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COMPUTER TECHNOLOGIES

OFFICE ADMINISTRATION
Office Professional Degree - A25370P

-Online

The Office Professional curriculum (AAS degree) prepares
individuals for employment as administrative office personnel.
Students can develop skills in administrative office procedures and
tasks, along with office software applications, records
management, keyboarding, editing and advanced formatting,
office computations, oral and written communication, critical
thinking, team building, and problem solving. The degree may be
earned online.

Graduates could qualify for employment opportunities in a variety

of office positions in business, government, and industry. Students
may be eligible to take industry-recognized certification exams.

Program Sequence

FIRST SEMESTER

ENG 111  Writing @and INQUITY ........ccoceeruireniienienieie e 3
OST 122  Office Computations............... .3
OST 137  Office Software Applications .. .3
OST 184 Records Management..........cccererereenienieseenieseseennes 3
OST 164  Text Editing Applications..........ccccevveenieenenniieeieenee 3
SECOND SEMESTER

__  ENgIlish EIECtIVE........cceeveiiiiniieie e 3
CTS 130  SPreadsheet.........ccceceeeeeririiriienienieienesieeee e 3
OST 136 Word Processing............. ]
OST 134 Text Entry & Formatting............ .3
MAT 110 Math Measurement & LIteracy ..........ccocevereenienueneenne. 3

SUMMER SEMESTER
Social Science Elective
HUM / FA Elective

Eligible for Office Professional Certificate (C25370P): OST-122,
OST-137, OST-164, OST-184, OST-134, OST-136

THIRD SEMESTER

OST 138 Advanced Software Applications...........c.ccccevereeinenne.
OST 181 Introduction to Office Systems ..........ccccvveeeveicnennenne.
OST 236 Adv. Word / Information Processing.

OST 135 Adv. Text Entry and Formatting .......
OST 286 Professional Development..........ccccceveniececncnencnenne.

Eligible for Office Professional Diploma (D25370P): OST-122,
OST-134, OST-181, OST-184, OST-135, OST-136, OST-137, OST-
164, OST-286, CTS-130, ENG-111, ENG Elective

FOURTH SEMESTER

CTS 230 Advanced Spreadsheet..........ccocererieneneneenieneeeee 3
OST 165 Adv Office Editing............ 3
OST 233  Office Publications Design .. 3
OST 289  Office Admin Capstone...... .3
S © AN 1= 1) U 3
Eligible for Office Software Certificate (C25370S): CTS-130,
OST-136, OST-137, OST-236, CTS-230

Humanities and Fine Arts Electives

(Choose 3 credit hours from the following courses)

HUM 110 Technology and SOCIEtY..........ccceereereeriieeneeniieieens 3
HUM 115  Critical Thinking........cccooeemienienieeneeeeeeee e 3
English Electives

(Choose 3 credit hours from the following courses)

ENG 114 Professional Research and Reporting .... .3
ENG 112  Writing/Research in the DiSC.........ccccvvveeiieniiiiiecieens 3

Social Sciences Electives
(Choose 3 credit hours from the following courses)

PSY 150 General PSychology .......ccccoceverereeiienienieieseeeeeeee 3
SOC 210 Introduction to Sociology ....

PSY 118 Interpersonal PSychology .........cccccceoerereeiienieneeneenne 3
OA Electives

Choose 3 credit hours from the following courses:

ACC 120  Prin of Financial ACCOUNtING .......cccevveriereeiienienieieens 3
BUS 115 BUSINESS LAW | ..eooiiiiiiiiiiiicicieccseee e 3
BUS 153 Human Resource Management ...........ccoccceveeneennenns 3
OST 132 Keyboard Speed Building..........cccoeveeveneneeniencnieiee 2
OST 153  Office Finance Solutions............cccoevveeveninieiienenieiee 3
OST 155 Legal Terminology ........cccceereereeriereenienieeiesiesieeeeeeee 3
OST 156 Legal Office Procedures..........ccoceveevenerieenienenieenens 3
OST 284 Emerging Technologies.........cccoeverieenieniieenieiieeene 2
WBL 111 Work —Based Learning I*............cccoceiiiniennnniecneeen. 1
WBL 121  Work-Based Learning 1* .........ccccocervenenenieneneeene 1
WBL 112  Work-Based Learning I* .........cccovveiiniienieniieceeen, 2
Graduation Requirements .........cccoceeeevenenieeneenne. 66 Credit Hours

* Work-Based Learning is an elective. WBL courses completed for
one program may not count toward the completion of another
program. For verification of WBL course work, please contact your
academic advisor and/or your departmental Work-Based Learning
faculty coordinator. Students must have approval from the
Department Head and pre-register with the Work-Based Learning
Office. The Work-Based Learning work period may be taken over
one semester as WBL 112, or two semesters as WBL 111 and WBL
121.

