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Associale in Arts Degree

First Semester Units
CAOT 31 Business English .........ccccccovvieiienienienieeeeeeen, 3
CAOT 33 Records Management ............ccceeeeveeneenieeneeneennne. 2
CAOT 35 Concepts in Information Systems ..........cccccceeeenee. 3
CAOT 3** Computer Keyboarding IIT ..........ccceoeerinnennnen. 3
General Education Grad. Requirements ............................. 5

(See Graduation Requirements)

This program is Second Semester
designed to pro- CAOT 34 Business Terminology..........ccceceeeereeneeneeneneennnn. 2
. CAOT 39** Word Processing: Keyboarding and Operations
vide up-to-date (Microsoft WOrd) .....cccveeiiieeiieiiieciee ettt 3
preparation in CAOT 92** Computer Windows Applications....................... 2
CAOT 140 Technology in the Virtual Office ..........ccccceeeenee. 2
state-of-the-art CAOT 145 GPOIONO oo 1
automated of- General Education Grad. Requirements ............................. 5
fice technology
CAOT 32* Business Communications ...........ccecceevveereeeuennee. 3
tems. Students CAOT 85** Microcomputer Office Applications:
who pursue this 0 Spreadsheet (EXCel)......coevieiirierieieiieeieseee e 3
: . CAOT 91** Microcomputer Office Applications:
degree will sain 62 unltg Advanced Word Processing ..........cccceccveeerienieneeneenieeeene 2
a comprehen- CAOT 97** Introduction to the Internet for Computer
sive knowledge Applications and Office Technologies ...........ccccceveerurennene. 3
and under- General Education Grad. Requirements ............................. 4
Standing of the Fourth Semester
. CAQT 941 Cooperative Education...........cceeeveeeueeecieesiieenneenns 4
environment. CAOT 86** Microcomputer Office Applications:
Database (ACCESS) ..cvierieireierriertiereeieereetesaeseesreesseesseenns 3
CAOT 107** Microcomputer Office Applications:
Web Design for the Office ........ccovevvieviieciieciiiieiieeeeee 3
CAOT111**Microcomputer Office Applications:
Electronic COMmMUNICAtiONS .........cueruerveriereereereeierienienieneas 2
General Education Grad. Requirements ............................. 4
TOtal ..o 62

*This course has a prerequisite.
**This course has an advisory.

Computer Applications and Office Technologies
Technology Building E7 - Fourth Floor
For more information, call 323-265-8954
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