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Semih Sungur

{ǳƴǳƳ !ǒŀƳŀƭŀǊƤ

ÅIŀȊƤǊƭƤƪ

ïTœŜǊƛƐƛƴ IŀȊƤǊƭŀƴƳŀǎƤ

ï{ǳƴǳƳŀ IŀȊƤǊƭƤƪ

ÅTœŜǊƛƐƛƴ .ƛœƛƳƭŜƴŘƛǊƛƭƳŜǎƛ

ïKurallar

ïDǀǊǎŜƭƭƛƪ

Å{ǳƴǳƳ !ƴƤ
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Semih Sungur

TœŜǊƛƐƛƴ IŀȊƤǊƭŀƴƳŀǎƤ

Å{ǳƴǳƳƭŀ ƛƭƎƛƭƛ ƛƭƪ ŀǒŀƳŀ ƛœŜǊƛƐƛƴ 
ƘŀȊƤǊƭŀƴƳŀǎƤŘƤǊΦ 5ƛƴƭŜȅƛŎƛ ƪƛǘƭŜǎƛƴƛ 
ƎǀȊ ǀƴǸƴŘŜ ōǳƭǳƴŘǳǊŀǊŀƪΣ 
ƪƻƴǳȅƭŀ ƛƭƎƛƭƛ ǀƴŜƳƭƛ ǾŜ ƛƭƎƛ œŜƪƛŎƛ 
ōƛƭƎƛƭŜǊƛƴ ǀȊŜƴƭŜ ǎŜœƛƭƛǇ 
ŘǸȊŜƴƭŜƴƳŜǎƛ ƎŜǊŜƪƛǊΦ 
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Semih Sungur

Ana Mesaj

Å{ǳƴǳƳǳƴǳȊǳƴ ōƛǊ ŀƴŀ ƳŜǎŀƧƤ 
ƻƭƳŀƭƤ ǾŜ ŘƛƐŜǊ ǘǸƳ ƛœŜǊƛƐƛƴƛȊ ŀƴŀ 
ƳŜǎŀƧƤƴƤȊƤ ŘŜǎǘŜƪƭŜƳŜƭƛŘƛǊΦ
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Semih Sungur

TœŜǊƛƪ {ŜœƛƭƳŜƭƛ 

ÅYƻƴǳǒƳŀŎƤ ǇŀǊŀŘƻƪǎǳƴŀ ƪŀǇƤƭƤǇΣ 
ŜƭƛƴƛȊŘŜƪƛ ǘǸƳ ōƛƭƎƛƭŜǊƛ ǎǳƴǳƳŀ 
ŀƪǘŀǊƳŀȅƤƴΦ
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Semih Sungur

{ǳƴǳƳ TœŜǊƛƐƛ

ÅIŀȊƤǊƭŀȅŀŎŀƐƤƴƤȊ ǎǳƴǳƳǳƴǳƴ 
҈флΩƤƴƤ ŘƛƴƭŜȅƛŎƛƭŜǊƛƴ ҈ффΩǳ 
anlayabilmelidir.
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Semih Sungur

!ƪƤǒƤ tƭŀƴƭŀƳŀ

Å{ǳƴǳƳǳƴǳȊ ƎƛǊƛǒΣ ƎŜƭƛǒƳŜ ǾŜ ǎƻƴǳœ 
ōǀƭǸƳƭŜǊƛƴƛ ƛœŜǊƳŜƭƛŘƛǊΦ
ïDƛǊƛǒ ōǀƭǸƳǸΤ {ǳƴǳƳǳƳ ŀƳŀŎƤΣ 
ǎǳƴǳƳǳƴ ŘƛƴƭŜȅƛŎƛȅŜ ŦŀȅŘŀǎƤ ǾŜ ǎǳƴǳƳ 
ŀƪƤǒƤƴƤΣ

ïDŜƭƛǒƳŜ ōǀƭǸƳǸ: Problemin tespiti, 
ƳŜǾŎǳǘǘŀ ƴŀǎƤƭ ƻƭŘǳƐǳ ǾŜ ƛŘŜŀƭŘŜ ƴŀǎƤƭ 
ƻƭƳŀǎƤ ƎŜǊŜƪǘƛƐƛΣ ōǳ ǇǊƻōƭŜƳŜ ǎƛȊƛƴ 
ƴŀǎƤƭ ƪŀǘƪƤ ǎŀƐƭŀȅŀŎŀƐƤƴƤȊ ōƛƭƎƛƭŜǊƛΣ

ï{ƻƴǳœ .ǀƭǸƳǸΥ Ana mesaj, varsa 
ŘǳȅǳǊǳƭŀǊ ǾŜ ƪƻƴǳǒƳŀŎƤƴƤƴ ƛǎƛƳΣ ŦƛǊƳŀ  
ǾŜ ƛǊǘƛōŀǘ ōƛƭƎƛƭŜǊƛƴƛ ƛœŜǊƳŜƭƛŘƛǊΦ
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Semih Sungur

