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Dosya Adi :  How to create and record a file

HOW TO CREATE AND RECORD A FILE

e File coding rules.
There is standard form of file codification for Quality and Accreditation office in Near East
Example: NEU-KAK-QMS-LI-001_V1.1_Toplanti_Katilimci_Listesi_26.03.2018
NEU-MUH-INS-AKR-TUT-010_V1.0_Insaat_Kalite_Toplantisi_05.02.2018
1. Name of university : “NEU”

Coordination office/ name of faculty : “KAK”/ “MUH"
Department: “QMS”/ “INS”
Programme: “AKR”
Type of file: “LI”/ “TUT”
Number file : “001”/ “010”

7. Version: “V1.1” / “V1.0”
Version control is the process by which different versions of a document are managed. It
tracks a series of documents and provides an audit trial for the further revision. Version
control is also useful while working on document with others; thanks to the tool changes can
be clearly identified.
Each successive draft of a document is numbered sequentially from 0.1, 0.2, 0.3...until a
finalised version is complete. This would be titled version 1.0. if version 1.0 is to be revised,
drafts would be numbered as 1.1, 1.2, etc. Until version 2.0 is complete.
Optional
The version number should appear on any document title page, and also in the header or
footer of each page.

8. File name: “_Toplanti_Katilimci_Listesi "/ “_Insaat_Kalite_Toplantisi_

9. Date: “26.03.2018”/ “05.02.2018”
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Note: It is important to put
and date.

symbol in between nuber of file,version,file name

e Configuration Item List
“Kalite ve Akreditasyon” Google drive consists “4 Configuration - Konfiglirasyon’ folder.”
In the folder you will find Configuration Item List under name:
“NEU-KAK-QMS-CIL-001_V1.1_Configuration_Iltem_List_11.04.2018.xIsx”
This Excel document was created in order to keep a record of all existing files received and
created by Quality and Accreditation Office.
It consists 3 tabs: “Document Change Record” , “Configuration item List”, “Legend”