Office Professional Certificate — C25370P
-Online

This certificate provides the technical and administrative support
skills necessary for entry-level employment in a variety of offices.
The certificate is available online.

FIRST SEMESTER

OST 122  Office COMPULALIONS.....c.oivirieieiierieiesieeee e
OST 137  Office ApplICations I.........cccerveverinieiinieiescseeeee
OST 164  Office Editing ...............

OST 184 Records Management

SECOND SEMESTER

OST 134 Text Entry & FOrMatting.........cccceeuereeieenenieeiesceeeiee 3
OST 136  WOrd ProCeSSING ......ceeeveruirreieniinieresieeeesresieenennees 3
Graduation Requirements ..........ccceeeeveneneenene. 18 Credit Hours

Office Professional Diploma - D25370P

-Online

The Office Administration Diploma is designed for the individual
entering, upgrading, or retraining in the office field. Students can
develop skills in records management, office computations,
software applications, office procedures, keyboarding, editing and
advanced formatting, critical thinking, and problem solving. The
diploma may be earned online.

Graduates could qualify for entry-level employment opportunities
in a variety of office positions in business, government, and
industry. Students may be eligible to take industry-recognized
certification exams.

Program Sequence

FIRST SEMESTER
ENG 111  Writing and INQUINY......ccccceerveerienie e eee e 3
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OST 122  Office COMPULALIONS..........cooeeeeriirieeienienieeeesieeieeee e 3
OST 134 Text Entry and FOrmatting...........ccceceeneeieeniienneeneene 3
OST 181  Office Procedures ...........ccooeveveenineeienienineeeeeneeenes 3
OST 184 Records Management..........ccceverereenieneneenieneeeennes 3
SECOND SEMESTER
OST 135 Adv Text Entry & FOrmatting..........cccceveneeiencnennene. 3
OST 136 Word Processing...........cceu.... .3
OST 137  Office Applications | .. .3
OST 164  Office Editing........ccceeveruee. .3
OST 286 Professional Development ..........cccocceeveeiieniennieennene 3
SUMMER SEMESTER
CTS 130 Spreadsheet........ocooieiiiiiiiiiee e 3
ENG EIECHVE. ..o 3

English Electives
(Choose 3 credit hours from the following courses)

ENG 112  Writing/Research in the DiSC..........ccceeerereenieneneene. 3
ENG 114 Professional Research and Reporting ............ccccceeneee 3
Graduation Requirements ..........cccccovvvecvcnennenne. 36 Credit Hours

Office Finance Degree - A25370F

-Online

Office Administration has a new concentration in Office Finance
(AAS degree). Students can develop skills in accounting and office
finance, along with office procedures, office software applications,
records management, office computations, keyboarding, editing
and formatting, oral and written communication, critical thinking,
team building and problem solving. The degree may be earned
online.

Graduates could qualify for employment opportunities in
government agencies, real estate offices, financial institutions, and

large to small offices and businesses. Students may be eligible to
take industry-recognized certification exams.

Program Sequence

FIRST SEMESTER

ENG 111  Writing and INQUINY .....ccceereeiiineenie e 3
OST 122  Office COMPULALIONS..........ccceeverinericieneerescreeeees 3
OST 137  Office Applications I .. .3
OST 164  Office Editing................ .3
OST 184 Records Management.. .3
SECOND SEMESTER

CTS 130 Spreadsheet.......ccccvieiiiiiiiiiieceeeeee e 3
OST 134 TextEntry & FOrmatting .......cccceeeruereeneneneenieneeeee 3
OST 136 Word Processing...........coeeuee. .3
MAT 110 Math Measurement & Literacy .. .3
__ ENnglish EIECtVE.......ccceeceeiiriirieieneeeee e 3

Eligible for Office Professional Certificate (C25370P): OST-122,
OST-137, OST-164, OST-184, OST-134, OST-136SUMMER
SEMESTER
Social Science EIeCtiVe............ccouveeeueeecieeeecieeceieeeeas 3
HumanitieS/FA EIECHIVE .........ccvveviiieeciiee e 3