{ƻƴ 5ŀƪƛƪŀ {ǳƴǳƳƭŀǊƤ

Å{ƻƴ Řŀƪƛƪŀ ǎǳƴǳƳƭŀǊƤ ƛœƛƴ ƘŀȊƤǊƭƤƪƭƤ ƻƭǳƴΦ

ï.ƛǊ ǒŀōƭƻƴǳƴǳȊ ƻƭǎǳƴΦ

ï¦ȊƳŀƴƭƤƪ ŀƭŀƴƤƴƤȊƭŀ ƛƭƎƛƭƛ ƪŀǊǒƤƴƤȊŀ œƤƪŀƴ ƎǊŀŦƛƪΣ ǘŀōƭƻΣ ƛǎǘŀǘƛǎǘƛƪΣ 
ŀƴŜƪŘƻǘƭŀǊƤ ōƛǊƛƪǘƛǊƛƴΦ

ï{ƻƴ ŘŀƪƛƪŀƭŀǊ ƛœƛƴ ƪƻƴǘǊƻƭ ƭƛǎǘŜǎƛ ƘŀȊƤǊƭŀȅƤƴΦ
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Semih Sungur

{ǳƴǳƳŀ IŀȊƤǊƭƤƪ

Å{ǳƴǳƳǳƴǳȊŘŀ ǇƻȊƛǘƛŦ ƪŜƭƛƳŜƭŜǊ ƪǳƭƭŀƴƤƴΦ
Å{ƛȊŜ ŀȅǊƤƭŀƴ ǎǸǊŜȅƛ ƎǀȊ ǀƴǸƴŘŜ 
ōǳƭǳƴŘǳǊŀǊŀƪ ƘŀȊƤǊƭŀƴƤƴΦ

ÅmƴŎŜǎƛƴŘŜ ǇǊƻǾŀ ȅŀǇƤƴΦ
ÅTƭƪ ōƛǊƪŀœ Řŀƪƛƪŀ ǾŜ ǎƻƴ ōƛǊƪŀœ ŘŀƪƛƪŀŘŀ 
ǎǀȅƭŜȅŜŎŜƪƭŜǊƛƴƛȊƛ ŜȊōŜǊƭŜȅƛƴΦ

ÅhǊǘŀƳŀ ȅŀōŀƴŎƤȅǎŀƴƤȊ ǎǳƴǳƳ ȅŜǊƛƴŜ 
ǀƴŎŜŘŜƴ ƎƛŘƛƴΣ 

Å{ǳƴǳƳ ŀƭŀƴƤƴŘŀƪƛ ƤǒƤƪΣ ǎŜǎ ŘǸȊŜƴƛ Ǝƛōƛ 
ŘƻƴŀƴƤƳƭŀǊƤ ǎǳƴǳƳ ǀƴŎŜǎƛƴŘŜ ƪƻƴǘǊƻƭ 
edin.

Å¸ŀȊƤƳ ŘŜƴŜǘƛƳƛ ȅŀǇƤƴΦ
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Semih Sungur

¸ŀȊƤ ¢ƛǇƛ

Å{ƭŀȅǘƭŀǊƤƴ ƘŜǊ ōƛǊƛƴŘŜ ŀȅƴƤ ŦƻƴǘǳƴΣ ŀȅƴƤ ȅŀ 
da benzer renklerin ve karakterlerin 
ōŜƴȊŜǊ ōǸȅǸƪƭǸƪǘŜ ƻƭƳŀǎƤƴŀ Řƛƪƪŀǘ 
edilmelidir.

Å¢ƤǊƴŀƪǎƤȊ ŦƻƴǘƭŀǊƤ ǘŜǊŎƛƘ ŜŘƛƴΣ
ï.ŀǒƭƤƪƭŀǊ ƛœƛƴ ппΣ 
ï!ƭǘ ōŀǒƭƤƪ ƛœƛƴ онΣ
ï.ƛǊƛƴŎƛ ŘǸȊŜȅ ƳŀŘŘŜƭŜǊ  ƛœƛƴ нуΣ 
ïTƪƛƴŎƛ ŘǸȊŜȅ ƳŀŘŘŜƭŜǊ Ŝƴ ŦŀȊƭŀ нпΣ 
ï«œǸƴŎǸ ŘǸȊŜȅ ƳŀŘŘŜƭŜǊ Ŝƴ ŦŀȊƭŀ нл Ǉǳƴǘƻ
ïYŀȅƴŀƪ ƎǀǎǘŜǊƛƳƭŜǊƛ мн Ǉǳƴǘƻ ƻƭƳŀƭƤŘƤǊΦ
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Semih Sungur

{ƭŀȅǘƭŀǊŘŀ ссс YǳǊŀƭƤ

Å.ƛǊ ǎƭŀȅǘǘŀ 9ƴ ŦŀȊƭŀ с ǎŀǘƤǊ ǾŜȅŀ 
madde,

ÅIŜǊ ǎŀǘƤǊŘŀ Ŝƴ ŦŀȊƭŀ с ƪŜƭƛƳŜΣ

Å9ƴ ŀȊ с ǎƭŀȅǘǘŀ ōƛǊ ƎǀǊǎŜƭ 
ƻƭƳŀƭƤŘƤǊΦ
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Semih Sungur