LEFKOSA, MERSIN 10 TURKEY, KKTC - Tel: +90392 6751000

3170 - www.neu.edu.tr - kalite@neu.edu.tr

S

NEAR EAST UNIVERSITY

QUALITY and ACCREDITATION OFFICE



Versiyon

Tarih

Dosya Numarasi
Dosya Adi

. 20
1 22.09.2020

: NEU-KAK-QMS-TRN-003
. How to create and record a file

NEU-KAK-QMS-CIL-001_V1.1_Configuration_ltem_List_11.04.2018 xIsx &
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12 ands
14 |amas
15 AKR
18 AER
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File Edit View Insert Format Data Tools Add-ens Help  Last edit was 52 minutes ago
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T akm <AK 7 unumiar NEU-KAK-AKR-8R05-001 KAK MUDEK Duyurusu : 4/2018 | Temamiznd:
8 akm <Ak 7 unumiar NEU-XAK-2KR-3R05-002 KAK MODEK Duyurusu : 1/24/2018 |Temamiand:
3 |qus COzean 4 Configurstion-Konfigirasion Liste. NEU-KAK-QMS-CIL-001 Confizuration Item List 1 05042015 | causiyor
10 |gws C.Ozkan 1 Forms and Checklists-Formiar ve Kontrol Listsleri Lists NEU-KAK-QIS-LI1-001 Toplanti Katilime Listesi 11 26032018 | Temamlznd:
" gws C.Ozkan 1 Forms nd Checklists-Farmiar ve Kontrol Listsleri Liste NEU-HAK-QIS-L1-002 FAQ 2 02042008 |Temamiand:
12 ams C.Ozkan+ M. Yekobchuk 1 Forms 2nd Checklists-Formier ve Kantrol Listeleri Liste. NEU-RAK-QMS-L-003 List of contacts 1 02042015 |Tamamiznd
13 |aws C.Ozkan 1 Forms and Checkiists-Farmlar ve Kantrol Listsleri Liste NEU-KAK-QMS- L1004 Dassier to prepare for the Accreditation Visit of Nigeria 03.04.2018 |Tamamiandi
4 |aws €.0zkan = M. Yakobchuk |4 Canfiguration Konfigirasyan Liste NEU-KAK-QMS-AIL001 Action ftem List 1 1/22/2018| Ask
15 [akr C.Ozkan* M. Vekobchuk |5 Audits-Denstimler Rapor NEU-<AK-AKR-RF-00L Nigerian COREN Audit Highlights of NEU 1 26022018 |Temamland!
16 akr COREN S Audits Denstimler Rapor COR-AKRRP-00L COREN INTERIM REPORT 1 23022018 |Temamland!
7 ams C.Ozkan 2 Templates-Sablonlar $ablon NEU-KAK-QMS-TPL-001 Tutanzk 1 13.122017 | Temamland
18 ams COzkan 2 Templates-Sablaniar Sablon NEU-RAK-QMS-TPL-002 Antetli Kagit TR 2 2603.2018 | Tamamland
18 lams €.Ozkan 2 Templates-Sablonlar Sablon NEU-KAK-QMS-TPL-003 Antetl Kagit Yatay TR 1 04.04.2018 | Tamamland:
2 Ak <AK 7 unumiar Sunum NEU-KAK-AKR-SUN-001 NEU bilgilendirme 1 12/13/2017 | Temamland:
2 Ak €Ak 7 unumiar Sunum NEU-KAK-AKR-SUN-001 Akraditasyon Nedir 2 3/7/2018 |TEmamlands
22 ams <K 7 unum|ar Sunum NEU-KAK-QMS-SUN-002 %zlite ¥anetim Sistemi 15 3/7/2018 | TEmamizndi
ZaKR TIP FAKULTES] 7 unumiar Sunum NEU-TIP-AKR-SUN-003 MDCN Faculty of Medicine Presentation to Nigeriz 1 Temamland:
24 A G.Andrieu S Audits-Denstimler Tablo NEU-KAK-AKR-TBL-00L Copy of FINAL SCHEDULE COREN Audit Highlights of NEU 1 25022018 |Temamiand!
3 ams C.0zkan + M. Yakobchuk 11 Trainin, TRN NEU-XAK-QMS-TRN-001 How to use of Google Drive 1 3f23/2018 |Temamiand:
% |aws C.Ozkan + M. Yakobchuk |11 Training-E§itim TRN NEU-KAK-QMS TRN-002 Haw o use of QMS 1 3/23/3018 | Temamiand!
7 [akr € Gekan & Minutes of Mesting- Tutanaklar Tutumak NEU-KAK-AKR-TUT-001 Koardinatorlugun Kurulus Toplant Tutanag: Kizsoru 1 03102017 |Temamiands
28 AKR C.Cakan & Minutes of Meeting- Tutanaklar Tutunak NEU-KAK-AKR-TUT-002 Dis_Hekimligl_Fzkuitesi_Tutanzgi_ 2 Temamiandi
B AKR C.Ozkan 6 Minutes of Mesting- Tutanaklar Tutunak NEU-(AK-AKR-TUT-D03 insaat_Muhendisligi_Bolumu_Tutanagi 2 Temamland: N
W AKR C.Ozkan & Minutes of Mesting- Tutanaklar Tutunak NEU-XAK-AKR-TUT-004 Muhendisiik Fakultesi Tutanags 4 Temamiznd! -
<
+ = Document Change Record Configuration Item List Legend

1. “Proje” column is keeping records of project name under which following file created.
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KAK

KAK

C.Ozkan

C.Ozkan

C.Ozkan

C_.Ozkan+ M. Yakobchuk
C.Ozkan

C.0zkan + M. Yakobchuk
C.0zkan+ M. Yzkobchuk
COREN

C.Ozkan

C.Ozkan

C.Ozkan

EAK
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2. “Hazirlayan” column establishes responsible body or person/group of people who
prepared following file.

C

7 Presentations-Sunurmlar

7 Presenmtations-Sunumlar

4 Configuration-Konfigirasyon

1 Forms and Checklists-Formlar we Kontrol Listelari

1 Forms and Checklists-Formlar ve Kontrol Listeleri

1 Forms and Checklists-Formilar we Kontrol Listeleri

1 Forms and Checklists-Formlar we Kontrol Listeleri

4 Configuration-Konfigirasyon

5 Audits-Denstimlar

5 Audits-Denstimler

2 Templates-Ssblonlar

2 Templates-Sablonlar

2 Templates-Ssblonlar

7 Presenmtations-Sunumlar

3. “Dosyanin Yeri” column shows the place of file under which folder it was created.
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Liste

Liste

Liste

Lizte

Liste

Rapor

Rapor
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Sablon
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4. “Dosya Tipi” explains the type of created file.

E

MEU-¥AK-2KR-BROS-001
MEL-¥AK-AKR-BROS-002
MEU-KAK-OMS-CIL-001
MEU-XAK-OMS-LI-001
MEU-KAK-OMS-LI-002
MEU-KAK-OQMS-LI-003
MEU-KAK-OMS-LI-004
MEU-KAK-OMS-AIL-001
MEU-XAK-2KR-RP-001
COR-AKR-R=-001
MEU-XAK-OMS-TPL-001
MEU-KAK-OMS-TPL-002
MEU-KAK-QMS-TPL-003
NEU-KAK-AKR-SUN-001

NEU-KAK-QMS-TRN-003
How to create and record a file

YAKIN DOGU UNIVERSITESI
KALITEVE AKREDITASYON KOORDINATORLUGU

5. “Dosya Kodu” column is designed to keep records of files codification.