THIRD SEMESTER

ACC 120 Prin of Financial ACCOUNLING ........ccoveerieriienienieeieenns 4
OST 138  Office Applications II................ .3
OST 181  Office Procedures...... .3
OST 236 AdvWord Processing...... .3
OST 286 Professional Development...........cocceceveneeeencnennene 3

Eligible for Office Professional Diploma (D25370P): OST-122,
OST-134, OST-181, OST-184, OST-135, OST-136, OST-137, OST-
164, OST-286, CTS-130, ENG-111, ENG Elective

FOURTH SEMESTER

OST 153  Office Finance SolUutions ..........cccocvveveeeninenecincneeene 3
CTS 230 Advanced Spreadsheet............ccoooeeieeneeniieenieiieeiene 3
OST 165  Adv Office EditiNg .....cccvevververieieenienieiesieeeesee s
OST 289  Office Admin Capstone

OAEIECHVE ...t

Eligible for Office Software Certificate (C25370S): CTS-130,
OST-136, OST-137, OST-236, CTS-230

Graduation Requirements .......c.cccoceeveeieenieeninene 66 Credit Hours

Humanities and Fine Arts Electives

(Choose 3 credit hours from the following courses)

HUM 110 Technology and SOCIEtY ..........ccecuerieerieeneriiiesiieneeens 3
HUM 115  Critical ThinKiNg .......coceieririeiereneeeeeeeeeeeeeees 3

English Electives

(Choose 3 credit hours from the following courses)

ENG 114 Professional Research and Reporting............cccceuenee. 3
ENG 112  Writing/Research in the DiSC ........cccceveeiieiiieenienies 3

Social Sciences Electives
(Choose 3 credit hours from the following courses)

PSY 150 General Psychology

SOC 210 Introduction to Sociology ....

PSY 118 Interpersonal Psychology

OA Electives

Choose 2 credit hours from the following courses:

BUS 115 BuSINeSS Law | ......cccccocviiiiiiiiiiiicccice 3
BUS 153 Human Resource Management ............ccccoceeneeneenns 3
OST 132  Keyboard Skill BUilding.........ccccervirnieniiniieniesieeiene 2
OST 135 Adv Text Entry & FOrmat.......cccoeveeieeneenieeniesieeiene 3
OST 155 Legal Terminology .......ccccceereereeruereeniesieseesiesieeeeiene 3
OST 156 Legal Office Procedures..........cccocceeveenieniieenensieneens 3
OST 233  Office Publications DeSign...........ccccueverieienieninceennenns 3
OST 284 Emerging TeChnologies.........cccceruereeiienienieiieneeeeiee 2
WBL 111 Work —Based Learning l.......cccccceveerieeiienieeeeeeeen. 1
WBL 121 Work-Based Learning ll........c.cccceveeiiiniieneneieeeeen. 1
WBL 112  Work-Based Learning l........ccccooereriieneninieneneeens 2

Legal Office Degree - A25370L

-Online

Office Administration has a new concentration in Legal Office
(AAS degree). Students can develop skills in legal office
procedures and tasks, along with legal terminology, business law,
office software applications, records management, office
computations, keyboarding, editing and advanced formatting, oral
and written communication, critical thinking, team building, and
problem solving. The degree may be earned online.

Graduates could qualify for employment opportunities in
government agencies, the court system, law offices, real estate
offices, financial institutions, and large to small offices and
businesses. Students may be eligible to take industry-recognized
certification exams.

Program Sequence

FIRST SEMESTER

ENG 111  Writing and INQUINY......cccceeeveerienie e eee e 3
OST 134  Text Entry & FOrmatting.........ccccoeveeneeneenieeneeniceiene 3
OST 136  WOrd ProCESSING .....ceruvereeeiieniieeieeniee e eniee e see e 3
OST 137  Office Applications |........cccccceervereieeiienieereesee e 3
OST 155 Legal Terminology ........cccceeeeereeriieenieenieeiee e 3
SECOND SEMESTER

CTS 130 Spreadsheet........ccccooiiiiiiieiiiiieeeeeee e 3
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OST 135 Adv Text Entry & FOrmatting........cccoceeveerveriveeneesnnns 3
OST 156 Legal Office Procedures...........ccoceveerieenieenienneesnene 3
MAT 110 Math Measurement & LIteracy ..........cccceverveneneneenne 3
__ ENglish EIECtVE.......coceeieeiirierieienieeese e 3

Eligible for Legal Office Certificate (C25370L): OST-134, OST-
136, OST-155, OST-135, OST-156