.ŀǒƭƤƪΣ !ƭǘ .ŀǒƭƤƪ ǾŜ ¸ŜǊƭŜǒƛƳ

Å.ŀǒƭƤƪƭŀǊ ŀœƤƪ ǾŜ ƴŜǘ ƻƭƳŀƭƤ ǾŜ ǘŜƪ ōƛǊ ǎŀǘƤǊƤ ƎŜœƳŜƳŜƭƛŘƛǊ όŜƴ ŦŀȊƭŀ 
5 kelime)

Å.ŀǒƭƤƪ ǾŜ ƛœŜǊƛƪƭŜǊƛƴ ǘŀƳŀƳƤ ōǸȅǸƪ ƘŀǊŦƭŜǊƭŜ ȅŀȊƤƭƳŀƳŀƭƤŘƤǊΦ
Å.ƛǊ ǎƭŀȅǘǘŀ ǘŜǊŎƛƘŜƴ Ŝƴ ŦŀȊƭŀ ƛƪƛ ŦŀǊƪƭƤ Ŧƻƴǘ ōǸȅǸƪƭǸƐǸ 
ƪǳƭƭŀƴƤƭƳŀƭƤŘƤǊΦ

ÅaŀŘŘŜƭŜǊ ƛƪƛ ǎŀǘƤǊƤ ƎŜœƳŜƳŜƭƛŘƛǊΦ
Å{ƭŀȅǘ ƛœŜǊƛƪƭŜǊƛ ƛƪƛ ȅŀƴŀ ȅŀǎƭŀƴƳŀƳŀƭƤΣ ǎƻƭŀ ȅŀǎƭƤ ƻƭŀǊŀƪ 
ƪǳƭƭŀƴƤƭƳŀƭƤŘƤǊΦ

ÅTœŜǊƛƪƭŜǊ ǎŀƐ ǾŜ ǎƻƭ ƪŜƴŀǊƭŀǊŀ ŦŀȊƭŀ ȅŀƪƭŀǒƳŀȅŀŎŀƪ ǒŜƪƛƭŘŜ 
ŘǸȊŜƴƭŜƴƳŜƭƛŘƛǊΦ
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Semih Sungur

aŀŘŘŜ TǒŀǊŜǘƭŜǊƛ

Å[ƛǎǘŜƭŜǊ ƛœƛƴ ƳŀŘŘŜ ƛǒŀǊŜǘƛ 
ƪǳƭƭŀƴƤƴΦ

Å{ƤǊŀ ǀƴŜƳƭƛ ƻƭƳŀŘƤƪœŀ 
ƴǳƳŀǊŀƭƤ ƭƛǎǘŜ 
ƪǳƭƭŀƴƤƭƳŀƳŀƭƤŘƤǊΦ
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Semih Sungur

{ƭŀȅǘƭŀǊŘŀ ±ŜǊƛ YǳƭƭŀƴƤƳƤ

ÅmȊŜƭƭƛƪƭŜ ƪŀǊǒƤƭŀǒǘƤǊƳŀƭƤ ǾŜǊƛƭŜǊ 
ŀȅƴƤ ŎƛƴǎǘŜƴ ƻƭƳŀƭƤŘƤǊΦ

Å{ŀȅƤǎŀƭ ǾŜǊƛƭŜǊ ȅǳǾŀǊƭŀƴƳŀƭƤŘƤǊΦ

Å±ŜǊƛ ŀƪǘŀǊƤƳƤƴŘŀ ǎŀȅƤ ƪǳƭƭŀƴƳŀƪ 
ȅŜǊƛƴŜ ȊƛƘƛƴŘŜ ŎŀƴƭŀƴŘƤǊƤƴΦ

Å{ǳƴǳƳŘŀ ƴŜǊŜŘŜ ƻƭŘǳƐǳ ōƛƭƎƛǎƛ 
koymak iyi olabilir. 
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Semih Sungur

DǀǊǎŜƭƭƛƪƭŜ TƭƎƛƭƛ YǳǊŀƭƭŀǊ

Å{ƭŀȅǘƭŀǊƤƴƤȊŘŀ ȅŀȊƤ ǾŜ ƎǀǊǎŜƭƭŜǊ 
ŘŜƴƎŜƭƛ ƪǳƭƭŀƴƤƭƳŀƭƤŘƤǊΦ

ÅDǀǊǎŜƭƭŜǊƛƴƛȊ ƛƭŜǘƳŜƪ ƛǎǘŜŘƛƐƛƴƛȊ 
ƳŜǎŀƧƭŀ ŀƭŀƪŀƭƤ ƻƭƳŀƭƤŘƤǊΦ

ÅDǊŀŦƛƪ ƪǳƭƭŀƴƳŀƪ ƎŜǊŜƪǘƛƐƛƴŘŜ 
ƳŜǎŀƧƤƴƤȊƤ Ŝƴ ƛȅƛ ŀƪǘŀǊŀŎŀƪ ƎǊŀŦƛƪ 
ǘǸǊǸƴǸ ǎŜœƛƴΦ DǊŀŦƛƪƭŜǊ ǾŜǊƛƭŜǊƛ 
ŀƪǘŀǊƳŀƴƤƴ ȅŀƴƤƴŘŀΣ ŀƴŀ ŦƛƪǊƛ 
desteklemelidir.

