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Examining this manual carefully will guide you in using the system.

I. LESSONS

Adding documents to the course, creating a virtual classroom, adding a homework area, exam area, etc. The process

of adding fields is called creating an activity.

1. Joining Online Lessons and Virtual Classrooms
From the My Lessons menu, we click on the course where your live lesson is located. Then we observe the Virtual
classroom activity. When we click on the green button, which is the Join Button, the virtual classroom window will

open as a new window.

¥ 7 July 2024- Online Lesson

® 24y © 1433

® 60 Min

® 60 Min

7 July 2024- Online Lesson

LESSON HAS STARTED

~

«  Virtual Class o

1.1.Opening a Camera in the Virtual Classroom

In order for you to turn on a camera during class, your instructor must first give you permission to do so. You can
understand that you have permission by clicking on the camera icon. There are two ways to open the camera;

First, click on the Camera icon located in the middle of the screen

Camera options.

N

. Then you can choose your camera from the
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Latter; When you click on the camera icon opposite your name in the Users section, your camera will
open.
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e teachers” creative thinking skills and scores taken from scale were increased
vor of post-test. Collaborative group works have a great importance in occurrence of
this increase was revealed from student views.

KEYWORDS: creative thinking skill, collaborative group study, prospective teacher
GIiRis

Bilgnin awtan bir buzda gl ve degivim goterdgi guntmiz dunsasunda.
toplumlarm bu degisim hizm y biiyiik onem dir. Bu
gercksinimden hareketle, akiif, diiinen, goziim tretebilen, clestiren ve kendini
siirekli yenileyebilen bireylere duyulan ihtiyag yadsmamaz bir gergektir. Bu
agidan @inda egitim ortamlarmda yer alan ogrencilere, bilgiye ulasma,
ginliik yasamlarmda karsilastiklart problemleri cozme ve diistinme yeteneklerini
gelistirmenin gerckliligi biivik onem kazanmaktadir. Egitim ortamlarinda yer
alan bireylere st diizey beceriler kazandwnlmast ile ilgili Adali (1998:7; Akt:
Adigiizel, 2000), “Egitimin siiresi kadar. belki ondan daha da énemli iizerinde
durulmast gereken, eitimin igerigidir. Ozetirce disiinebilen, sorgulayabilen,
clestirel bir baks agisma ulasmis, kendi Kararlarmm kendisi veren,
diretken, yaraties bireyler yetistirebilmek egitimin iserigiyle dogrudan iliskilidir.
Tiirk Milli egitimi de bu nitelikte bireyler vetistirmeyi amaglamaktadir” seklinde
agiklamada bulunmustur. Bu nedenle egitim ortamlarinda yaraticiliga ve yaratict

istinmeyi on plana gikartan yer verilmesi gerekliligi biiyiik onem
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Additionally, your instructor can turn on your camera, but it is up to you to approve this. Do not click the Yes
button to confirm.

The Position 0, Oturumun ydneticisi kameranizi agmak istiyor, onayliyor musunuz? pol Administration
Abstract m @
In t tudy. it is aimed to exami [ digitalization on various {1 nole

rtificial
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nd effects of

sitalization on school m




1.2. Turning on a Microphone in a Virtual Classroom
In order for you to turn on the microphone during class, your instructor must first give you permission to do
so. You can understand that you have permission by clicking on the microphone icon. There are two ways to
turn on the microphone;

&

First, click on the Camera icon located in the middle of the screen . Then your microphone will turn
on.
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Latter; When you click on the microphone icon opposite your name in the Users section, your
microphone will be turned on.
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fretken, yaratct hireyler setisirebiimek egitimin wsnglyle dogrudan
Tiirk Milli egitimi de bu nitelikte bireyler yetistirmeyi amaglamakt
agiklamada bulunmustur. Bu nedenle egitim ortamlarmda yaratieil
distinmeyi on plana cikartan etkinliklere yer verilmesi gerekliligi
tasimaktadir (Yontar, 1993; Erdogdu, 2006; Yenilmez ve Yoleu, 2007).

Yaraucilik ile ilgili literatiirde pek ¢ok tanima rastlamak miimkiindiir. Wakefield

(1992) yaraticiligs, bireyin kendi disincesi ve yetenekleri ile problemin
tammlanmasint ve gozillmesini gerektiren herhangi bir durum igin anlamls
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You can understand that both your camera and microphone are turned on by seeing the icons at the bottom and
on the right panel.
Additionally, your instructor can turn on your microphone, but it is up to you to confirm this.



Permission Request

The administrator requests you to turn your microphone on.