KAK MODEK Duyurusu

KAK MODEK Duyurusu
Configuration Item List

Toplanti Katilimci Listesi
FAQL
List of contacts

Dossier to prapare for the Accreditation Visit of Nigeria

Action |tem List

Migeriam COREM Audit Highlights of NEU
COREN INTERIM REPORT

Tutanak

Antetli Kagit TR

Antetli Kagit Yatay TR

NEU bilgilendirme

6. “Dosya AdI” is saving name of organized files.

G
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8. “Versiyon” column shows the number of file version.

9. “Tarih” column shows the date of the file.

YAKIN DOGU UNIVERSITESI

KALITEVE AKREDITASYON KOORDINATORLUGU

10. “Durum” is the section where moderator can see status of a following file.

Tamamland:

Tamamland:

Calisilyar

Tamamland:

Tamamland:

Tamamland:

Tamamland:

Aok

Tamamland:

Tamamland:

Tamamland:

Tamamland:

Tamamland:

Tamamland:

Tamamland:

Tamamland:

Tamamland:
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DOSYA OLUSTURMA VE KAYDETME

Dosya kodlama kurallari.
Yakin Dogu Universitesi Kalite ve Akreditasyon Ofisi’nin dosya isimlendirmesi igin olusturmus
oldugu bir standart mevcuttur.
Ornek: NEU-KAK-QMS-LI-001_V1.1_Toplanti_Katilimci_Listesi_26.03.2018
NEU-MUH-INS-AKR-TUT-010_V1.0_Insaat_Kalite_Toplantisi_05.02.2018
1. Okulismi: “NEU”
Koordinatorliik/ Fakilte: “KAK”/ “MUH”
Bolim: “QMS”/ “INS”
Program: “AKR”
Dosya turu: “LI”/ “TUT”
Dosya numarasi : “001”/ “010”
7. Dosya versiyonu: “V1.1” / “V1.0”
Versiyon kontrolii, bir belgenin farkh srimlerinin yonetildigi sirectir. Bir dizi belgeyi izler ve
daha fazla revizyon icin bir denetim mekanizmasi olusturur. Versiyon kontroli, 6zellikle
birden fazla kisinin bir dokiiman veya belge tizerinde diizenli sekilde calisabilmelerine yarar.

ouAwWN

Bir belgenin her bir ardisik taslagi, nihai bir stirim tamamlanana kadar sirasiyla 0.1, 0.2, 0.3 ...

seklinde numaralandirilir. En son olusturulan versiyon 1.0 olur. Eger versiyon 1.0 revize
edilecekse, taslaklar stirim 2.0 tamamlanana kadar 1.1, 1.2 vb. olarak numaralandirilir.
Opsiyonlu

Versiyon numarasi, herhangi bir belge basligi sayfasinda ve/veya her sayfanin tstbilgisinde
(header) ve/veya altbilgisinde (footer) yazilabilir.

”n

8.Dosya adi: “_Toplanti_Katilimci_Listesi_” /“ Insaat_Kalite_Toplantisi_

9.Tarih: “26.03.2018” / “05.02.2018”
Dosya isimlendirmelerinde “_” semboli kelimeler arasinda okunabilirligi
arttirmak igin kullanilabilinir.

Dosya Konfigiirasyon Listesi Google Drive’da “Kalite ve Akreditasyon” klasori altinda “4
Configuration — Konfigiirasyon” klasoériinde bulunur.
“NEU-KAK-QMS-CIL-001_V1.1_Configuration_ltem_List_11.04.2018.xlIsx”

Bu Excel belgesi, Kalite ve Akreditasyon Ofisi tarafindan alinan ve olusturulan tim mevcut
dosyalarin kaydini tutmak icin olusturulmustur.

