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DEPARTMENT/PROGRAM REVIEW

SECTION 1 — OVERVIEW Department/program history, recent trends, response to last
program review. Recommendations.

Concise History

1.1

introduce the self-study with a brief department/program history. Describe any unique
characteristics, concerns or trends affecting the program and any significant changes or
needs anticipated in the next three years. These may include items such as increases or
decreases in number of full-time and adjunct faculty, sections offered, and growth or

-decline of the department/program. Remember that this is a broad general assessment

versus the more detailed responses and recommendations covered in the following
emphasis areas (1 page maximum).

The Business Office Technology (BOT) program was last reviewed in March,
2001. Since that time, the BOT program has expanded the number of Flex Lab
(OE/OE format) courses to over forty. The Flex Lab offers students training in all
levels of keyboarding and Microsoft Office Programs in a self-paced format which
allows students to select their hours of attendance from among the 60 hours per
week that the lab is open. The lab is staffed with at least one faculty member and
one aide. All courses generate full FTES and are in compliance with Title V
regulations. Courses offered cover basic employability to comprehensive levels.
The Flex Lab, which moved into the new Tech Mall, summer 2004, now enrolls
approximately 1,000 students per semester. Enroliees include students from all
walks of life and a wide range of ages. Many are business people who
appreciate the convenience of this flexible format for upgrading their skills,
thereby creating new career opportunities.

Beyond the Flex Lab, BOT offers one-on-one, instructor-led (face to face), online,
and hybrid course formats. The offering of online and hybrid courses mark a
significant development, with opportunity for increased enroliment in alignment
with Grossmont’'s Master Plan. Overall the BOT department offers a multitude of
degrees (administrative and executive assistant) and certificates including office
professional, account clerk, medical transcription, and virtual assistant.

A cornerstone of the BOT department is the Office Professional Training
Program (OPT). This intensive semester long program is in its 21° year and has
graduated over 1900 students. These students take an average of 16 units of
BOT courses each semester to prepare for immediate employment in an office
environment. OPT has provided skills training for accounting, insurance, and
office/administrative support personnel since its inception in 1985. As its
mission, the OPT program provides unemployed students with the educational
training and support services that will empower them to compete in a high
technology environment.

With the introduction of Microsoft Office 2007 and Vista, the BOT department
expects to see a marked increase in demand for both Flex Lab and online
courses. Subsequently, the department anticipates needing to offer more
sections and therefore will need to increase the number of staff.

5



Department/program Goals

1.2

Appendix 1 contains the most recent Educational Master Plan for the
department/program. Make comments on the following:

* Which goals have been met?

All four goals have been met. We have submitted the 06-07 Educational Master
Plan which includes: addressing the need for additional staff, offering additional
hybrid and online courses, and updating courses for Microsoft Vista and Office
2007.

Goal 1 We have hired one additional faculty to replace a faculty member who
retired in June 2005.

Goal 2 We have developed and trained ourselves, focusing not only on general
information, but also on co-coordinatorship duties such as scheduling, curriculum
development, reports, day-to-day Flex Lab activities, budgets, and Program
Review.

Goal 3 We have updated the Medical Transcribing certificate and submitted,
earned approval, and implemented online and hybrid courses for BOT 107, BOT
106, BOT 100, BOT 101, and BOT 102. Additionally, our essential level courses,
BOT 114, 115, 116, and 117, are also approved for implementation.

Goal 4 We have submitted, earned approval, and are implementing a new virtual
assistant certificate in spring 2007, BOT 111.

* What actions have been taken in achieving these goals and objectives?

All near-term activities listed in the Educational Master Plan to achieve
department goals have been undertaken. Please refer to the preceding
paragraphs.

« What obstacles have been encountered?

The foremost obstacle has been the relative lack of experience within the
department. Three of the four full-time staff, including the co-coordinators, were
hired in the past two years. The full-time staff continue to carry overload LED,
while working to meet the Educational Master Plan’s goals.

* How have these goals changed and why?

Our goals reflect our primary mission, so they have not really changed. They will
be updated to reflect what has been accomplished and focus more on future
technological changes and needs of our business/industry community.



Implementation of Past Program Review Recommendations

1.3

14

Appendix 2 contains the most recent Program Review Committee
recommendations for the department/program. Describe changes that have
been made in the department/program in response to recommendations
from the last review.

