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Associate in Arts in

Computer Applications and Office Technology (CAOT)
In order to earn the degree of Associate in Arts in COMPUTER APPLICATIONS and OFFICE TECHNOLOGY (CAOT), the student must: 


1)   complete a minimum of 30 units of GENERAL EDUCATION REQUIREMENTS listed in Plan A 


2)   complete all REQUIRED COURSES listed below, earning a grade of “C” or better in each course  


3) 
complete a balance of degree-applicable electives, which may include additional courses chosen from 


RECOMMENDED ELECTIVES listed below, to total 60 units with a minimum of a 2.0 grade 



point average.

Note:  Up to 6 units may be double-counted for completion of both the GENERAL EDUCATION REQUIREMENTS         (Plan A) and completion of the REQUIRED COURSES.

Required Courses:  (Complete 32 units)
	Course:
	Title:
	Units:

	CAOT 3
	Computer Keyboarding III
	3

	CAOT 31
	Business English
	3

	CAOT 32
	Business Communications
	3

	CAOT 33
	Records Management and Filing
	2

	CAOT 43
	Office Procedures
	3

	CAOT 47
	Applied Office Practice
	2

	CAOT 64
	Office Administration Laboratory
	1

	CAOT 82
	Microcomputer Software Survey in the Office 
	3

	CAOT 84
	Microcomputer Office Applications: Word Processing
	3

	CAOT 85
	Microcomputer Office Applications: Spreadsheet
	3

	CAOT 97
	Microcomputer Office Applications: Introduction to Internet for Office Administration
	3

	MGMT 31
	Human Relations for Employees
	3


Recommended Electives:  (Continued on page 2) 
	Course:
	Title:
	Units:

	BUS 1
	Introduction to Business 
	3

	BUS 5
	Business Law I
	3

	BUS 38
	Business Computations
	3

	CAOT 1
	Computer Keyboarding I
	3

	CAOT 2
	Computer Keyboarding II
	3

	CAOT 9
	Computer Keyboarding Improvement
	1

	CAOT 34
	Business Terminology
	2

	CAOT 83
	Microcomputer Office Applications: Operating Systems
	1

	CAOT 86
	Microcomputer Office Applications: Data Base
	3

	CAOT 107
	Advanced Web Design for the Office
	3

	CAOT 109
	Web Multimedia for Office
	3

	CAOT 112
	Microcomputer Office Applications:  Web Page Design
	3

	CAOT 113
	Introduction to Adobe Photoshop for the Office
	3

	CAOT 133
	How to Succeed in an Online Course
	1

	CAOT 134
	How to Teach an Online Course
	1.5

	COOP ED
	Cooperative Education
	1-4

	MGMT 33
	Personnel Management
	3


Note:  Students planning to transfer to a four-year university are advised that this curriculum may not adequately prepare them for transfer.                                                                                                                                     
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