AKTS DERS TANITIM FORMU
ECTS Course Description Form

I. BOLUM (Senato Onay1)
PART | (Senate Approval)

Dersi Agan Fakilte /YO
Offering School

Antalya Bilim Universitesi Turizm Fakiiltesi
Antalya Bilim University School of Tourism

Dersi Agan Boélim
Offering Department

Turizm Isletmeciligi
Tourism Management

Dersi Alan Program (lar) Turizm Isletmeciligi, Gastronomi ve Mutfak Sanatlari Zorunlu
Program(s) Offered to Tourism Management, Gastronomy and Culinary Arts Compulsory
Ders Kodu TRM 1007

Course Code

Ders Ad1 Temel Ofis Programlari

Course Name Basic Office Programs

Ogretim dili Ingilizce Ders Turi Teorik ve Uygulamali
Language of Instruction English Type of Course Theoretical and Practical

Ders Seviyesi Lisans AKTS 5

Level of Course Undergraduate ECTS

Haftalhk Ders Saati
Hours per Week

Teorik:1 Uygulama:2
Lecture:1 Practical:2

Notlandirma Tiirii
Grading Mode

Harf Notu

Letter Grade

On kosul/lar Bulunmamaktadir.

Pre-requisites None

Yan kosul/lar Bulunmamaktadir.

Co-requisites None

Kayit Kisitlamasi Sadece Turizm Isletmeciligi 6gencilerine agilmaktadir.

Registration Restriction

Only available for Tourism Management students

Dersin Amaci
Educational Objective

MS Office araglarini kullanma becerisi gelistirmek
Develop competencies on MS Office Tools

Ders igerigi

Course Description

Ders kapsaminda, dgrenciler bilgisayar kullanimi gerektiren derslerinde ve sektorde ihtiyag duyacaklart MS office programlari konusunda bilgi
sahibi olmaktadir. Ogrenciler ders igerisinde uygulamali olarak Google forms, Outlook, Word, Excel ve Powerpoint araglarini kullanmakta ve analiz
etme, raporlama ve sunum yapma becerilerini gelistirmektedirler.

This course is an introductory course which aims to prepare students for business and computer related courses. Offering a systematic
understanding of basic Microsoft Office Tools including MS Word, MS Excel and MS PowerPoint, Outlook, Google forms; students will be able to
analyse, report and present.

Word iizerinde metin dosyalar1 ve tablolar olusturur, fotograflar eker, sayfa ayarlarini, formatlar1 ve yazi fontlarin1 degistirir

OOl Create various text documents, create tables, insert pictures, change page settings, formats, and type fonts in Word.
BCILO 2 Powerpoint lizerinde degisik medya araglarini ve animasyonlari kullanarak profesyonel sunumlar hazirlar
¢ Create professional presentations, use different media options and animations in Powerpoint
(")grenim Ciktilar OQ 1LO3 Excel tizerinde sayfalar olusturur, veri girer ve analizini yapar, pivor tablolar ve grafikler olusturur, fonksiyon ve formiilleri kullanir
Learning Outcomes . . .
Create excel sheets, enter data, analyze the data, create pivot tables and charts, use functions and formulas in Excel.
BCILO 4 Outlook iizerinde e-mail yazar, fotograf ve baglantilar ekler, e-mail ayarlarini degistirir, CC ve BCC alanlarini dogru kullanir
¢ Write an email, insert pictures and links, change email settings, use CC and BCC correctly in Outlook.
BCILO 5 Google forms iizerinde online anket olusturur, veri toplar, veriyi bilgisayarina indirir, rapor grafiklerini yorumlar
¢ Create an online survey, collect data, download the data, interpret the report charts in Google forms
II. BOLUM (Fakiilte Kurulu Onayi)
PART Il ( Faculty Board Approval)
PROGRAM CIKTILARI OC/LO1 |OC/LO2 [OC/LO3 [OC/LO4 |OC/LOS5
Tiirkge ve Ingilizce s6zlii, yazil ve gorsel yontemlerle etkin iletisim
PCL kurma rapor yazma ve sunum yapma becerisi. X X X
Ability to communicate effectively and write and present a report in
PO1 . .
Turkish and English.
Hem bireysel hem de disiplin i¢i ve ¢ok disiplinli takimlarda etkin
PC2 .. . L
bigimde ¢aligabilme becerisi. X X
PO2 Ability to work individually, and in intra-disciplinary and multi-
disciplinary teams.
Yasam boyu 6grenmenin gerekliligi bilinci ve bilgiye erisebilme,
PC3 bilim ve teknolojideki gelismeleri izleme ve kendini siirekli
Temel Ciktilar yenileme becerisi.
(Universite Genelinde) Recognition of the need for life-long learning and ability to access
Basic Outcomes PO3 information , follow developments in science and technology, and
(University-wide) continually reinvent oneself.
PC4 Proje yonetimi , risk yonetimi, yenilikgilik ve degisiklik yonetimi,

girisimcilik, ve stirdiiriilebilir kalkinma hakkinda bilgi.