1. A new coordinator was hired during spring 2002 to start in fall 2002, replacing

the one who left.

2. Stabilizing funding for BOT tutors by working towards full funding from the
general fund.

3. Increasing retention and success of all students in open entry/open exit
courses with a special emphasis on students from diverse backgrounds has
resulted in the highest percent of completers for certain Flex Lab courses and
derive from various ethnicities by using more visual methods of instruction.

4. Since the last program review, African-American, Middle Eastern, Hispanic,
Native American, and Asian students have been hired to work as Flex Lab
aides.

5. All BOT course outlines have been updated and most BOT courses formerly
showing as BUS courses have been updated. BUS 127 to BOT 110, BUS 114
to BOT 106, BUS 107 to BOT 107, and BUS 176/BUS 179 to BOT 176/BOT
179 as head. Still need to adjust BUS 086 (pre-module class)

Advisory Committee Recommendation

If appropriate, summarize the principal recommendations of the program
advisory committee since the last program review. Describe how the
department/program has responded to these recommendations. Include
the date of last meeting and frequency of meetings. List organizations
represented.

The principal recommendations of the program advisory committee, Business
Advisory Council (BAC), have been to expand our training in filing, Outlook,
QuickBooks, and the following soft skills: dependability, punctuality, attitude and
being a team player. Our annual meetings dating back to 2004, (See Appendix
1B), reflect an industry need for customer service proficiency, a keyboarding
speed of 25-30 WAM, and basic skills. Our last annual meeting took place on
November 2, 2006. The following organizations were represented:

o State Farm Insurance
PayChex
City of San Diego
Massimo
San Diego Insurance Staffing (SDIS)
San Diego County Sheriff's Department
Foothills Adult School
GCCCD Career Centers
State Insurance Compensation Fund (SCIF)

OO0 0000 O0O0
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SECTION 2 — CURRICULUM, ACADEMIC STANDARDS, AND SUPPORT SERVICES

In Appendix 3, Catalog Descriptions, insert copies of your catalog descriptions
from the most recent college catalog (see “Course of Instruction” section). If your
program has an Associate Degree program, include the relevant pages from the
catalog (see “Associate Degree” section).

To complete Appendix 4 Course Status, review your course outlines and
complete the form in the appendix to reflect currency of the courses, offerings,
and alignment status. All course outlines are included in Appendix 4.

21

2.2

Review all course outlines and comment on where vyour
department/program is in the process of maintaining currency. Verify that
the course outlines reflect the writing, reading, and problem-solving skills,
quantitative reasoning, and critical thinking across the
department/program’s curriculum.

The above mentioned skills are reinforced across the department/program’s
curriculum. All course outlines are current, but with the introduction of Microsoft
Vista and Office 2007, the department will need to again adjust/update any
course outlines that include Office technology as part of the curriculum.

Explain how the department/program maintains academic standards,
integrity and consistency to assure that current curriculum adequately
meets students' needs (e.g., general education, prerequisites, job-specific
training, and transfer). Explain how the department/program ensures that
all instructors teach to the official course outline.

The BOT department includes both Flex Courses, traditional census lecture or
lecture/lab, online, and hybrid courses.

In the Flex Courses, academic standards, integrity, and consistency are
maintained in the following ways:
e Courses, syllabi, examinations, policies, and procedures are developed
using a team approach.
e All Flex Course instructors use the same textbook and syllabus for
multiple sections of the same course.
e All instructors are familiar with course syllabi and textbooks for all Flex
Courses.
All objective grading is currently done with the use of a common key.
The subjective grading process used by various instructors is an open
process, as with any course. However, all subjective grading areas are
discussed at staff development meetings to encourage consistency. If a
student has a concern, he/she is to contact the instructor of record.

A survey of 203 randomly selected students enrolled in the Flex Lab during the
fall 2006 semester confirmed students’ satisfaction with the Flex Lab instructional
format. Information generated by this survey includes the following:
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The Flex Lab course delivery method was preferred by 71.3% of
respondents. Instructor led (traditional campus courses) were preferred
by 26.2%, and Online was only preferred by 1% of respondents.