1.3. Uploading the Presentation File to the Virtual Classroom

First of all, your instructor will need to authorize you to upload your homework file to the system. When you
authorize it, the left panel will become visible.

>
/

4

7 Step 1: You should open the menu of activities that can be added to the
(o]}

s system by clicking on the plus icon.

-

~

o

4

o All Activities

O Screen sharing

Second Camera

Step 2: Then, you must select the Upload Document option from the
menus that appear.

Share Video

v

@ Upload Video

Upload Document

Whiteboard




Activities X
Documents and Whiteboards ~
- Whiteboard Upload Document
@ YOK Anket2.. +e¢
Video and Cameras v
Others ~
New Activity +
All
Activities ¢ Back X

™ Files Qo

e [5]  Shared Files

YOK Anket 2... wee .
@ ke YOK Anket 2023-2024 Bahar.pdf

[

All

Step 3: You can select your Presentation file by clicking the blue plus button . You can only upload PDF
files to the system . After selecting your file, you need to press the Open button.
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Step 4: After your file is uploaded to the system, you need to point and click on the file you uploaded, since it is
a document that is already used in the virtual classroom.
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Afterwards, you will observe that your document is opened in the virtual classroom. You can also test the

visibility of your document from the Flow menu. You can understand that there is no play button L——"—hby
the sign that the content is playing.

@) Veri Tabari Yénetim Sistemi (Deneme Ders)/7 July 2024- Online Lesson
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rastirma yontemi, sosyal bilimlerde son yillarda gittikge tercih edilen bir yéntem haline

olmistir. Insan ve toplumun degisken bir yapida olmast nedeniyle bu alanla ilgili olgu ve

laylar1 incelerken genelleme yapmaktan ¢ok, anlamaya ¢calismamin daha énemli oldugu
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1.1.Asking for a Speak in the Virtual Classroom

To ask for a say in the virtual classroom, you must press the raise your hand icon located in the middle of the
page.

‘ Raise Hand ‘

‘ Already raised hand.




2. Uploading Homework to the System

You can upload your homework files to the system between the homework upload dates given to you by your
educator. Assignments are not uploaded to the system after the last assignment upload date, hour or even
minute has passed.

Our advice to our students is not to leave uploading your assignments until the last minute. Do not keep your
homework uploads waiting until the last 10 minutes before the system closes. It is not recommended to install
it beforehand.

File Upload right means that you have the right to edit and upload a
' file to the system 5 times, as many times as your educator has the
\ , right to upload, for example, when you are given the right to upload 5
¢ @ © files. Only one file is uploaded to the system. To upload more than one
file, you must upload your file as a .rar compressed file.

2.1. Document attached to the assighment

The files that educators add to the assignment cannot be seen before the assignment due date begins.
However, when the start date comes, the attached file will be visible to you, our valued students. You can
download the attached file to your computer by clicking on the file.

B4 7 July 2024 - Homework o Assignment

'I' 0/5 15:00 / 24.07.2024 n 15:00 / 26.07.2024

Ti’";:sfilgi"nf:;ftthe 01 Day 23 Hour 04 Minute
_
\

‘ MI template.docx o o

@ Instructor Note:
Dear Students,

want you to design your homework according to the template in the attached document. IMPORTANT: Do not exceed the assign
ment deadline. The system closes at the end of the delivery date.

Good luck.




2.2. Right to Upload Files

The right to upload files means that you, our valued students, have the right to upload files to the system more
than once when changes are made to the assignment. In other words, only 1 homework file is saved in the
system. In other words, the last uploaded file in the files that have been modified is the file saved to the system.
In other words, more than one file is not saved to the system in this way. To upload multiple files . rar or . With
zip , you need to upload your files as compressed files. Since multiple compressed files are considered one file,
you will not encounter any problems. In addition, the number of this file upload right is determined by the
course instructor.

'I' 0/5

You exercise your right every time a file is edited and uploaded to the system. For example ; 1/5 means he used his
first right. If it is 2/5, it means that you have used the second right out of the five rights given to the instructor and
uploaded the file to the system twice.

[=

1/5

2.3. Homework Grade
Your instructor will enter your homework grade into the system. If your grade has not been entered yet, you can
seeitas-1.

You can only see your assignment grade when your instructor enters your grade. Sometimes our instructors enter
grades directly into the OIS system. If you cannot see your grade in the ALMS system, do not worry. You can send
an e-mail to your instructor about the subject.