PO4

Knowledge of project management, risk management, innovation
and change management, entrepreneurship, and sustainable
development.

PC5
PO5

Sektorler hakkinda farkindalik ve is plani hazirlama becerisi .
Awareness of sectors and ability to prepare a business plan.

PC6

PO6

Mesleki ve etik sorumluluk bilinci ve etik ilkelerine uygun
davranma.

Understanding of professional and ethical responsibility and
demonstrating ethical behavior.

Fakiilte/YO Ciktilar
Faculty Specific
Outcomes

PC7

PO7

Bilgiyi etkin bir sekilde kavramsallastirma, uygulama, analiz etme,
sentezleme ve degerlendirme becerisine sahiptir (Elestirel
Diisiinme);

Ability to conceptualize, apply, analyze, synthesize and evaluate
information effectively (Critical Thinking);

PC8
POS

Yenilikgi fikir ve iirtinleri yaraticilikla tiretebilir (Yaraticilik);

Ability to produce innovative ideas and products with creativity
(Creativity);

PC9

PO9

Liderlik, girisimcilik ve kendi kendini yonlendirme becerilerine
sahiptir (Liderlik ve Girisimcilik);

Gains leadership, entrepreneurship and self-direction skills
(Leadership and Entrepreneurship);

PC10

PO10

Etik deger ve ilkeleri onemser; mesleki ve toplumsal yasamda
bunlara uygun davranir (Etik Davranis);

Awareness about ethical values and principles; behaves accordingly
in professional and social life (Ethical Behavior);

PC11

PO11

Bilgi gereksinimini anlar, tanimlar ve bu bilgiye ulasir; bilgiyi etkili
bir sekilde kullanip baskalartyla paylasir (Bilgi Okuryazarligi)

Understands, defines and accesses information needs; use and share
information effectively with others (Information Literacy)

PC12

PO12

Bilgi ve iletisim teknolojilerini bilgi edinmede etkili bir bigimde
kullanabilir, bilgi ve deneyimlerini, teknoloji ve gorsel araglart
kullanarak baskalariyla paylasabilir (Bilgi ve iletisim Teknolojileri
Okuryazarligi).

Use information and communication technologies effectively in
acquiring information and share their knowledge and experience
with others using technology and visual tools (Information and
Communication Technologies Literacy).

Program Ciktilar:
Discipline Specific
Outcomes (program)

PC13

PO13

Yazili ve sozlii iletisim araglarina hakim olarak, etkin bir iletigim
kurabilir, gerekli sunum / poster / rapor vb. ¢iktilart olusturabilir,
kendisini en az iki farkli dilde ifade edebilir.

Having good command of written and oral communication tools,
communicate effectively and make effective presentations / posters
/ reports etc., create outputs, express him/herself in at least two
languages.

PC14

PO14

Edindigi teorik bilgiyi, uygulamada kullanabilir, ve karsilastig
olaylar1 bu ¢ergevede yorumlayabilir.

Use the acquired theoretical knowledge in practice and interpret the
events she/he encounters within this framework.

PC15

PO15

Turizm sektoriindeki bir isletmenin yonetim siirecini, igletmenin
farkli birimlerinin/fonksiyonlarinin (pazarlama, misafir iliskileri,
resepsiyon, insan kaynaklari, satis gibi) isleyis seklini, igletme
igindeki ve isletmenin gevresindeki paydaslarla olan dinamiklerini
anlayabilir.

Can understand the management process of an enterprise in the
tourism sector, the operation of different units/functions of the
enterprise (such as marketing, guest relations, reception, human
resources, sales), and the dynamics of the business with
stakeholders.

PC16

PO16

Yasam boyu 6grenme ve gelisme ihtiyacinin farkinda olarak,
gerekli kaynaklara erisim saglayabilir, kaynaklardan edindigi bilgiyi
yorumlayabilir ve edinilen bilgiyi temel nicel ve nitel yéntemlerle
degerlendirebilir.

Being aware of the need for lifelong learning and development,
access the necessary resources, interpret the information obtained
from the sources and evaluate the acquired knowledge with basic
guantitative and gualitative methods.