Percentage of respondents who have returned to the Flex Lab in repeat
semesters to take MORE THAN THREE courses is 36%. Respondents
who have taken two courses is 13.2%, and three courses is 12.7%. The
total percentage of students who returned in Fall, 2006, to take additional
courses in the Flex Lab is 61.9%.

BOT Department majors represent 35.4% of fall 2006 Flex Lab students,
undecideds represent 21.2% and non-majors represent 43.4% of
enrollees. This shows the broad spectrum of students taking courses in
the lab.

Students also indicate a variety of reasons for taking a Flex Lab course.
The largest percentage is 55.7% to improve job skills, followed by general
interest at 28%, and 58.4% who are pursuing a certificate or degree in
BOT.

In traditional lecture and lecture/lab census classes, instructional integrity and
consistency are maintained in the following ways:

Hiring qualified adjunct faculty and reviewing course outline and
expectations carefully with them

Faculty evaluations done by peers, manager and students

Encouraging faculty teaching multiple sections to work together and
putting them in contact with one another

Where possible, having multiple sections taught by the same faculty
member.

Discussions are department meetings

Online courses maintain instructional integrity and consistency in the following

ways:

Hiring qualified adjunct faculty and reviewing course outline and
expectations carefully with them

Using web containers that conform to accessibility per district standards
Use of the same course outlines and syllabi across online sections

Use of same text and software across online sections

Where possible, having multiple sections taught by the same faculty
member.

On-going personal discussions with faculty when concerns are brought to
the attention of the co-coordinators.



2.2.1 Student Learning Outcomes (SLOs)
Describe how your department makes decisions related to the following:

. Identification of student learning outcomes.

The Business Office Technology Department met with Dr. Bonnie Price and
Chuck Passentino in April of 2006. During the course of this workshop, we
discussed and identified appropriate student learning outcomes for our “gateway
courses”. We did this in an open and collaborative manner. Our student learning
outcomes were identified as skills students should possess upon completion of
the respective course.

e Methods to demonstrate achievement of these learning outcomes.

The methods to demonstrate achievement of these learning outcomes
includes:

hands-on exercises and assessments

case studies

on-line assessments

Keyboarding fundamental drills (summary reports)
Timed Writings

Technique Evaluations

Creating, saving, and printing a file

Editing exercises using proofreaders’ marks
Numeric keypad timed writings

Explain how your department uses this information for course and program
improvement.

The Business Office Technology department analyzes the results of our methods
of achievement to determine if students are being successful. If we find deficits
we re-examine the course instruction and make appropriate adjustments.
Through the continual evaluation process, we are better able to align our courses
for articulation in degree or certificate programs, and on-the-job readiness.

10



2.3

24

Using Appendix 5, Grade Distribution Summary Report, comment on
retention and grading variability figures. Discuss any specific courses that
have unusual retention patterns or grading variances.

To figure retention percentages: (TOTAL ENROLLMENT — W)/T.E.

As shown in the chart, the BOT department Total Enroliment fluctuates through
the years, based on several factors, one being the size of the OPT program each
semester. In addition, the economy determines registration for our courses:
when people are employed, they're not usually in college. Likewise, many
students only take one class to improve job skills. In addition, the introduction of
MS Office 2003 during fall 2004 may have caused an increase of enroliment.

In terms of grades, earned “A” percentages range from 35 maximum value to

22% lowest value since the last program review. Failing grades account for

14.67% at the highest and 7.65% for the lowest value. There doesn’t seem to be
any trend or pattern indicating variation for certain courses. The major
determinant for failing is mostly due to not completing a class, especially in the
Flex Lab.

Describe strategies employed to ensure consistency in grading in multipie
section courses (e.g., mastery level assessment, writing rubrics, and
departmental determination of core areas which must be taught).

As described in Section 2.1, most multiple section courses are taught in the Flex
Lab format., and grading consistency is ensured by using a team approach to
instruction: using a common textbook, course syllabus, examinations and
grading key for all sections of the same course (for ex.,, BOT 100 —~ Basic
Keyboarding).

Other BOT courses which offer multiple sections are:
e BOT 109—sections currently taught by one full-time professor and an
adjunct who share course syllabi and textbook.
e BOT 107—sections taught by the same instructor for the past three
semesters.

11



2.5

Describe how your department/program encourages students to extend
learning outside of the formal classroom.