3 tablodan (Tab) olusur : “Document Change Record” , “Configuration item List”, “Legend”
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File Edit View Insert Format Data Tools Add-ons Help Last edit was 52 minutes ago
- T % - % .0 .00 123-  Calibri - 1 - B I & A & H 3 A
=
A B c ) E F G H 1
5
T AKR HAK 7 umiar Brozir -8R05-001 KAK MUDEK Duyurusu 3 1/24/2018 |Temamiznd:
8 ke HAK 7 i umiar Srogir NEU-4AK-AKR-BRO5-002 KAK MUDEK Duyurusu : 1/24/2018 |Temamiand:
S |ams C.Ockan 4 Configuration-Kenfigiasyon Liste NEU-KAK-QMS-CIL-001 Configuration ltem List : 05042005 | calgiiyar
0 |ams € Ozkan 1 Forms snd Checklists-Formlar ve Kontrol Listeleri Liste NEU-KAK-QMS-L1-001 Toplanti Katilimei Listesi 11 2603.2018 | Tamamiand:
" |ams C.Ockan 1 Forms and Checklists-Formlar ve Kontrol Listleri Liste NEU-KAK-QMS-L1-002 A 2 02042018 |Temamlands
12 |ams C Oskan+ M. Vekobshuk 1 Forms and Checklists-Formlar ve Konero| Listeleri Liste NEU-KAK-GMS-L1-003 Ust of contacts 11 02042018 |Tamamiand:
3 ams C.Ozkan 4 Forms and Checklists-Formlar ve Kontrol Uisteleri _|Liste NEU-KAK-QIS-L-004 Dossier to prapare for the Accreditation Visit of Nigeria 03042018 | Tamarniand:
“ aws C Bzkan + M Yakobehuk |4 Configuration-Konfizirasyan Liste. NEU-KAK-QWS-AILBOL Action Item 1 1/22/2018] Ak
5 a C.Ozkan= M, Yskobchuk |3 Audits Denstimler Rapor NEU-KAK-AKR-RF-001 Nigerizn COREN Audit Highlights of NEU 1 26032015 | Temamiands
[ coRen 5 AugitsDenssmiar Rapor COR-AKRAP-00L COREN INTERIM REPORT 1 25032018 |Temamiznds
7 |ams C.Ozkan 2 Templates-Sabloniar §ablon NEU-KAK-QMS-TPLOOL Tutanzk 1 13.12.2007 | Temamiand:
18 awms COzan 2 Tempiates Ssbianiar s2bion NEL-%AK -GS TPLO0Z Antetli Kagit TR 2 26032015 | Tamamiand:
9 |ams C.Ozkan 2 Templates-Sablonlar Sablen NEU-KAK-QMS-TPL003 Antetl Hagit Yatzy TR 1 04042015 |Temamlznds
D sk Ak 7 umiar Surum NEU-KAK-AKR-SUN-001 NEU bilgilendirme 1 12/13/2017 | Temamizndi
A akr HAK 7 i umlar Sunum NEU-KAK-AKR-SUN-001 Nedir 2 3/7/2015 |Temamiand:
2 |ams KAK 7 umlar Sunum NEU-KAK-QMS-SUN-002 Kalite ¥onetim Sistemi 15 3/7/2018 | Temamiands
2 s TiP FAKD(TESE 7 i umlar Sunum NEU-TIP-AKR-SUN-003 MDCN Facuity of Medicing Presentation to Nigeria 1 Temamlznd!
PR G.Andrieu 5 Audits-Denstimler Teblo NEU-KAK-2KR-TBL-0DL Copy of FINAL SCHEDULE COREN Audit Highlights of NEU 1 25032008 |Temamiznds
% |ams CBakan + M. Yakobehuk 11 Training-Egitim TRN NEU-KAK-QMS-TRN-001 How to use of Google Drive 1 3/23/2018 |Temamiandi
% qws C Bzkan + _vakopenuk |11 Training-£8inm RN NEU-XAK-QMS-TRN-002 How to s of AMS 1 3/23/2018 | Temamiand:
7 akr € Orkan 6 Minutes of Mesting. Tutanaklar Tutunak NEU-KAK-AKR-TUT-00L Koordinatoriugun Kurulus Toplant Tutanag: Kissaru 1 03102017 |Temamiznd:
® AKR C.Ozkan & Minutes of Mesting- Tutanaklar Tutunak NEU-KAK-AKR-TUT-002 Dis_Hekimligi_Fakuftesi_Tutanagl_ 2 02.10.17 | Tamamland
2 AKR C.Ozkan & Minutes of Mesting- Tutanaklar Tutunak NEU-KAK-AKR-TUT-003 nsazt_Muhendislig_Balume_Tutanzgi 2 Tamamlznd!
W akR € .Ozkan & Minutes of Mesting- Tutanaklar Tutunak NEU-KAK-AKR-TUT-004 Muhendilik Fakules| Tutanag: 4 Tamamlznd!
+ Document Change Record Configuration Item List Legend

I:'l

5

v AER
8 AKR
8 QnS
10 anAs
11 NS
12 amnms
12 LS
14 lams
i3 AER
18 AKR
17 ans
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20 AER
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1. “Proje” sUtunu, asagidaki dosyanin olusturuldugu proje adi kayitlarini tutuyor.