Uygun 
Grafikler

Mesajla 
Tƭƛǒƪƛƭƛ

Dengeli
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Semih Sungur

DǀǊǎŜƭ mƎŜƭŜǊ

{ƭŀȅǘƭŀǊŘŀ ƎǀǊǎŜƭƭƛƪ ƻƭŘǳƪœŀ ǀƴŜƳƭƛŘƛǊΦ 

TƴǎŀƴƭŀǊ ǀƐǊŜƴŘƛƪƭŜǊƛƴƛƴ ҈трΩƛƴƛ ƎǀǊŜǊŜƪΣ ҈моΩǸƴǸ 
ƛǎŜ ŘǳȅŀǊŀƪ ǀƐǊŜƴƛǊΦ

DǀǊǎŜƭ ǀƎŜƭŜǊ ƪƻƴǳȅƭŀ ƛƭƎƛƭƛ ǾŜ ƛœŜǊƛƪƭŜ ǳȅǳƳƭǳ 
ƻƭƳŀƭƤŘƤǊΦ 
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Semih Sungur

DǀǊǎŜƭ {ŜœƛƳƛ

Å.ƛƭƛƴŜƴ œƻƪ ȅŀȅƎƤƴ ŦƻǘƻƐǊŀŦƭŀǊƤ ƪǳƭƭŀƴƳŀȅƤƴΦ

Å/ƭƛǇ!ǊǘƭŀǊƤŘŀ ƪǳƭƭŀƴƳŀȅƤƴΦ

ÅDǀǊǎŜƭƭŜǊŘŜ ōƻǒƭǳƪƭŀǊ ƻƭǎǳƴΣ ōƻǒƭǳƪǎǳȊ ƎǀǊǎŜƭƭŜǊ ƛœƛƴ 
ǒŜǊƛǘƭŜǊ ƪǳƭƭŀƴƤƴΦ

ÅaǸƳƪǸƴǎŜ ƘŜǊ ǎƭŀȅǘǘŀ ōƛǊ ƎǀǊǎŜƭ ƪǳƭƭŀƴƤƴΦ
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Semih Sungur

DǀǊǎŜƭƭŜǊƛƴ ¸ŜǊƭŜǒƛƳƛ

Å.ƛǊŘŜƴ ŦŀȊƭŀ ƎǀǊǎŜƭ ƻƭŘǳƐǳƴŘŀ ƘƛȊŀƭŀƳŀ ȅŀǇƤƴΦ

Å{ƭŀȅǘƭŀǊƤ ƎǊǳǇƭŀƳŀƪ ƛœƛƴ ōǀƭǸƳƭŜǊƛ ƪǳƭƭŀƴƤƴΦ

ÅbŜǎƴŜƭŜǊƛ ƎǸœ ƴƻƪǘŀƭŀǊƤƴŀ όPowerPointsύ ȅŜǊƭŜǒǘƛǊƛƴΦ

Å{ƭŀȅǘƤǘŀƳ ŘƻƭŘǳǊƳŀȅƤƴΣ ƎǀǊǎŜƭƭŜǊ ŀǊŀǎƤƴŘŀ ōƻǒƭǳƪƭŀǊ 
olsun.
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Semih Sungur

{ǳƴǳƳ !ƴƤ

ÅYƻƴǳǒƳŀƴƤȊƤ ŘƛƴƭŜȅƛŎƛƴƛƴ ƛƭƎƛǎƛƴƛ 
ŎŀƴƭƤ ǘǳǘŀŎŀƪ ǒŜƪƛƭŘŜ ƪǳǊƎǳƭŀȅƤƴΦ

Å{ǸǊŜƪƭƛ ƎǀȊ ǘŜƳŀǎƤ ƪǳǊǳƴΦ

Å±ǸŎǳǘ Řƛƭƛƴƛ ǾŜ ǎŜǎ ǊŜƴƎƛƴƛ ƪǳƭƭŀƴƤƴΦ

ÅSahnedeki yer ve konumunuzu 
ŀȅŀǊƭŀȅƤƴΦ

ÅKendiniz olun.