PG17

Mesleki etik ve mesleki sorumluluk bilincine sahip olarak, insana
ve ¢evreye karsi1 duyarli davranarak, siirdiiriilebilir is modelleri
gelistirebilir.




PO17

Develop sustainable business models by being sensitive to people
and the environment, with a sense of professional ethics and
professional responsibility.

PC18

PO18

Turizm sektoriindeki paydaglari (turistler, oteller, restoranler,
acenteler, tur operatorleri, tedarikgiler, rakipler vb.) tanir, bu
paydaslar arasindaki iliskiyi, sektorel dinamikleri ve gelismeleri
anlayabilir.

Recognize the stakeholders (tourists, hotels, restaurants, agencies,
tour operators, suppliers, competitors, etc.) in the tourism sector,
understand the relationship between these stakeholders, sectoral
dynamics and developments.

IIL. BOLUM (Béliim Kurulunda Gériisiiliir)

PART I11 ( Department Board Approval)

Ogretilen Konular,
Konularin Ogrenim
Ciktilarina Katkilari, ve
Ogrenim Degerlendirme
Metodlar:
Course Subjects,
Contribution of Course
Subjects to Learning
Outcomes, and Methods for

Assessing Learning of
Course Subjects

Konu No
#Subjects

Hafta
Week

Konu
Subject

OC/ILo 1

OC/LO 2

OCILO 3

OCILO 4

OCILO5

K/S1

Giris: Ders igeriginin paylasilmasi
Introduction: Sharing course content

KIS 2

Online araclar ve Word
-Online office araglar1 - Outlook
-Google formlari olusturma, anket olusturma
-Word belgesi olusturma ve metin diizenlemeye giris
Odev |

Online Tools & Word
- Online office tools - Outlook
- Creating Google Forms and Response Spreadsheet
- Creating a word document and introduction to text
editing
Assignment |

D3

D3

D3

KIS 3

Word
-Word belgesi diizenleme
-Sayfa diizeni
-Sayfa numarasi ekleme
-Header and footer
Odev 11
Word
- Word editing
- Page Setup
- Page Number
- Header and Footer
Assignment |1

D1,D3,D4

KIS 4

Word
-Igerik tablosu olusturma
-Tablo ekleme ve ayarlart
-Resim ekleme ve ayarlari

Odev I
Word
-Table of Contents
-Insert Table, Table Settings
-Insert Picture, Picture Settings
Assignment 111

D1,D3,D4

KIS 5

Excel
-Excel'e giris
-Veri girisi, formiiller ve fonksiyonlar
Odev IV
Excel
-Introduction to Excel
-Data input, formulas and functions
Assignment IV

D1,D3,D4

KIS 6

Excel - Grafikler, Pivot Tablo
-Grafik olugturma
-Grafik dzellikleri

-Grafiklerin yorumlanmasi
Odev V
Excel — Charts, Pivot Table
-Create Chart
-Chart Properties
-Interpretation of Charts

Assignment V

D1,D3,D4




Excel - veri analizi
-Pivot tablo ve grafikleri
KIS 7 9 Odevvi D1,D3,D4
Excel — data analysis
- Pivot table & chart
Assignment VI
Excel ve Word
K/S 8 -Analiz ve raporlama
Odev VII
10 Excel & Word D1,D3,D4 D1,D3,D4
- Analysis and reporting
Assignment VII
Excel -standard recete maliyet tablosu
KIS9 Odev VIII
1 D1,D3,D4
Excel — standardized recipe cost sheet
Assignment VIII
Powerpoint
KIS 10 Odev IX
12 Powerpoint D1,D3,D4
Assignment IX
Hepsi
K/S 11 -Raporlama ve sunum hazirlama
13 Ocle\xx D1,D3,D4|D1,D3,D4|D1,D3,D4
- Reporting and presenting
Assignment X
8 Ara smav
Midterm Exam
Konu tekrart
7,14 .
Review
Doénem Sonu Sinavi
Final Exam
No Tur Agirhik Uygulama Kurah Telafi Kurali
Type Weight Implementation Rule Make-Up Rule
- Ara Sinav 20% Uygulama Ogrenci, okul
Ogrenim Degerlendirme Midterm Exam Practical yonetmeligine gore
Metotlari, Ders Notuna Etki S - kabul edilebilir mesru
Agirhiklari, Uygulama ve D2 Kisa Smav (Quiz) bir belge sagliyorsa
Telafi Kurallar Quiz telafi sinavi yapilacaktir.
Assessment Methods, - A make-up exam will be
Weight in Course Grade, D3 Odev 0% Uygulama given if the student
Implementation and Make- Assignment Practical provides a legitimate
Up Rules document acceptable
- Final Sinavi 600 Uygulama according to school
Final Exam ’ Practical regulations.