KAK

KAK

C.Ozkan

C.Ozkan

C.Ozkan

C_.Ozkan+ M. Yakobchuk
C.Ozkan

C.0zkan + M. Yakobchuk
C.0zkan+ M. Yzkobchuk
COREN

C.Ozkan

C.Ozkan

C.Ozkan

EAK

2. “Hazirlayan” sttunu asagidaki dosyayi hazirlayan kisi veya kisi / grup sorumlu kisi kura

LEFKOSA, MERSIN 10 TURKEY, KKTC - Tel: +903926751000/3170 -

C

7 Presentations-Sunumlar

7 Presentations-Sunumlar

4 Configuration-Konfigirasyon

1 Forms and Checklists-Formilar we Kontrol Listeleri

1 Forms and Checklists-Formlar we Kontrol Listeleri

1 Forms and Checklists-Formlar we Kontrol Listeleri

1 Forms and Checklists-Formilar we Kontrol Listelari

4 Configuration-Konfigu@syon

5 Audits-Denstimlar

5 Audits-Denstimlar

2 Templates-Ssblonlar

2 Templates-Ssblonlar

2 Templates-Sablonlar

7 Presentations-Sunumlar
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3. “ Dosyanin Yeri” dosyanin hangi klasérin altinda olusturuldugunu gosterir.

1]

Brosgir

Brosgir

Liste

Liste

Liste

Liste

izt

Liste

Rapor

Rapaor

Sablon

Sablon
Sablon

Sunum

4. “Dosya Tipi” olusturulan dosyanin tirind agiklar

E

MEU-¥AK-2KR-BROS-001
MEL-¥AK-AKR-BROS-002
MEU-KAK-OMS-CIL-001
MEU-XAK-OMS-LI-001
MEU-KAK-OMS-LI-002
MEU-KAK-OQMS-LI-003
MEU-KAK-OMS-LI-004
MEU-KAK-OMS-AIL-001
MEU-XAK-2KR-RP-001
COR-AKR-R=-001
MEU-KAK-OMS-TPL-001
MEU-KAK-OMS-TPL-002
MEU-KAK-QMS-TPL-003
NEU-KAK-AKR-SUN-001
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5. “Dosya Kodu” slitunu dosyalari kodlama kayitlarini tutmak icin tasarlanmistir

KAK MODEK Duyurusu

KAK MUDEK Duyurusu
Configuration Item List

Toplanti Katilimei Listasi
FAQ.
List of contacts

Dossier to prepare for the Accreditation Visit of Nigeria

Action |tem List

Nigerian COREN Audit Highlights of NEU
COREN INTERIM REPORT

Tutanzk

Antetli Kagit TR

Antetli Kagit Yatay TR

MEU bilgilendirme

6. “Dosya Adi” organize dosyalarin adini kaydediyor

G

3

11

11

SO SN R Y e R [

8. “Versiyon” dosya sliriimi sayisini gosterir.

9. “Tarih” belgenin tarihini gosterir.
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10. “Durum” mevcut islem durumunu gosterir.

Tamamland:

Tamamland:

Calisilyar
Tamamland:

Tamamland:

Tamamland:

Tamamland:

Aok

Tamamland:

Tamamland:

Tamamland:

Tamamland:

Tamamland:

Tamamland:

Tamamland:

Tamamland:

Tamamland:
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HOW TO CREATE A FILE IN Google Drive

1. Create a document on your PC. There are many ways to design a file.
Navigate to the folder or desktop, you would like to create your file. For example,
‘My Documents’

% » Computer » v | 43 [ Search Computer P
Organize v System properties  Uninstall or change a program  Map network drive  Open Control Panel g~ 0O @
¢ Favorites 4 Hard Disk Drives (1)
B Desktop Windows (C:)

18 Downloads >
439 GB free of 465 GB

% Recent Places
4 Devices with Removable Storage (1)

= Lig >
[qw EIEl DVD RW Drive (D)
22
&) Muse -~

&) Pictures
B Videos

1% Computer

&, Windows (C:)
€ Network
5 | BEN-PC-104 Workgroup: WORKGROUP Memory: 4,00 GB
o i Processor: Intel(R) Core(TM) i3-60...

2. Right click an empty section of the folder window or desktop.

View
Sort by
Refresh

Paste
Recycle Bin

Paste shortcut
Undo Move Ctrl+Z

i Grafik Ozellikleri...
mq Grafik Segenekleri

gle
SR New
Chrome

i Screen resolution

Gadgets

7 r b
aﬁ - Personalize
MO:

\Thunderbird
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3. Select “New” from the context menu.