ÅSoru -ŎŜǾŀǇ ōǀƭǸƳǸƴŜ ǀƴŎŜŘŜƴ 
ƘŀȊƤǊƭƤƪƭƤ ƻƭǳƴΦ
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Semih Sungur

th²9wthLb¢Ω9DTwT 
нΦ.ǀƭǸƳ
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Semih Sungur

Outlook

E-posta ǳȅƎǳƭŀƳŀǎƤolarak ƪǳƭƭŀƴƤƭƳŀǎƤƴƤile birlikte takvim, ƎǀǊŜǾ
ȅǀƴŜǘƛŎƛǎƛΣadresȅǀƴŜǘƛŎƛǎƛΣbasitnotǳȅƎǳƭŀƳŀǎƤdaƛœŜǊƛǊ.

Word

DǸƴƭǸƪȅŀȊƤǒƳŀƭŀǊŘŀΣmektup,ŘƛƭŜƪœŜfaksmetnleriƻƭǳǒǘǳǊƳŀΣtez ve
kitapyazmakƛœƛƴƪǳƭƭŀƴƤƭŀōƛƭŜŎŜƐƛƴƛȊbir kelimeƛǒƭŜƳŎƛǇǊƻƎǊŀƳŘƤǊ.

Excel

ElektroniktabloǇǊƻƎǊŀƳƤŘƤǊ. Excel,verileri kaydetmeve bu verilerle
ilgili hesaplamaveanalizyapmaƛƳƪŀƴƤsunar.

PowerPoint

Metin, resim, grafik, tablo gibi nesnelerƛœŜǊŜƴǎƭŀȅǘƭŀǊƤƘŀȊƤǊƭŀȅŀǊŀƪ
sunuƻƭǳǒǘǳǊƳŀƳƤȊƤǎŀƐƭŀȅŀƴǇǊƻƎǊŀƳŘƤǊ.

Microsoft 365
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Semih Sungur

.ŀǒƭŀǊƪŜƴ

ÅaƛŎǊƻǎƻŦǘ tƻǿŜǊtƻƛƴǘΣ ōƛǊ ǎǳƴǳ ǇǊƻƎǊŀƳƤŘƤǊΦ  .ƛǊ ƪƻƴǳȅǳ 
Ŝǘƪƛƭƛ ǾŜ ƎǀǊǎŜƭ ōƛǊ ǒŜƪƛƭŘŜ ŀƪǘŀǊŀōƛƭƛǊǎƛƴƛȊΦ {ǳƴǳƳƭŀǊƤƴƤȊŀ 
metin, resim, grafik veya tablo gibi nesneler ekleyebilirsiniz. 

ÅEklenen metin veya nesnelere efektler vererek hareketli 
ƎǀǊǎŜƭƭŜǊ ƘŀȊƤǊƭŀȅŀōƛƭƛǊǎƛƴƛȊΦ 

ÅaƛŎǊƻǎƻŦǘ tƻǿŜǊtƻƛƴǘ ǇǊƻƎǊŀƳƤƴƤƴ Řƻǎȅŀ ǳȊŀƴǘƤǎƤ ǀƴŎŜƪƛ 
ǎǸǊǸƳƭŜǊŘŜ ΦpptƛƪŜƴΣ tƻǿŜǊtƻƛƴǘ нллт ǾŜ ǎƻƴǊŀǎƤƴŘŀ  Φpptx
ƻƭŀǊŀƪ ŘǸȊŜƴƭŜƴƳƛǒǘƛǊΦ 
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PowerPoint !ǊŀȅǸȊǸ

Å.ŀǒƭƤƪ 4ǳōǳƐǳ
ÅIƤȊƭƤ 9ǊƛǒƛƳ !Ǌŀœ 
4ǳōǳƐǳ

Å ŜǊƛǘ
ÅDǀǊŜǾ .ǀƭƳŜǎƛ
Å{ƭŀȅǘ .ǀƭƳŜǎƛ
Åbƻǘ .ǀƭƳŜǎƛ
Å5ǳǊǳƳ 4ǳōǳƐǳ
Å{ŀƘƴŜ !ǊƪŀǎƤ
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4ŀƭƤǒƳŀ !ƭŀƴƤ
Å QuickAccess Toolbar: IƤȊƭƤ 9ǊƛǒƛƳ !Ǌŀœ 4ǳōǳƐǳΣ ƪǳƭƭŀƴƤŎƤƴƤƴ ǎƤƪƭƤƪƭŀ 
ƛƘǘƛȅŀœ ŘǳȅŘǳƐǳ ƪƻƳǳǘƭŀǊŀ ŀƛǘ ŘǸƐƳŜƭŜǊƛƴ ōǳƭǳƴŘǳƐǳ ōǀƭǸƳŘǸǊΦ .ǳ 
ōǀƭǸƳ ƪǳƭƭŀƴƤŎƤƭŀǊ ǘŀǊŀŦƤƴŘŀƴ ǀȊŜƭƭŜǒǘƛǊƛƭŜōƛƭƛǊΦ 