We offer students a choice of three internship/work experience courses—they
may select a one, two, or three unit course: BOT 223, 224, and 225. Having a
newly hired full-time faculty member working to expand the internship program, it
will now be offered year-round during fall, winter intersession, spring, and spring
bonus semesters, allowing student flexibility in completing this requirement. All
BOT maijors are required to participate unless they provide written documentation
indicating that they have recent office experience.

Also, students are involved with the following class activities:
o Career center workshops offered throughout the semester
o Writing cover letters, resumes, etc.,
o Language of employment interviews
o Non-verbal communication
e Mock interviews — BOT 106 Effective Job Search Strategies: business
professionals (OPT graduates, BAC members, and other community leaders)
volunteer their time to interview students for a class project
Web research required in most courses
Hands-on learning: scanner, fax machine, copier-BOT 107

Employer Panel--OPT

The OPT program recently held its first “Employer Panel.” Human Resources
representatives attended from the Grossmont-Cuyamaca Community College
District, Paychex, San Diego Insurance Staffing, and State Farm Insurance. These
industry professionals gave students an idea of what employers are looking for in
résumés and cover letters, interviewing strategies, and on-the-job behaviors and
attitudes. The students presented their questions, participated actively in the
discussion, and received valuable information.

Mentor Night—OPT

“Mentor Night” is held once each semester, usually in March and October. The
current students provide a buffet dinner for approximately 100 students, facuity,
graduates, and special guests. The students are responsible for decorating the
Student Center, preparing the food, greeting the guests, and cleaning up.
Successful graduates of the OPT program and representatives of business network
with the students, providing information about careers in accounting, insurance, and
office/administrative support. Many of the graduates share their success stories;
their message to the students is: “l did it; so can you.” The students (as well as staff
members) are inspired by what individuals can accomplish when they take
advantage of the educational opportunities provided by Grossmont College and the
OPT program.

Mentor Nights have been held every semester since the fall semester, 1991, except
the fall semester, 2005, when Mentor Night was replaced by a dinner celebrating the
20" anniversary of the OPT program.

12



2.6

2.7

Describe and give rationale for any new courses or programs you are
developing or have developed since the last program review. How have
current issues (environmental, societal, ethical, political, technological)
been reflected in your curriculum?

Due to constant evolution in technology and employment requirements, we view
curriculum changes as on-going process. Changes are based primarily on our
Business Advisory Council (see Section 1.4) input, informal research, and
student need.

Since the last program review, new certificates have been created, including
Office Software Specialist | and 1l. The Medical Transcription certificate has
changed dramatically, from 12 units and 3 classes to 13 units and 8 classes.
Our newest certificate, Virtual Assistant, focuses on allowing one to establish
his/her own on-line business, work at home, network with clients electronically,
prepare requested documents using word processing, desktop publishing (such
as brochures, business cards, invoices, and fax cover sheets), spreadsheets,
and database applications. It is primarily a technology driven certificate.

Most recently, seven keyboarding courses were submitted to curriculum and
approved for conversion to on-line; additionally per our educational master plan,
several others were approved for hybrid creation.

In the near future, we hope to add a third BOT degree, to be more in alignment
with Cuyamaca College.

In Appendix 4, Course Status, list the courses in the department/program
that are duplicated at Cuyamaca College and identify their alignment
status. Comment on courses which have not been aligned and describe the
plans for alignment.

Our collaboration with our sister college BOT department is very collegial. We
work very closely, sharing curriculum, ideas and syllabi. We do offer a few
different courses, based on the fact that we provide different programs. We have
the medical transcription certificate program (Cuyamaca doesn't) and they
provide the legal office certificate (Grossmont doesn’t). Alignment with our
keyboarding/document processing courses is in progress as of fall 2006.

13



Innovation/Special Projects/Community Involvement

2.8

Describe instructional innovations and/or special projects undertaken by
the department/program or individual faculty members, including the use
of technology.

The following projects are results of our hard working faculty, both full-time and
adjuncts:

Recent creations of faculty-designed brochures and flyers have been
instrumental in marketing new on-line courses and programs in the BOT
department.

The BOT department display case was refurbished to reflect trends in industry
and to promote new classes and programs.