View
Sort by

Refresh

Paste

Paste shortcut

Undo Move CtrieZ

B Grafik Ozellikleri...

B Grafik Secenekleri

. Folder
Shortcut

Microsoft Office Access 2007 Database
Bitmap image

Contact

Microsoft Office Word Document
Journal Document

Microsoft Office PowerPoint Presentation
Microsoft Office Publisher Document
WinRAR argivi

Text Document

Microsoft Office Excel Worksheet
WinRAR ZIP arsivi

Briefcase

4. Select the type of file you'd like to create.

View
Sort by
Refresh

Paste
Paste shortcut
Undo Move

Grafik Ozellikleri...
Grafik Secenekleri

New » } |, Folder

Screen resolution el shotcir

¥ Gadgets ] Microsoft Office Access 2007 Database
i Personalize [& Bitmap image
F C

] Microsoft Office Word Document

|%] Journal Document

1] Microsoft Office PowerPoint Presentation
&) Microsoft Office Publisher Document

B WinRAR argivi

|| TexdDocument

i) Microsoft Office Excel Worksheet

B WinRAR ZIP arsivi

€ Briefcase
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5. Enter a name for the newly created file.

Mozilla
\Thunderbird

e

10:06

TR . "
&3S oms

6. Inordertoinsert a document into “Google Drive” check KAK file “NEU-KAK-QMS-TRN-
001 V1.0 How_to use_of Google Drive 23.03.2018” section 6 “Drag-and-Drop”

Mailn  — O
() Online Services —Near £ X ' 551 Inbox (70) - 20173770@ X / & NEU Other - Google Driv X
< c \ @ Secure | https://drive.google.com/drive/folders/1zy7T5fsCiWavjsShcldnhbSKVLodpjd2 x}\ B O B &
Ed o (0 MyProfile || razersi || crosapu\nepesoass € youtube || Kuzey Kibris Ministr Ukrsine [ cypropedia » Other bookmarks
ool ety D o £
(D""m‘m." Drive @y Search Drive HHE 2 ] @
“ Shared w.. > Kalite ve Akre... > 6 Minutesofth.. > NEUOth..~ & = @ £
» B MyDrive Name 4 Owner Last modified
ah  Shared with me W  BESYO 7 Mart 2018 Toplanti.docx <% Kalite Kalite Mar 14,2018
@ Recent
W BESYO 19 Subat 2018 Toplanti (a).docx &% Kalite Kalite Mar 14,2018
4% Google Photos
W insaat Kalite Toplantisi_05022018.docx &% Kalite Kalite Mar 13,2018
Y Starred
[ ] Trash
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p X . v — X
/ Q) Online Services ~Near £ X { %31 Inbox (70) - 201737708+ x / & NEUOther - Google Drit X\
€ ->C ‘ @ Secure | http: i I ders/12y7T5fsCiWavjsShcldnhbSKVLodpjd2 vhl & O P ®
Ei D MyProfile || rasers || crosapv\nepesosss @B youtube || Kuzey Kibris Ministric || Ukraine || cypropedia » | [ Other bookmarks
@ﬂmw Drive Q Search Drive > #H 0 0
m Shared w.. > Kaliteve Akre.. > 6 Minutesofth.. > NEUOth..~ & = @ £
» g My Drive Name Owner Last modified
&%  sharedwithme W BESYO7 Mart 2018 Toplanti.docx % Kalite Kalite Mar 14,2018
O ecent W BESYO 19 Subat 2018 Toplanti (a).docx &% Kalite Kalite Mar 14,2018
‘.’r Google Photos
W insaat Kalite Toplantisi_05022018.docx =% Kalite Kalite Mar 13,2018
Y Sstamed
W Trash
45.8 MB used
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GOOGLE DRIVE’DA DOSYA NASIL OLUSTURULUR

1. PC'nizde bir belge olusturun. Bir dosya olusturmanin bircok yolu vardir. Dosyanizi
olusturmak istersiniz ilgili klasére veya masadistiine gidin. Ornegin: 'Benim dékiimanlarim'

M ) Computer » v | ¥2 | Search Computer pe)
Organize v System properties  Uninstall or change a program  Map network drive  Open Control Panel =~ (O @
7 Favorites 4 Hard Disk Drives (1)
B Desktop Windows (C:)
& Downloads = )

3
% Recent Places 439 GB free of 465 GB

4 Devices with Removable Storage (1)

i Ligga
‘ @ S DVD RW Drive (D)
)&
o Must

[&=] Pictures

B Videos

1% Computer
&, Windows (C)

€ Network

BEN-PC-104 Workgroup: WORKGROUP Memory: 4,00 GB
Processor: Intel(R) Core(TM) i3-60...

