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WORD INFORMATION
PROCESSOR  ificd'*

Employment opportunities for word proc-
essing personnel will continue to grow in
the next few years. Students who pursue
this certificate program will gain a basic
knowledge and understanding of ideas re-
lated to and applied in a modern office en-
vironment or word processing center.

UNITS

CAOT 3** Computer Keyboarding HI ........ccoooeiieiiie e 3
CAOT 7* Maching TranSCriPLiON .......ccccuivvieieieieniesisesesreseseste e sse e ssesessesressessessenns 3
CAOT 31 BUSINESS ENGIISN ..ottt 3
CAOT 33 ReCOrds ManageIMENL . .......eiiiiieiieiieitestesiestesiestestessessessessessessessessessessessessenns 2
CAOT 34 BuSINESS TErMINOIOQY .......cceiiiiiiiiiiiesie it 2
CAOT 35 Concepts in INfOrmation SYStEMS ..........cooiririiiiininincese e 3
CAOT 39** Word Processing:& Operations (Microsoft Word)...........ccccoevvivniviivnininnnnnn, 3
CAOTA41** Office Methods OR
CAOT 941 Cooperative EQUCALION .........ccccviiiiiieiiiieie sttt see e 4
CAOT 82** Microcomputer Software Survey in

T8 OFFICR ..ttt 3
CAOT 85** Microcomputer Office Applications: Spreadsheet (Excel for Windows)....... 3
CAOT 92** Computer Windows APPlICALIONS. ........cccoviieiiiie e 2

CAOQOT 97** Intro. to the Internet for Computer Applications and Office Technologies.... 3

*This course has a prerequisite.
**This course has an advisory.
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For more information, call 323 -265-8954
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