Curriculum development to re-vamp the medical transcription certificate program.
EDIC grant between ESL and BOT departments: OPT model program to help
ESL students succeed in college

SLO workshop for BOT department — spring 06 (SLOs developed for three Flex
Lab courses)

Flex Lab aide training workshops: spring and fall 06

Development of faculty web containers for BOT 107, 100/101A & B/101, 106,
and 111, using Blackboard.

TEGRITY lectures created and integrated into website for additional lecture and
concept reinforcement.

BOT website created, including links to course syllabi and job opportunities

14



2.9

With the interest and needs of the community in mind describe any
outreach or community activities initiated by the department/program.

Faculty and student participation in local career fairs, on and off-campus,
promoting department degrees, certificates, courses, and programs.
Faculty involvement at middle school career day.
Multiple departmental ads placed in college schedule booklets outlining
programs, certificate offerings, and new courses.
BAC meetings annually
High school outreach for Grossmont and El Capitan High Schoois:
o Faculty presentations using PowerPoint and DVD clips
o College relations provided promotional items to students
o Hand-outs pertaining to articulation (tech prep), department courses and
programs.

The OPT program conducts many outreach activities to recruit potential students.
An ad is placed in the Pennysaver for 12 weeks prior to the beginning of each
semester. The majority of OPT students learn of the program through that
advertisement. In addition, ads have been placed in the Grossmont College
schedule and the Preview, as well as in several other publications: the Job
Giant, the Navy Dispatch, the Military Press, Employees Wanted, and the
Reader. (See attachments)

OPT program flyers are printed and distributed to many community agencies and
organizations, including the Social Security Administration, Veterans' Affairs
offices, doctors’ and dentists’ offices, credit unions, YMCAs, recreation centers,
laundromats, adult schools, and churches.

The OPT Program Specialist has made presentations about the program to
several organizations, including STRIVE, TANF/CalWORKs case workers (ACS
and Maximus), Trinity House, and County Mental Health Services. She has
attended a number of job fairs, including those sponsored by Grossmont College,
the Urban League, and the University of San Diego.

OPT Clothing Closet

The OPT program collaborated with the Bancroft Hope Center and All
Congregations Together (ACT) in 2002 to set up a “Clothing Closet,” located at
the Bancroft Hope Center at 3310 Bancroft Drive in Spring Valley. OPT receives
donated professional clothing from campus and community individuals and
organizations. The clothes are housed at the Bancroft Hope Center and
distributed to OPT students at a “Clothing Boutique” once each semester. OPT
students are able to significantly enhance their professional wardrobes in
preparation for their upcoming job interviews and new careers.

15



2.10 Provide specific examples of departmental or individual efforts aimed at
encouraging students to become actively engaged in the learning process.

e Immediate feedback regarding hands-on learning assessments (on-line tutorials:
SimNet, SAM, keyboarding software)

o Interactive lectures using PowerPoint software applications-Filing, Office
Procedures, and Effective Job Search Strategies

e Group/team projects:

Based on input from Business Advisory Council members that working in teams is
an important skill for the workplace, instructors in many classes have assigned the
students to complete group projects in their classes.

In Elementary Accounting (BOT 109), students are required to create a business
and take that business through its entire first month, completing the accounting
cycle. Not only does this project build teamwork skills, but it enables the students to
see firsthand how the separate aspects of the accounting process fit together.

A Business English and Communication (BOT 110) group project requires the
students to compose persuasive letters in groups of three, four, or five individuals.
The students learn the benefits and pitfalls of preparing a group document, and
some of the finished products are actually mailed to their intended audiences.

¢ On-line class discussions between students and instructors
¢ Self-evaluations in both instructor-led and web-based courses
e Submission of homework via e-mail - BOT 107

The instructional format of the Flex Lab requires students to be actively engaged in
the learning process at all times. Students read concepts and follow instructions in
text books to complete tutorial assignments. They then apply that tutorial learning to
case problems which they complete on their own. Individual assistance is always
available from a Flex Lab instructor or aide. This format results in students being
actively engaged in the learning process 100% of the time during which they are in
attendance.

16



2.11

Explain the department/program's relationship to others on campus (e.g.,
fulfill prerequisites for other general education programs, cross-listing,
interdisciplinary course offerings, learning communities.)

Strong ties with CSIS and Business departments: cross-listing courses, etc.,
Co-written EDIC grant for ESL and BOT students

Tech Prep/articulation

ROP-courses offered under BOT prefix

Plans to bridge courses with ESL and BOT 100-Basic Keyboarding

Linkage with the English department in a four-way learning community.