100




2.4. Start Time and End Time

Start Time and End Time are the time when the assignment upload area is opened and remains open by our
instructors. Our students may not upload their homework during these dates. If you try to load it 1 minute later or
1 minute earlier, you will fail. We recommend that you complete all your transactions 10 minutes before the
system shuts down.

15:00 / 24.07.2024 n 15:00 / 26.07.2024

2.5. Steps to Submit Assignment
When you complete the steps below, your homework will be uploaded to the system. For this, we recommend
that you make sure that your internet connection is good beforehand.

Step 1: Go to the Homework activity and click the Send Assignment button.

B4 7 July 2024 - Homework #  Assignment

'y File Upload Right Assignment Grade Begin Date n Due Date

= o/5 15:00 / 24.07.2024 15:00 / 26.07.2024

Time to End of the
. 0 1 Day 2 2 Hour 5 7 Minute
Assignment !
Attachment
\ﬂ\ template.docx € Downloac

@ Instructor Note:
Dear Students,

I want you to design your homework according to the template in the attached document. IMPORTANT: Do not exceed the assign
ment deadline. The system closes at the end of the delivery date.

Good luck.




Step 2: You must select the file you will upload by clicking Select in the window that opens.

Dear Students,

| want you to design your homework according to the template in the attached document. IMPORTANT: Do not exceed the
assignment deadline. The system closes at the end of the delivery date.

Good luck.

Answer of Assignment

Drop files here, paste or
Browse

—

Step 3: After making sure that the file you selected is correct, you should click the Open button.
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Step 4: If the file you selected is correct, the Upload 1 File button should be clicked to upload your assignment to
the system.

Dear Students,

I want you to design your homework according to the template in the attached document. IMPORTANT: Do not exceed the
assignment deadline. The system closes at the end of the delivery date.

Good luck.

Answer of Assignment

Close 1file selected

/

homework.docx

l Upload 1 File

rd

Pay attention to the rules of plagiarism when preparing your homework.
Accepted file formats; .png, .jpg, .pdf, docx, dsx
You can upload files up to 5 times.

Dear Students,

| want you to design your homework according to the template in the attached document. IMPORTANT: Do not exceed the
assignment deadline. The system closes at the end of the delivery date.

Goed luck.

Answer of Assignment

Upload Complete

homework.docx

+ Complete

Pay attention to the rules of plagiarism when preparing your homework.
Accepted file formats; .png, Jpg, .pdf, docx, xisx
You can upload files up to 5 times.




Step 5: Even if the upload is completed, your assignment will not be saved until you click the Save button. In order
for your homework to be saved in the system, you must click the Save button below on the right.

Dear Students,

| want you to design your homework according to the template in the attached document. IMPORTANT: Do not exceed the

assignment deadline. The system closes at the end of the delivery date.
Good luck.

Answer of Assignment

Upload Complete

N

homework.docx

+ Complete

Pay attention to the rules of plagiarism when preparing your homework.
Accepted file formats; .png, .jpg, .pdf, docx, xlsx
You can upload files up to 5 times.

s
" Save

Step 6: When you upload the assignment, you will see that you have used 1/5 of your first upload space.
Additionally, your homework file will be included in the file uploaded to the system. We recommend you check
back here.

~ File Uploaded Successfully 4

You will receive a notification as above that the file has been uploaded by the system.

E4 7 July 2024 - Homework o Assignment @
e Upload Righ 4+ Assignment Grade Begin Date: Due Date:
‘1' 1/5 A -1 l 15:00 / 24.07.2024 l 15:00 / 26.07.2024
Attachment
) template.docx @ Download

@ Instructor Note:
Dear Students,

| want you to design your homework according to the template in the attached document. IMPORTANT: Do not exceed the assignment deadlin

e. The system closes at the end of the delivery date.

Good luck.

Uploaded File

) homework.docx € townload




' Your assignment file can be pdf, docx, .zip, .sav etc. It can be any
‘ , file type. However, the size of your file is limited to a maximum of

e @ © 1GB

3. Participating in the Online Exam
We recommend that you make sure that you have good internet connection before taking the online exam. We
also recommend that you use the Chrome browser and disable any Chrome extensions you have. You are kindly
requested to take these precautions to avoid making any mistakes during the exam.

3.1. Exam Duration
Exam time is the time your instructors give you to use during the exam. For example, your instructor may
have given you 20 minutes or 30 minutes for an exam with 10 questions. This is a number given depending on
the speed of solving the questions as a result of measurement and evaluation. Our educators determine this
period.

D 30 minuee

3.2. Grading Type:
Considering that there may be problems in exams for which the exam right is granted and in the exams of
students who have used their exam right more than once, the highest grade is recorded. After the exam is over
and the exam grades are entered, the student's grade is seen.