TOPLAM / SUM

100%

Ogrenim Ciktilarmin

Kazanilmasinin Kanmiti
Evidence of Achievement of

Learning Outcomes

Ogrenciler 6grendiklerini, smif tartismalarinda, sinavlarda ve quizlerle gostermektedir. Ayrica verilen 6devle, dgrencinin derste 6grendigi teorik bilgi ile, sahada

karsilasacagi olaylar1 yorumlamast istenilmektedir.

Students demonstrate what they have learned in class discussions, exams, and quizzes. In addition, with the given homework, the student is asked to interpret the

theoretical knowledge learned in the lesson and the events that he will encounter in the field.

HARF
NOTU ARALIK :g?g ARALIK
GRADE MARKS GRADE MARKS
Harf Notu Belirleme A+ - C+ 60-64
Metodu . Biitiin degerlendirmelerin bagartyla tamamlanmasi sonucu, ortalama not belirlenecek ve A 95-100 C 55-59
Method for Determining final harf notuna doniistiiriilecektir. A- 85-94 C- 50-54
Letter Grade
Upon successful completion of all assessments, the average grade will be determined and B+ 80-84 D+ 45-49
converted into a final letter grade. B 75-79 40-44
B- 65-74 F 0-39
No Tar Aglk.lam.a Saat
Method Explaination Hours
Ogretim elemani tarafindan uygulanan siire // Time applied by instructor
1 Simf Dersi 1 saat/hafta 14
Lecture 1 hours/week
Etkilesimli Ders
2 Interactive Lecture
Problem Dersi
3 Recitation
” Laboratuvar




Ogretim Metodlari, Tahmini
Ogrenci Yiikii

Teaching Methods, Student
Work Load

Ogretim Elemant
Instructor

N Laboratory
5 Uygulama 2 saat/hafta 28
Practical 2 saat/hafta
6 Saha Calismasi
Field Work
Ogrencinin ayirmasi beklenen tahmini siire // Time expected to be allocated by student
Ara Smav Ogrencinin ara smavi éncesinde yapmasi beklenen hazirlik saati
7 35
Midterm Exam The preparation time that the student is expected to do before the midterm exam
8 Odev 3 saat x 10 hafta 20
Assignment 3 hour x 10 weeks
9 Quizler
Quizzes
10 Ders Tekran Haftalik ders dncesi yapilan ¢alismalar (2 saat/hafta) 14
Review Weekly pre-class studies (2 hour/week)
Final Smavi Ogrencinin final sinavi dncesinde yapmasti beklenen hazirlik saati
11 40
Final Exam The preparation time that the student is expected to do before the final exam
Ofis Saati
12 .
Office Hours
TOPLAM / TOTAL 161
IV.BOLUM
1V. PART
Isim Soyisim Dr.Aslihan Dursun Cengizci
Name Surname
E-posta . Ofis
: . .edu. X B2-52
E-mail aslihan.dursun@antalya.edu.tr Office

Goriisme saatleri

Office Hours

1 saat/hafta (Ogretim iiyesinin haftalik ders programina gore belirlenir ve donem baginda ilan edilir.)

1 hour/week (Determined according to the weekly course schedule of the lecturer and announced at the beginning of
the semester.)

Ders Materyalleri
Course Materials

Zorunlu
Mandatory

Onerilen
Recommended

Diger
Other

Akademik Duristlik

Scholastic Honesty

Okulla ilgili diiriistliik ihlallerini igerir ancak sadece kopya ¢ekme, eser hirsizligi ile sinirli degildir, baskalarinin
¢aligmalarini teslim etme, 6gretim gorevlisi ya da bagkasinin ¢aligmasint izinsiz kullanmayida igerir. Hehangi bir
dirtistliik ihlali ciddi bir akademik sugtur ve disiplin cezas1 vardir.

It includes violations of school integrity, but is not limited to cheating, plagiarism, but also handing over the work of
others, using the work of a lecturer or someone else without permission. Any breach of integrity is a serious academic
offense and is subject to disciplinary action.

Engelli Ogrenciler
Students with Disabilities

Engelli 6grencilere belirli sinirlar dahilinde yardim saglanir.
Students with disabilities are provided with assistance within certain limits.

Giivenlik Konular
Safety Issues

Esneklik
Flexibility

Ders igerigi degisebilir. Ogrenciler degisiklikler hakkinda bilgilendirililir.
Course content is subject to change. Students are informed about the changes.
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