Campus Resources

212

Indicate what the department/program has done to formalize links with the
following college support services:

* Learning Assistance Centers (Biology Learning Center, English Writing
and Reading Centers, Math Study Center, Tutoring Center)

* Technology Mall

* Instructional Media (upstairs in the Library Technology Resource Center)

The OPT Counselor and Program Specialist facilitate student access to on-
campus services, including Financial Aid, Disabled Students Programs and
Services (DSPS), tutoring, Extended Opportunities Programs and Services
(EOPS), and academic counseling services. Guest speakers from each of the
above departments present information to the Pre-training Module (BUS 086)
students. During the Pre-training Module and throughout the semester-long
training program, students are encouraged to take advantage of these services.

The Associated Students of Grossmont College (ASGC) has supported the OPT
program for many years, consistently providing funds for the graduation
ceremony refreshments. The OPT graduation is an opportunity to celebrate the
accomplishments of this very worthwhile program, not only for the students and
their families, but also for representatives of business and the community.

¢ TECH MALL: The BOT Flex Lab and all of our computer classrooms are
housed here.

¢« ENGLISH WRITING CENTER: Many students utilize this support service to
further their competency in written expression.

¢ TUTORING CENTER: Those students requiring extra help have obtained
services from this site. Some of our outstanding students work as tutors.

¢ CAREER CENTER: See Section 2.5

e EVALUATIONS: Because many Program Modifications of Major forms are
used for OPT students; we maintain a viable link with this department.

e COUNSELING: In 2006, the OPT Counselor conducted workshops on the
following topics for the academic counselors at Grossmont College: suicide
prevention, cutting and self-mutilation, post-traumatic stress disorder,
domestic violence and bi-polar disorder
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e DSPS and Assistive Technology Center: close ties with DSPS regarding
students’ needs, ergonomically suitable equipment, etc. Special needs flex-
lab students can work on their flex lab coursework in the ass. Tech computer
lab, indicating our close ties.

e FINANCIAL AID/$CHOLARSHIPS: This department serves a vital role for
BOT students applying for aid and scholarships.

e« EOPS: Many of our OPT students are also EOPS enrolled.

2.13 Evaluate and provide a summary of the current status of library resources
related to the department/program. Use the subject-specialist librarian
assigned to your department/program to assist in the evaluation. Consider
books, periodicals and online resources.

BOT PROGRAM REVIEW - LIBRARY PORTION

BOT uses the library reserve capability for ten of its courses, ranging from BOT
100 to BOT 217A, thereby making many texts and reading materials available to
BOT students through the library.

BOT has its own library liaison, Patricia Morrison, who requests books and other
resources on BOT topics on an ongoing basis. Small selections (less than 10%)
of these books are e-books, or online books. This type of book can be used 24/7.

Hundreds of print books, which include reference materials, comprise most of the
collection, and appear in the “QA 76" call number range. The reference area for
BOT is a small collection of computer science encyclopedias and dictionaries.
The library also has 25 titles in medical transcription, mostly medical terminology
print and electronic books, as well as reference books.

Most of the business/technology periodicals (complete with the full article) are
contained within the library’s over thirty databases. A few of these databases are
devoted exclusively to business and technology topics, such as “Business
Source Premier” and “Regional Business News.” A number of the databases,
such as “Academic Search Premier,” are multi-disciplinary, and therefore cover
business, office, and technology topics fairly comprehensively.

Finally, the library offers in-person and online instruction/tutorials, flyers and

handouts on the use of the library, online request forms, and online reference
tools and help.
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2.14

Describe the working relationship between the department/program and
the Counseling Department in terms of exchanging specific and current
information about your department/program that counselors can use to
help students develop education plans and make career decisions.

We continue a mutually beneficial relationship with counseling, making

- informational presentations every few semesters as well as releasing the hold on

2.15

blocked classes so students can register.
Collegial relationship with the counseling department
o Presentations made on a regular basis, updating counselors on new
courses, clarifying confusing procedures regarding flex lab, etc.,
o Flyers duplicated and sent to counseling informing them of existing course
offerings along with promotional pencils

Comment on the results of the student survey, Appendix 6, regarding
campus resources.

o Assessment & Testing Center: 3.8% use this resource often (2-4 times/week)
e Career Center: 48.5% have utilized this campus resource at least once a
semester

Counseling Office: 77.5% of students have visited throughout the semester
English Writing Center: 22.8% use this resource 1-4 times/week

English Reading Center: 26.2% use this resource at least once/semester
Health Services: 26% have visited this resource in a semester.