Å Ribbonό ŜǊƛǘύΥ {ǳƴǳ ƘŀȊƤǊƭŀƳŀ ȅŀȊƤƭƤƳƤ ƛœŜǊƛǎƛƴŘŜ ƪǳƭƭŀƴƤƭŀƴ ōǸǘǸƴ 
ƪƻƳǳǘ ŘǸƐƳŜƭŜǊƛƴƛƴ ōŀǊƤƴŘƤǊƤƭŘƤƐƤ ƪƤǎƤƳŘƤǊΦ mȊŜƭƭŜǒǘƛǊƛƭŜōƛƭƛǊΦ

Å TaskPaneόDǀǊŜǾ .ǀƭƳŜǎƛύΥ  .ǳǊŀŘŀ ǎǳƴǳ ƛœŜǊƛǎƛƴŘŜ ȅŜǊ ŀƭŀƴ ǎƭŀȅǘƭŀǊƤƴ 
ƪǸœǸƪ ŜƪǊŀƴ ƎǀǊǸƴǘǸƭŜǊƛ ōǳƭǳƴǳǊΦ 

Å SlidePane(Slayt Paneli): SlayƛœŜǊƛƐƛƴƛƴ ƎǀǊǸƴǘǸƭŜƴŘƛƐƛ ǾŜ ƛœŜǊƛƐƛƴƛƴ 
ŘǸȊŜƴƭŜƴŘƛƐƛ ƪƤǎƤƳŘƤǊΦ 

Å Status.ŀǊ ό5ǳǊǳƳ 4ǳōǳƐǳύΥ {ǳƴǳ ƛœŜǊƛǎƛƴŘŜ ǘƻǇƭŀƳ ƪŀœ ǎƭŀȅǘ 
ōǳƭǳƴŘǳƐǳΣ ƪǳƭƭŀƴƤƭŀƴ ǘŜƳŀ ōƛƭƎƛƭŜǊ ǾŜ ƎǀǊǸƴǸƳ ǎŜœŜƴŜƪƭŜǊƛƴƛƴ 
ōǳƭǳƴŘǳƐǳ ōǀƭǸƳŘǸǊΦ

Å NotesPane(Not paneli): {ǳƴǳƳǳ ƘŀȊƤǊƭŀȅŀƴ ƪƛǒƛƴƛƴ ƴƻǘ ŀƭƳŀǎƤƴƤ 
ǎŀƐƭŀȅŀƴ ōǀƭǸƳŘǸǊΦ DǀǎǘŜǊƛ ŜǎƴŀǎƤƴŘŀ ōǳ ƴƻǘƭŀǊ ƎǀǊǸƴƳŜȊΦ 
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 ŜǊƛǘ

Å Home: ClipboardƛǒƭŜƳƭŜǊƛΣ ǎƭŀȅǘ ƛǒƭŜƳƭŜǊƛΣ ȅŀȊƤ ǘƛǇƛ ōƛœƛƳƭŜƴŘƛǊƳŜƭŜǊƛΣ ǇŀǊŀƎǊŀŦ ŀȅŀǊƭŀǊƤ ǾŜ œƛȊƛƳ 
ƛǒƭŜƳƭŜǊƛƴƛƴ ȅŀǇƤƭŘƤƐƤ ǎŜƪƳŜŘƛǊΦ

Å InsertΥ .ƛǊ ǎǳƴǳȅŀΤ ǘŀōƭƻΣ ǊŜǎƛƳΣ ŘƛȅŀƎǊŀƳΣ ƎǊŀŦƛƪΣ ƳŜǘƛƴ ƪǳǘǳǎǳΣ ǎŜǎΣ ƪǀǇǊǸΣ Ǹǎǘ ǾŜ ŀƭǘ ōƛƭƎƛ Ǝƛōƛ 
ƴŜǎƴŜƭŜǊƛ ŜƪƭŜƳŜƪ ƛœƛƴ ƪǳƭƭŀƴƤƭŀƴ ǎŜƪƳŜŘƛǊΦ

Å 5ŜǎƛƎƴΥ {ƭŀȅǘƭŀǊŀΤ ǘŜƳŀΣ ŦƻƴǘΣ ǊŜƴƪ ǒŜƳŀǎƤ ǾŜȅŀ ŀǊƪŀ Ǉƭŀƴ ǎǘƛƭƭŜǊƛ ǾŜǊƳŜƪ ǾŜ ǎŀȅŦŀ ŀȅŀǊƭŀǊƤƴƤ 
ŘŜƐƛǒǘƛǊƳŜƪ ƛœƛƴ ƪǳƭƭŀƴƤƭŀƴ ǎŜƪƳŜŘƛǊΦ

Å Transitions: {ƭŀȅǘƭŀǊŀǊŀǎƤƎŜœƛǒƭŜǊŜ ƘŀǊŜƪŜǘƭŜǊ ǾŜ ōǳƴƭŀǊƭŀ ƛƭƎƛƭƛ ŀȅŀǊƭŀǊƤƴ ōǳƭǳƴŘǳƐǳ ǎŜƪƳŜŘƛǊΦ