¥

2. Klasor penceresinin veya masadistinin bos bir bolimiinde sag tiklayin.

View
Sort by
Refresh

Paste
Paste shortcut
Undo Move Ctrl+Z

Grafik Ozellikleri...
Grafik Secenekleri

New

| Screen resolution
5 Gadgets
Personalize

Mozilla

\Thunderbird
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3. Agilan mentden “Yeni” yi segin.

o h M

Computer NEU

View
Sort by
Refresh

Paste
Paste shortcut
Undo Move Ctrl+Z

@ Grafik Ozellikleri...
B Grafik Secenekleri

. Folder

B Screen resolution Shortcut

Gadgets 3] Microsoft Office Access 2007 Database
Bitmap image
Contact
Microsoft Office Word Document
Journal Document
Microsoft Office PowerPoint Presentation
Microsoft Office Publisher Document
WinRAR argivi
Text Document
Microsoft Office Excel Worksheet
WinRAR ZIP arsivi

Briefcase

DR B

Computer NEU Google D

View
Sort by
Refresh

Paste
Paste shortcut
Undo Move Ctrl+Z

Grafik Ozellikleri...
Grafik Secenekleri

New

B Screen resolution
ki Gadgets 2] Microsoft Office Access 2007 Database
[ Personalize & Bitmap image

-] _Contact

M 4] Microsoft Office Word Document

€] Joumnal Document

&1 Microsoft Office PowerPoint Presentation
&) Microsoft Office Publisher Document
B WinRAR argivi

|| TextDocument

i) Microsoft Office Excel Worksheet

B WinRARZIP arsivi

€ Briefcase
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5. Yeni olusturulan dosya igin bir isim girin.

Mozilla
\hunderbird

10:06

Mo DS s

6. Bir dokiimani “Google Drive” igine yerlestirmek i¢cin “NEU-KAK-QMS-TRN-
001 V1.0 How_to_use_of Google Drive 23.03.2018” b6lim 6'ya bakin (“Sirlikle ve Birak”).
DR -

Wale  — o X
() Online Services—Near £ X ' 551 Inbox (70) - 20173770@ X / & NEU Other - Google Driv X : AR 4

< C | @ Secure | https://drive.google.com/drive/folders/12y7T5fsCiWavjsShcldnhbSKVLodpja2 *| & O ®
Ed o (@ MyProfile || rasersi || crosapu\nepesoass @ youtube || Kuzey Kibris Ministr Ukraine || cypropedia » Other bookmarks
TAuA 090U DNVERIITLY i} 2 - HH
@.mm,w." Drive Q  searchDrive m Q m

“ Shared w.. > Kaliteve Akre.. > 6 Minutesofth.. > NEUOth..~ & m @ £

» B wmyorive Name Owner Last modified
. ;
an  Shared withme W  BESYO 7 Mart 2018 Toplantr.docx &% Kalite Kalite Mar 14,2018

Recent

©

W  BESYO 19 Subat 2018 Toplanti (a).docx =% Kalite Kalite Mar 14,2018
4> Google Photos

W insaat Kalite Toplantisi_05022018.docx <% Kalite Kalite Mar 13,2018
Y Starred
B Trash
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p X . v — X
/ Q) Online Services ~Near £ X { %31 Inbox (70) - 201737708+ x / & NEUOther - Google Drit X\
€ ->C ‘ @ Secure | http: i I ders/12y7T5fsCiWavjsShcldnhbSKVLodpjd2 vhl & O P ®
Ei D MyProfile || rasers || crosapv\nepesosss @B youtube || Kuzey Kibris Ministric || Ukraine || cypropedia » | [ Other bookmarks
@ﬂmw Drive Q Search Drive > #H 0 0
m Shared w.. > Kaliteve Akre.. > 6 Minutesofth.. > NEUOth..~ & = @ £
» g My Drive Name Owner Last modified
&%  sharedwithme W BESYO7 Mart 2018 Toplanti.docx % Kalite Kalite Mar 14,2018
O ecent W BESYO 19 Subat 2018 Toplanti (a).docx &% Kalite Kalite Mar 14,2018
‘.’r Google Photos
W insaat Kalite Toplantisi_05022018.docx =% Kalite Kalite Mar 13,2018
Y Sstamed
W Trash
45.8 MB used
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HOW TO CREATE A Google Document/ Google Sheet