LRC Computer Lab (SETL): 64% have used this resource.

LRC Instructional Media (video carrels): 23.2% have used this resource.

LRC Main Library: 68% have used this resource.

Math Study Center: 27.5% have used this resource.

Student Affairs Office: 29% have used this resource.

Tutoring Center: 37.7% have used this resource.

Articulation

2.16

List the courses that have been formally articulated with the high schools
and/or four-year universities. A good resource for this would be Tech-
Prep for the high school list and the ASSIST web site for the four year
institutions.

Please refer to APPENDIX 4B for tables.
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2.17 Describe the status of articulation with the CSU and UC systems as well as
with regional private universities and other entities. Describe how the
program ensures that transferable courses are current and articulate with
four-year institutions.

This does not apply to the BOT department. We have no articulated courses
with four-year schools. Our courses only transfer to CSU as electives. We
ensure that our courses meet Title 5 requirements and remain transferable.
None of our courses transfer to UC even as electives. Some private local four
year universities also accept our courses as electives. One example is Point
Loma Nazarene College.
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SECTION 3 - STUDENT ACCESS AND SUCCESS

3.1 In addition to the innovations listed in 2.8, describe specific ways the
department/program has adjusted or developed curriculum to foster
student success (e.g., addition of pre-collegiate introduction courses,
bridge courses, variable unit courses, on-line courses, honors courses,
web enhanced learning).

e Adjunct faculties have created unique on-line presentations using Robo-Demo
and Tegrity as instructional tools for regular and flex lab students.

¢ On-line keyboarding courses: BOT 100, 101A & B, 101, 102A & B
New hybrid courses — spring 2007: BOT 106 and 107.

e New Virtual Assistant web course to be offered spring 2007

299 COURSES FOR OPT PROGRAM

As result of our BAC contributions, we “converted” two flex lab courses, BOT 104 &
BOT 151, Filing and Records Management, and Using Outlook E-mail, to instructor-led
courses for our OPT Insurance and General Office track students. We felt that, to
ensure students’ academic success and employability, providing face-to-face instruction
in these areas, rather than self-paced instruction in the Flex Lab, was vital.

OPT AWARDS/HONORS

OPT students include laid-off and dislocated workers, displaced homemakers, single
parents, TANF/CalWORKs recipients, recovering drug addicts and alcoholics,
homeless individuals, and the long-term unemployed. They enroll in this free one-
semester program to enhance their skills in preparation for entry-level employment in
accounting, insurance, and office/administrative support. In addition to a full
complement of degree-applicable Business Office Technology courses, the students
are provided with personal/crisis counseling and job placement services, all at no cost
to the college or the students.

Since 2001, 255 students have graduated from the OPT program. Placement statistics
over this time period indicate that 83 percent of the OPT graduates have obtained
training-related positions—positions that enable them to climb career ladders to
achieve economic self-sufficiency for themselves and their families. Entry-level wages
average close to $11 per hour, well above minimum wage.

The OPT team provides tuition, fees, textbooks, transportation, and support services for
the students. Access to campus resources, such as financial aid, disabled student
services, tutoring, Extended Opportunity Programs and Services (EOPS), and
counseling is a program feature, as is support from community resources and
organizations. An active OPT Alumni Association provides mentors for the students
and coordinates a “Clothing Boutique” each semester, distributing donated professional
attire to the students as they prepare to interview for and acquire office professional
positions.
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The OPT program has always maintained strong ties with business and industry,
particularly the insurance industry. From 2001 through 2006, 13 OPT graduates have
received scholarships from the national InVEST (Insurance Vocational Education
Student Training) program. In 2001, Bob Captain, OPT Insurance Instructor, was
named the outstanding INVEST Instructor in the nation.

From 2001 through 2006, 13 OPT graduates have received scholarships from the
national INVEST (Insurance Vocational Education Student Training) program. In 2001,
Bob Captain, OPT Insurance Instructor, was named the outstanding InVEST Instructor
in the nation.

