on theimplementation of the objectives of this course. 

	Learning Outcomes of The Course Unit
	Knows the basic issues of micro-economics
Explain the concepts of demand and supply elasticities with
Knows there will be cases in which the market price.
Explains some basic concepts of producer and consumer equilibrium condition forthe realization
Firms in the economy and the basic objectives of the current market illustrates the types of
knows.
Explain the concepts of cost analysis.

	Teaching Methods
	The theoretical part of the course students barcovision help students see andapplications using the same system will be transferred.

	Course Contents

	Today's office environment by developing technology to use the computer much more widespread. The computer environment can be made faster and safercomputer use has made inevitable. For this reason, the use of the computer, which has become an indispensable part of education and special education programsin this course are detailed.




WEEKLY TOPICS
	Week
	Topics
	Term
(Hour)

	1
	Introduction to Computers, Basic Concepts of Computer Use
	3

	2
	Introducing Windows Window, Settings, Basic Desktop Elements, Short cuts
	3

	3
	Elements and Settings Control Panel, Start Menu Programs Study, Task Bar Settings
	3

	4
	Using Windows Explorer, Folder and Files on Transactions
	3

	5
	System Utilities, Investigation Unit Of Audio and Video Utilities 
	3

	6
	And the settings required to connect to the Internet Dial-Up Networking ConnectionEstablishment
	3

	7
	Connecting to the Internet and Internet Explorer Program Using the Address,Phone and E-Mail Information Using stored (Outlook Express)
	3

	8
	Introduction to Word, Word Menus, Toolbars and Shortcut Keys Description
	3

	9
	Select, cut copy, and Paste operations, recovery, page and paragraph concept, structure editing page, Header and Footer, page
	3

	10
	Numbering, bullets and numbering, Note, Changing Image of the area
	3

	11
	Creating Styles, Paragraph and Character Biçemlerinin Promotion, WordArt,Background Coloring Page Print and Printer Setup, Print Preview
	3

	12
	Partition Column Settings and Columns, Initial Letter Zoom, Find-Replace,Auto-Correction, Creating Free Software Sites
	3

	13
	Mail Merge, Forms and templates ready to take advantage of the custom templatecreated in Word Drawing
	3

	14
	Insert Word Document Object (Image, Graphics, Special Characters, etc.), for the Word document Writing Guide-called Use with Other Office Programs.
	3


	Resources
	Windows XP, Onur Erdem, 2004, Seçkin Yayınları 
Windows 7 Herkes İçin, Bilgehan Gürünlü, 2009 Kodlab Yayınları, Adı m Adım Word 2003, 2004, Arkadaş Yayınevi,
Word 2007, Betül Bozyürük, 2008, Bilge Adam Yayınları

	Course Materials (auxiliary equipment, models, etc.)
	Computer-Projector-Whiteboard

	Attendance
	%70



EVALUATION SYSTEM
	STUDIES DURING THE SEMESTER
	Sayı
	Katkı Payı (%)

	Homework
	0
	0

	presentation
	0
	0

	Midterm exams (including preparation time)
	1
	100

	project
	0
	0

	laboratory
	0
	0

	Field Work
	0
	0

	Final Exams
	0
	0

	Term Paper / Project
	0
	0

	Portfolio Studies
	0
	0

	reports
	0
	0

	Learning Logs
	0
	0

	Senior Thesis / Project
	0
	0

	seminar
	0
	0

	other
	0
	0

	credit
	1
	100 

	semester of studies contributed to success
	-
	40

	contribution to the success of the final exam
	-
	60

	credit
	
	100



ECTS- WORKLOAD
	EVENTS
	Number
	Time 
(Hour)
	Credit 
Workload

	Course duration
	14
	3
	42

	Working out of class time
	1
	10
	10

	Homework
	0
	0
	0

	Presentation
	0
	0
	0

	Midterm exams (including preparation time)
	1
	20
	20

	Project
	0
	0
	0

	Laboratory
	0
	0
	0

	Field work
	0
	0
	0

	Final exam (Prep time included)
	1
	28
	28

	Quizzes
	0
	0
	0

	Term paper / project
	0
	0
	0

	Portfolio studies
	0
	0
	0

	Reports
	0
	0
	0

	Learning logs
	0
	0
	0

	Senior Thesis / Project
	0
	0
	0

	seminar
	0
	0
	0

	Other
	0
	0
	0

	Credit Work Load
	 
	 
	100

	Credit Work Load / 25
	 
	 
	4

	Course ECTS Credit
	
	 
	4