SUMMER SEMESTER
- Social Science Elective..........ccooeieiiieiieenieiiceiees 3
Humanities/FA EIECtiVE ..........cocevieeiiiiiiceee e, 3

THIRD SEMESTER

OST 122  Office COMPULALIONS .....ccueerueerieeiiienieeiee e 3
OST 138  Office Applications I .. .3
OST 164 Office Editing................ .3
OST 184 Records Management..........coceereereennieesieesieesneeseenns 3
OST 236 AdvWOrd ProCessing........cccceeeeruerereenienenieenieneeeenes 3

Eligible for Office Professional Certificate (C25370P): OST-122,
OST-137, OST-164, OST-184, OST-134, OST-136

FOURTH SEMESTER

BUS 115 BUSINESS LAW | ..ooiiiiiiiiiiiciiiiciceccec e
OST 165 Adv Office Editing
OST 286  Professional Development...........cocceverererieenienenieenne 3
OST 289  Office Admin Capstone.........ccceviririeiineneenieneeeenes 3
L OAEIECHVE. ..ot s 3
Graduation Requirements .........ccccceevereeieneneenne. 66 Credit Hours

Humanities and Fine Arts Electives

(Choose 3 credit hours from the following courses)
HUM 110 Technology and Society..
HUM 115  Critical ThinKing.......ccccooeeveiininienineee e

English Electives

(Choose 3 credit hours from the following courses)

ENG 114  Professional Research and Reporting ............cccceeene.. 3
ENG 112  Writing/Research in the DiSC........ccccovveeeiieiieeiieeieens 3

Social Sciences Electives
(Choose 3 credit hours from the following courses)

PSY 150 General PSychology........cccccooerieniinieiienienieie e 3
SOC 210 Introduction to Sociology.....

PSY 118 Interpersonal Psychology

OA Electives

(Choose 3 credit hours from the following courses)

BUS 153 Human Resource Management...........ccceeeereeeenieennns 3
CTS 230 Advanced Spreadsheet............. .3
OST 153  Office Finance Solutions . .3
OST 132  Keyboard Skill Building ... 2
OST 181  Office Procedures ........... 3
OST 233  Office Publications Design ..........cccccceverercvencnencnenne. 3
OST 284 Emerging Technologi€s ..........cccovereeneneneenieneeeene 2
WBL 111 Work —Based Learning |.. 1
WBL 121  Work-Based Learning Il .. 1
WBL 112  Work-Based Learning | ... .2
Legal Office Certificate — C25370L

-Online

This certificate provides a study of the office skills necessary for
employment in a legal setting. The certificate may be earned
online.

FIRST SEMESTER

OST 134 TextEntry & FOrmatting .........ccceeeereenieeneenieeneenenne 3
OST 136 Word Processing
OST 155 Legal Terminology.......ccccceeueerueerieeseennieeseeeeeeseeseeeens 3

SECOND SEMESTER

OST 135 Adv Text Entry & FOrmat.........ccoooeeiieninniiicnienieeee 3
OST 156 Legal Office Procedures..........ccooereevenereeneeneniienenns 3
Graduation Requirements ..........ccoceeeeevereneennenne. 15 Credit Hours

Office Software Degree - A25370S

-Online

Office Administration has a new concentration in Office Software
(AAS degree). Students can develop skills in advanced office
software applications, along with office procedures, records
management, office computations, keyboarding, editing and
formatting, oral and written communication, critical thinking, team
building, and problem solving. The degree may be earned online.

Graduates could qualify for employment opportunities in
government agencies, financial institutions, and large to small
offices and businesses. Students may be eligible to take industry-
recognized certification exams.

Program Sequence

FIRST SEMESTER

ENG 111  Writing and INQUINY......ccccueeieeiienie e
OST 122  Office Computations....

OST 137  Office ApplICationS l.........cccerveverinieiinieiciceeeeee
OST 164  Office EdItiNg ...cccveereerieiiiieiie e
OST 184 Records Management..........ccoceruereerieniereenieseseeneens
SECOND SEMESTER

CTS 130  Spreadsheet .......cccocereeiieniiiieiieneeeeriesee e
OST 134 Text Entry & Formatting..