Å AnimationsΥ !ƴƛƳŀǎȅƻƴ ŜŦŜƪǘƭŜǊƛƴƛƴ ōǳƭǳƴŘǳƐǳ ǎŜƪƳŜŘƛǊΦ

Å Slide{ƘƻǿΥ {ƭŀȅǘ ƎǀǎǘŜǊƛǎƛ ōŀǒƭŀǘƳŀƪΣ ǀȊŜƭ ƎǀǎǘŜǊƛ ƻƭǳǒǘǳǊƳŀƪΣ ȊŀƳŀƴƭŀƳŀ ǇǊƻǾŀǎƤ ŀȅŀǊƭŀƳŀƪ ǾŜȅŀ 
ƎǀǎǘŜǊƛ ŀȅŀǊƭŀǊƤƴƤ ŘŜƐƛǒǘƛǊƳŜƪ ƛœƛƴ ƪǳƭƭŀƴƤƭŀƴ ǎŜƪƳŜŘƛǊΦ

Å ReviewΥ ¸ŀȊƤƳ ŘŜƴŜǘƛƳƛ ŀǊŀœƭŀǊƤƴƤƴ ōǳƭǳƴŘǳƐǳ ǾŜ ŀœƤƪƭŀƳŀ ƴƻǘƭŀǊƤƴƤƴ ŜƪƭŜƴŘƛƐƛ ǎŜƪƳŜŘƛǊΦ

Å ViewΥ tƻǿŜǊtƻƛƴǘ ƎǀǊǸƴǸƳƭŜǊƛ ŀǊŀǎƤƴŘŀ ƎŜœƛǒƭŜǊΣ ŎŜǘǾŜƭ ǾŜȅŀ ƪƤƭŀǾǳȊ œƛȊƎƛƭŜǊƛƴƛƴ ƎǀȊǸƪǸǇ 
ƎǀȊǸƪƳŜƳŜǎƛ Ǝƛōƛ ƛǒƭŜƳƭŜǊƛƴ ōǳƭǳƴŘǳƐǳ ǎŜƪƳŜŘƛǊΦ
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{ŀƘƴŜ !ǊƪŀǎƤ

Å5ƛƐŜǊ ƻŦƛǎ ǇǊƻƎǊŀƳƭŀǊƤƴŘŀ Řŀ 
ȅŜǊ ŀƭƤǊΦ ¢ƤƪƭŀƴŘƤƐƤƴŘŀ ŀœƤƭŀƴ 
ekran Backstage(Sahne 
!ǊƪŀǎƤύ ƻƭŀǊŀƪ ŀŘƭŀƴŘƤǊƤƭƤǊΦ

Å.ǳ ƳŜƴǸ ŀǊŀŎƤƭƤƐƤȅƭŀ ȅŜƴƛ ōƛǊ 
ǎǳƴǳ ƘŀȊƤǊƭŀƳŀΣ ƪŀȅƤǘƭƤ ōƛǊ 
ǎǳƴǳȅǳ ŀœƳŀΣ ōƛǊ ǎǳƴǳȅǳ 
ƪŀȅŘŜǘƳŜΣ ȅŀȊŘƤǊƳŀΣ 
ǇŀȅƭŀǒƳŀ Ǝƛōƛ ƛǒƭŜƳƭŜǊ ǾŜ ŀȅŀǊ 
ǾŜ ǀȊŜƭƭƛƪƭŜǊƛƴ ŘŜƐƛǒǘƛǊƛƭƳŜǎƛ 
ƛǒƭŜƳƭŜǊƛ ȅŀǇƳŀƪ 
ƳǸƳƪǸƴŘǸǊΦ 
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¸ŜǊƭŜǒƛƳƛ mȊŜƭƭŜǒǘƛǊƳŜƪ

ÅtŜƴŎŜǊŜƭŜǊƛ ȅŜǊƭŜǒǘƛǊƳŜƪ
ÅYeni Pencere
Å.ǀƭƳŜƭŜǊƛ ¢ŀǒƤƳŀƪ
ÅtŜƴŎŜǊŜƭŜǊ ŀǊŀǎƤ ƎŜœƛǒ 

yapmak
ÅDǀǎǘŜǊ {ŜœŜƴŜƪƭŜǊƛ
ïYƤƭŀǾǳȊ œƛȊƎƛƭŜǊƛ
ïYƤƭŀǾǳȊƭŀǊ ǾŜ ŀƪƤƭƭƤ ƪƤƭŀǾǳȊƭŀǊ
ïNotlar

ÅDǀǊǸƴǸƳ {ŜœŜƴŜƪƭŜǊƛ
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{¦b¦ T [9a[9wT
оΦ.ǀƭǸƳ
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tƻǿŜǊtƻƛƴǘ 5ƻǎȅŀ TǒƭŜƳƭŜǊƛ

