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	Code
	Course Title
	Credit
	ECTS

	BIT 524
	Information Technologies
	(3-0)3
	2

	Prerequisites
	None

	Language of Instruction
	Turkish
	Mode of Delivery 
	Face to face

	Type and Level of Course
	Elective/ Graduate / 1.Year/ Spring Semester

	Lecturers
	Name(s) 
	Lecture Hours
	Office Hours
	Contacts

	Course Coordinator
	Prof. Dr. Fikri Akdeniz
	
	
	fikriakdeniz@cag.edu.tr

	Course Objective 
	The objective of the course is to make the students capable of using computers efficiently, to provide the students with the knowledge of Operating Systems and Microsoft Office Programs (Word, Excel, PowerPoint...). Additionally, the students will be able to use Internet efficiently and prepare their personal web page.

	Learning Outcomes of the Course
	
	Students will be able to:
	Relationship

	
	
	
	Prog. Output
	Net Effect

	
	1
	Comprehend computer hardware, software, Operating System and Windows XP
	3
	5

	
	2
	Describe menu and other toolbars in a Word document
	3
	5

	
	3
	Apply menu and toolbar commands to format a document
	3
	5

	
	4
	Perform table formatting
	3
	5

	
	5
	Apply styles (CV, brochure, card design, etc.)
	3
	5

	
	6
	Work with multiple documents (copy-cut-paste-restyle)
	3
	5

	
	7
	Describe menu and other toolbars in a PowerPoint presentation
	3
	5

	
	8
	Apply slide formatting , slide transitions and   slide show
	3
	5

	
	9
	Carry out projects on Word and PowerPoint
	3
	5

	
	10
	Prepare a personal webpage with FrontPage
	3
	5

	Course Description: The course focuses on improving computer usage capabilities of students, provide the students with the knowledge of Office programs, and with the ability to obtain their own webpage.

	Course Contents:( Weekly Lecture Plan )

	Weeks
	Topics
	Preparation
	Teaching Methods

	1
	Computer Hardware & Software, Operating Systems & the Internet
	None
	Lectures&Presentations 

	2
	Introduction to Word 
	Textbook Ch.1&2
	Lecture & Demonstration

	3
	Formatting document
	Textbook Ch.2&3
	Lecture & Demonstration 

	4
	Inserting pictures, diagrams, charts etc.
	Textbook Ch.3
	Lecture & Demonstration 

	5
	Multiple document work
	Textbook Ch.3
	Lecture & Demonstration 

	6
	Finding and replacing in a text, checking spelling and grammar errors
	Textbook Ch.3
	Lecture & Demonstration 

	7
	Tables and Styles
	Textbook Ch.4
	Lecture & Demonstration

	8
	Introduction to PowerPoint
	Textbook Ch.13
	Lecture & Demonstration

	9
	Slide design and layout
	Textbook Ch.14
	Lecture & Demonstration

	10
	Working with slide text
	Textbook Ch.15
	Lecture & Demonstration

	11
	Formatting & Adding Animation and Special Effects
	Textbook Ch. 16
	Lecture & Demonstration 

	12
	Web page design with FrontPage
	Textbook Ch. 22
	Lecture & Demonstration

	13
	Creating a personal web page,  
	Textbook Ch. 23
	Lecture & Demonstration

	14
	List and tables in FrontPage
	Textbook Ch. 24
	Lecture & Demonstration

	REFERENCES

	Textbook
	Adım Adım Microsoft Office System 2010, by OTS and Curtis Frye.

Çeviri: N. Varol, O. Öz, S. Göksu, S. Özkaya

	Course Notes
	Handouts and Presentation Slides

	Recommended Reading
	MS Word,  PowerPoint and Frontpage related computer books and documents from internet.

	Material Sharing
	Handouts and Presentation Slides 

	ASSESSMENT METHODS

	Activities
	Number
	Effect
	Notes

	Midterm Exam
	1
	30%
	

	Quizzes
	1
	10%
	Total

	Homework
	6
	10%
	Total

	Effect of The Activities
	
	40%
	

	Effect of The Final Exam
	
	60%
	

	ECTS TABLE

	Contents
	Number
	Hours
	Total

	Hours in Classroom (Face-to-face)
	14
	3
	42

	Hours out Classroom
	14
	9
	126

	Homeworks
	6
	5
	30

	Quizzes
	1
	3
	3

	Midterm Exam
	1
	3
	3

	Final Exam
	1
	3
	3

	Total

Total / 30

ECTS Credit
	207

	
	=207/30=7

	
	7

	RECENT PERFORMANCE

	