OST 136  WOrd ProCeSSING ......cccveveruirieiieniisieeiesieeeesre s
MAT 110 Math Measurement & LIteracy ..........ccoceeeeevenereenenne. 3
__ ENgliISh EIECHVE .......coueriiiiiiiieiceeeee e 3

Eligible for Office Professional Certificate (C25370P): OST-122,
OST-137, OST-164, OST-184, OST-134, OST-136

SUMMER SEMESTER
Social Science Elective..........ccoeveeiiiiieenieeeeeeeeee 3
HumanitieS/FA EIECHVE.........cccouveeeeeeeeeee e 3

THIRD SEMESTER

CTS 230 Advanced Spreadsheet...........ccooevveiininiiencnenieniens 3
OST 138  Office Applications Il ...........ceoeeviererieeiinieiesieseeeeiee 3
OST 181  Office Procedures .........cccooirieveneneeiiinieiesicseeeeeee 3
OST 236  AdVWOrd ProCessing .........ccceeuerereereeneneenienennennens 3
OST 286  Professional Development...........ccccevereriienienenieenienns 3

Eligible for Office Professional Diploma (D25370P): OST-122,
OST-134, OST-181, OST-184, OST-135, OST-136, OST-137, OST-
164, OST-286, CTS-130, ENG 111, ENG ELective

Eligible for Office Software Certificate (C25370S): CTS-130,
OST-136, OST-137, OST-236, CTS-230

FOURTH SEMESTER

OST 153  Office Finance SOlUtioNS ...........ccoceeiienieiniienienieeene 3
OST 165  Adv Office EdItiNg .....cccvevveriereeienienieecsieeeeeesieeeeeee 3
OST 289  Office AmIn CapStoNe........ccecceveieeeieeerieeieenee e 3
OST 233  Office Publications Design ..........ccccovveeiieeneeneeniieaeene 3
OAEIECHVE ...eeie et 3
Graduation Requirements ...........ccceeeevenereennenne. 66 Credit Hours

Humanities and Fine Arts Electives
(Choose 3 credit hours from the following courses)
HUM 110 Technology and SOCIEtY ..........cceceeriuerieenieeniienieeneeene 3
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HUM 115  Critical ThinKing......cccceeeeereesieseesee e see e eniee s 3

English Electives

(Choose 3 credit hours from the following courses)

ENG 114 Professional Research and Reporting ............ccccceenees 3
ENG 112  Writing/Research in the DiSC.........cccceeererieienennenne. 3

Social Sciences Electives
(Choose 3 credit hours from the following courses)
PSY 150 General Psychology........
SOC 210 Introduction to Sociology.....
PSY 118 Interpersonal Psychology

OA Electives
Choose 3 credit hours from the following courses:
ACC 120  Prin of Financial ACCOUNtiNG.......cccevververereenienieneenns 4
BUS 115 Business Law l......ccccooenueeee. 3
BUS 153 Human Resource Management 3
OST 132 Keyboard Skill Building ................. 2
OST 135 Adv Text Editing and Formatting...........cccccevverieennenne 3
OST 155 Legal Terminology.......cccccevueeiueenieesieniee e sieesiee e 3
3
2
1
1
2

OST 156 Legal Office Procedures..
OST 284 Emerging Technologies ..
WBL 111 Work —Based Learning l........ccccccveveereenieenensieeieenns
WBL 121  Work-Based Learning Il ........ccccceverieieneneniicncneene
WBL 112  Work-Based Learning | .........ccoeeeeiienienieenienieeneenns

Office Software Certificate — C25370S

-Online

This certificate provides an in-depth study of commonly used office
software applications to prepare students for employment and to
pass certification exams in word processing, spreadsheet, and
presentation software. The certificate may be earned online.

FIRST SEMESTER

CTS 130 Spreadsheet.......cccccveiiiiiiiiiienie e 3
OST 136  WOrd ProCessing........cccceeuerueeeenienenieenienieeeesiesieeeenees 3
OST 137  Office ApplicatioNS | .......cccovveeveiiniriciiieecceeeee 3
SECOND SEMESTER

OST 236  AdvWord ProCeSSINg........ccoceeuerueriereenienieeeenieseeeeees 3
CTS 230 Advanced Spreadsheet..........cccocoverveninenicncnennenne 3
Graduation Requirements .........ccccccovvveevcnennenne. 15 Credit Hours

* Work-Based Learning is an elective. WBL courses completed for
one program may not count toward the completion of another
program. For verification of WBL course work, please contact your
academic advisor and/or your departmental Work-Based Learning
faculty coordinator. Students must have approval from the
Department Head and pre-register with the Work-Based Learning
Office. The Work-Based Learning work period may be taken over
one semester as WBL 112, or two semesters as WBL 111 and WBL
121.
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