1. There are five types of files you can create on Google Drive:
o DOCUMENTS (similar to Microsoft Word)
o  SPREADSHEETS (similar to Microsoft Excel)
e PRESENTATIONS
e FORMS
e DRAWINGS
2. From Google Drive, locate and select the “New” button, then choose the type of file you
want to create.
sl Drive  Q  SearchDrive . o0
= My Drve - = 0 @
] Folder [
) File upload
Folder upload ¥
[
Google Docs > =] 2w
" GOOQ'E Sheets > FFICE-LI-001_V1.0_TIME. NEU-KAK-QMS-CIL-001_V1.1_Config. NEU-KAK-QMS-AIL-001_V1.0_Action. NEU-KAK-QMS-TRN-001_V1.0_How_.
oday You edited this week Kalite Kalite edited this month You opened today
Google Slides >
More » I
e — Name ™ Owner Last modified File size
BB Getting started Mar 22,2018 me 630 KB
NEU-KAK-QMS-AIL-001_V1.0_Action_ltem_List_22.01.2018.xlsx &% Apr 13,2018 Kalite Kalite -
3. Your new file will appear in a new tab on your browser. Locate and select Untitled

document in the upper-left corner.

Uintitled document

File Edit Wiew Insert mat Tools

s N - 100% - Mormal text -

1 0 0 0]
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4. The Rename dialog box will appear. Type a name for your file, then click OK.

| Untitled document

Ofmat Tools Add-ons Help

e~ o o P 100% - Mormaltext - Arial - 1 - B I U _ﬁ

I T T T T T (T S T (N T ST K S S T S T S S I S

5. Your file will be renamed. You can access the file at any time from your Google Drive,
where it will be saved automatically. Simply double-click to open the file again.

NOTE: There is no “Save” button, because Google Drive uses autosave, which
automatically and immediately saves your files as you edit item.

WARNING!

While editing MS files (MS Document, MS Excel, etc...) from Google Drive an
automatic NEW FORMAT is created by default. To avoid that please “Download”
the desired MS file(s) to your PC, update it by using MS Office & “Upload” it back to
Google Drive.
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GOOGLE DOCUMENT/ GOOGLE SHEET NASIL OLUSTURULUR

1. Google Drive’da olusturabileceginiz bes dosya tiirti vardir
o BELGELER (Microsoft Word'e benzer)
o SPREADSHEETS (Microsoft Excel'e benzer)

e SUNULAR
e FORMLAR

e CiZIMLER

2. Google Drive'dan, “Yeni” digmesini bulun ve secin, ardindan olusturmak istediginiz dosya
turdnd segin.

(Dumitm Drive Q. sescnoe . # 0 Q
“ My Drive - m oo O
Folder

> ss

) File upload

Folder upload

[
Google Docs > = i w
b
Google Sheets > FFICE-LI-001_V1.0_TIME NEU-KAK-QMS-CIL-001_¥1.1_Config NEU-KAK-QMS-AIL-001_V1.0_Action NEU-KAK-QMS-TRN-001_V1.0_How_
) oday You edited this week Kalite Kalite edited this month You opened today
Google Slides >
More >
— ‘Name " Owner Last modified File size
B Tash
[0  Getting started me Mar 22,2018 me 680 KB
NEU-KAK-QMS-AIL-001_V1.0_Action_ltem_List_22.01.2018xlsx 2%  me Apr 13,2018 Kalite Kalite -
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3. Yenidosyaniz tarayicinizda yeni bir sekmede goriinecektir. Sol tst kosede Adsiz belge bulun
ve segin.

Untitled document
File Edit Wiew Insert mat Tools Add-ons Help

s N - 100% - Mormal text - Arial - 11 - B

T R T R e T T T S S R |

=]

4. Yeniden Adlandir iletisim kutusu goriinecektir. Dosyaniz i¢in bir ad yazin, ardindan Tamam'i
tiklayin.

| Untitled document

Ofmat Tools Add-ons Help

M o~ T 100% - Mormaltext -~ Arial - 1 - B I U /

T T T T T T (T S T T ST K T S T S T S S I S
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5. Dosyaniz yeniden adlandirilacaktir. Dosyaya, istediginiz zaman otomatik olarak
kaydedilecegi Google Drive'dan erisebilirsiniz. Dosyayi tekrar agmak igin ¢ift tiklayin.

NOT: “Save” diigmesi yoktur, ¢linkii Google Drive otomatik kaydetmeyi kullanir, bu da
dosyalarinizi diizenlerken dosyalarinizi otomatik olarak ve aninda kaydeder.

UYARI!

Google Drive'dan MS dosyalarini (MS Document, MS Excel, etc ...) diizenlerken
varsayilan “otomatik” YENi FORMAT (Google Format’i) olusturulur. Bunu 6nlemek
icin ltitfen MS dosyalarini 6nce PC'nize indirin (download), sonra MS ofisi kullanarak
glincelleyin (save as) ve tekrar Google Drive'a geri yiikleyin (upload).
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