Å¸Ŝƴƛ ōƛǊ ǎǳƴǳ ƻƭǳǒǘǳǊƳŀƪ 
Å±ŀǊ ƻƭŀƴ ōƛǊ ǎǳƴǳȅǳ ŀœƳŀƪ 
Å{ǳƴǳȅǳ ƪŀȅŘŜǘƳŜƪ ǾŜ ŦŀǊƪƭƤ 

kaydetmek
ÅSunuyu kapatmak 
ÅSunuyu paketlemek
Å{ǳƴǳȅǳ ǇŀȅƭŀǒƳŀƪ
ÅtƻǿŜǊtƻƛƴǘ ǎŜœŜƴŜƪƭŜǊƛƴƛ 
ǀȊŜƭƭŜǒǘƛǊƳŜƪ
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¸Ŝƴƛ {ǳƴǳ hƭǳǒǘǳǊƳŀƪ

Å.ƻǒ ōƛǊ ǎǳƴǳ ƻƭǳǒǘǳǊƳŀƪΣ

Å¢ŀǎŀǊƤƳ ǒŀōƭƻƴƭŀǊƤ ǾŜ ǘŜƳŀƭŀǊƤ 
ƪǳƭƭŀƴŀǊŀƪ ǎǳƴǳ ƻƭǳǒǘǳǊƳŀƪΣ

ÅYŜƴŘƛ ƻƭǳǒǘǳǊŘǳƐǳƴǳȊ 
ǒŀōƭƻƴƭŀǊƤ ƪǳƭƭŀƴŀǊŀƪ ǎǳƴǳ 
ƻƭǳǒǘǳǊƳŀƪΦ

ï¸Ŝƴƛ ǎǳƴǳ ƛœƛƴ /¢w[Ҍb ǘǳǒ 
kombinasyonunu da 
kullanabilirsiniz.
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Sunuyu Kaydetmek

ÅSunuyu kaydetmek,

Å{ǳƴǳȅǳ ŦŀǊƪƭƤ ǘǸǊƭŜǊŘŜ 
ƪŀȅŘŜǘƳŜƪΦ όǒŀōƭƻƴΣ ƎǀǎǘŜǊƛ vb)

ÅSunuyu hƴŜ5ǊƛǾŜΩŀkaydetmek

ÅYŀȅŘŜǘƳŜ ǎŜœŜƴŜƪƭŜǊƛ
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CŀǊƪƭƤ ¢ǸǊŘŜ YŀȅŘŜǘƳŜƪ

ÅVideo olarak kaydetmek

ÅtƻǿŜǊtƻƛƴǘ ƎǀǎǘŜǊƛ ŘƻǎȅŀǎƤ ƻƭŀǊŀƪ 
kaydetmek

ÅResim olarak kaydetmek

ÅPDF olarak kaydetmek

Å ŀōƭƻƴ ƻƭŀǊŀƪ ƪŀȅŘŜǘƳŜƪ
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{ǳƴǳȅǳ 5ƤǒŀǊƤ !ƪǘŀǊƳŀƪ

ÅtƻǿŜǊtƻƛƴǘ ǇǊƻƎǊŀƳƤ 
ȅǸƪƭǸ ƻƭƳŀȅŀƴ ōƛǊ 
bilgisayarda veya veyabir 
ōŀǒƪŀ ǇƭŀǘŦƻǊƳŘŀ ǎǳƴǳȅǳ 
ŀœƳŀƴƤȊ ƎŜǊŜƪǘƛƐƛƴŘŜ CƛƭŜ 
ό5ƻǎȅŀύ ƳŜƴǸǎǸƴŘŜƴ 
9ȄǇƻǊǘ ό±ŜǊύ ƛœƛƴŘŜƪƛ 
ǎŜœŜƴŜƪƭŜǊ ƪǳƭƭŀƴƤƭŀōƛƭƛǊΦ
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±ŀǊ hƭŀƴ .ƛǊ {ǳƴǳȅǳ !œƳŀƪ

Å .ƛƭƎƛǎŀȅŀǊŘŀƪƛ ǎǳƴǳȅǳ ŀœƳŀƪ
Å hƴŜŘǊƛǾŜΩŘŀƪŀȅƤǘƭƤ ƻƭŀƴ ǎǳƴǳȅǳ 
ŀœƳŀƪΦ

Å {ƻƴ ǎǳƴǳƭŀǊŘŀƴ ǾŜ ƪƭŀǎǀǊƭŜǊŘŜƴ 
ŀœƳŀƪΦ

Å {ǳƴǳȅǳ ǎƻƴ ƪǳƭƭŀƴƤƭŀƴƭŀǊŀ ƛƭƛǒǘƛǊƳŜƪ 
(pinύ ǾŜ ŀœƳŀƪ

Å .ŜƴƛƳƭŜ ǇŀȅƭŀǒƤƭŀƴƭŀǊŘŀƴ ŀœƳŀƪ
Å DǀǎǘŜǊƛ ǎǳƴǳǎǳƴǳ ŘǸȊŜƴƭŜƳŜƪ ƛœƛƴ 
ŀœƳŀƪΦ

ï !œƳŀƪ ƛœƛƴ /¢w[Ҍh ƪǳƭƭŀƴƤƭŀōƛƭƛǊΦ
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