Bi 29 July - Midterm Exam o+ Exam

Exam duratio Grading Type Bagin Date wy  DueDate
o 30 Minute <] Highest 14:50 / 29.07.2024 £ 15:20/29.07.2024

Exam time has passed

@ Instructor Note:
good luck.

iou used 1 of your exam rights. You have 2 left. 1/3




3.3.

3.4.

3.5.

Start Time and End Time
This is the feature that tells you when the exam will start and when it will end. Our educators enter these

values. Again, our students are given the opportunity to take the exam in accordance with the exam
measurement and evaluation steps.

14:50 / 298.07.2024 n 15:20 / 29.07.2024

Total Examination Right
It defines the examination right in order to prevent you from being victimized. In other words, if you
experience a problem during the exam, it gives you the right to start the exam from the beginning again.

You do not have to use all your exam rights. If you have completed your exam without any problems, you do
not need to use your other rights.

You used 1 of your exam rights. You have 2 left. 1/3

Steps to Participate in the Online Exam

When you complete the steps below, you will successfully participate and complete your exam. For this, we
recommend that you make sure that your internet connection is good beforehand and that you take the
exam with the Google Chrome browser. If you have Chrome extensions, it would be better to disable them.

Step 1: Come to the relevant week of the exam. The View Exam button located at the bottom right of your
exam activity will be green and active when the exam time comes. Click the button to enter the exam.

H 29 July - Midterm Exam A Exam

o 30 Mmute h I‘-(i-g-heist. - ;:;50‘}‘2;9.07.2024 H ;5:20/ 29.07.2024
Time to End of the Exam 00 Day 00 Hour 1 7 Minute

@ Instructor Note:
good luck.

Your total exam rights: 3 h

Step 2: When you confirm the | have read, | understand box in the exam window that opens and click the
Start button, your exam will start.

I read, | approve




Step 3: During the exam, you must select an option for each question and pass. Additionally, since there is
no transition between questions, we recommend that you read and answer the question carefully.

1- ‘"select * from kitap; " tirnak icindeki sql kodunun islevi asagidakilerden hangisidir?

a)
from tablosundaki tim bilgileri listeler.

Kitap tablosundaki tim bilgileri listeler.

Leave blank

{Previous 1/3 Next?

You cannot proceed to the next question without any markup. Please select one of the answer choices or the Leave Blank option in order to proceed to
the next question.

Step 4: The exam time will be displayed on the right panel. This exam period is counted down. It is
recommended that you take your exam by keeping track of your time.

Time Left

minutes




Step 5: Below on the right panel is your Answer list. It means you have answered the questions with blue
boxes. Questions with gray boxes mean they are not answered. As mentioned in the previous steps, there is
no transition between questions. Answer carefully and move on to the next question.

Answer List

B ]

¥ Empty Active nAnswerSaved

Answer Could not Save

It is not possible to switch between questions during the exam.
\ We recommend that you read and answer each question

o @ © carefully.

Step 6: When you answer all the questions in the exam, there will be an End Exam button next to the
progress button on the last question. Click the button to finish your exam.

o i |

Step 7: You will then be asked to confirm that you have finished the exam with a small window. The Yes
button should be clicked here too .

Are you sure you want to finish the exam?

You have answered all the questions (3/3).
Click the Yes button to end the exam or click the No button to stay on the page.

If you finish the exam, you will use your right to take the exam.
If you do not have anaother entry right, you will not be able to take the exam again.

o v




Step 8: Then the notification you see is "Your exam has been completed successfully." It will be in the form.

29 July - Midterm Exam

The exam has been successfully completed. You can exit the exam by closing the page.

4. Asynchronous Video Monitoring

To watch the Asynchronous Video recording, you will see the video recording after coming to the relevant
week. After pressing the Play button, the video will be played.
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5. Watching the Re-Recording of the Live Lesson
In order to watch the course recording, the course must have taken place and finished. Lesson re-recordings are
uploaded to the system approximately 15 minutes after the end of the lesson. When you press the Watch
Replay button, the course recording opens in a new window.

1 18 temmuz ders A Virtual Class | v *./\\/r

© 18July 15:59 ® 60 Min

Virtual Class Duration

Course Completed
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THANK YOU FOR REVIEWING THE GUIDE.

YOU CAN CONTACT US FOR ANY PARTS THAT YOU
DO NOT UNDERSTAND OR RECEIVE ERROR.

uzem@topkapi.edu.tr
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