In addition, the OPT program received a Technology Hero Golden Mouse award in
2005 from the Technology Training Foundation of America.

Past OPT program awards include the California Community College Administrators of
Occupational Education (CCCAOE) Award as the best grant-funded program in the
state (1996) and the Chancelior's Office and Board of Governors of the California
Community Colleges Student Success Award (1999).

Scholarships
Student of Note Award: Amada Viele, spring 2006 OPT Graduate

Each semester the following scholarships are awarded to OPT program graduates:

OPT Scholarship (3 @ $100)

International Order of the Blue Goose (Insurance) Scholarship (1 @ $100)
Hugh Leslie Textbook Award (an Accounting or continuing student: 1 @ $200)
Cathy Hansen Scholarship (Outstanding Office Support Student: 1@ $100)

In addition, the Career Connection (a clothing scholarship foundation) awards from one
to five $250 scholarships per semester to OPT graduates. The Career Connection
provides “personal shoppers” to the scholarship winners.

The OPT staff serves as the selection committee for the above scholarships, evaluating
student applications in cooperation with the Grossmont College Scholarship Specialist
and the Career Connection.

Scholarships have also been awarded to OPT graduates by the following community
and professional organizations:

California Business Education Association (CBEA)

Insurance Women of North San Diego

International Association of Administrative Professionals (IAAP)
OPT Alumni Association

Professional Women in Insurance (PWI)
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3.2

3.3

3.4

Analyze Appendix 7, Statistical Data: Outcomes Profile, and comment on
strategies utilized to address the needs of the various cohort groups.
Provide specific strategies that have been used to meet the different needs
of your students (e.g. re-entry, academically under prepared, working,
disabled, limited English.)

The largest age category of BOT enrolled students is 30-49; therefore, we're
welcoming many re-entry students, a good majority in our OPT program.
Because of the high percentages that are academically under prepared, we
continue offering the pre-module course (BUS 086) during the winter intersession
and summer semesters to better prepare these incoming students.

Since fall 2001, we have noticed an increase from 12-16% in the 50+ age
category. To meet their needs, we're fortunate to have retained two retirees,
who can relate to these graying generation students. This age category has also
shown the highest percent of success in our courses.

The Hispanic ethnicity category of enrolled students has increased from a low of
14% to 20% during this time period. To sufficiently help this second language
learner, hiring bilingual adjunct instructors has aided them to be successful with
our courses. Similarly related, the retention rate for this group has averaged
70% over the 2001-2005 time periods.

To appeal to our working students, offering a Flex Lab in which they attend
evenings and Saturdays is very appealing. Also, scheduling night classes in the
hybrid variety and web courses is accommodating for them as well.

For our disabled students, we work cooperatively with the Assistive Technology
Center, loading software and purchasing devices and equipment to help learners.

If state or federal licensing/registration examinations govern the program,
please comment on student success.

N/A

Discuss strategies and/or activities that have been, can be, or will be used
to promote/publicize the courses/department/program. Include activities
your faculty have implemented to provide closer connections to primary,
secondary and post secondary schools. Consider campus/district
resources that have been useful. Using the Student Survey, comment on
how students learned of this program.

Paid advertising in the Pennysaver for OPT and The Reader and Job Giant for
BOT department courses, certificates, degrees and programs.

Paid on-line web ads via The Reader for department courses and programs
Circulations of department flyers, schedule booklets and OPT flyers to
community locations: credit union, East County Career Center, medical offices,
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Duplication of flyers and distribution via the college relations at Parkway Plaza
Shopping mall and Adult Re-Entry workshops

Faculty and staff authored articles in the Job Giant

Campus wide e-malil blitzes regarding new courses and soliciting on-campus
internship sites.

Articles in the campus newsletter, The Loop, regarding OPT activities such as
fundraising efforts, clothing boutique donations, and piggy bank contributions.
Promotional pencils advertising our new on-line courses.

College schedule ads for medical transcription, Microsoft certification, OPT, and
new courses: both on-line and hybrids.

BOT Department homepage

Local high school outreaches: in-class presentations to junior and senior
students regarding articulation and department programs, degrees and certificate
offerings.

Booths/tables at various career fair activities throughout East County

Student Survey Results:

3. How did you find out about this class? (mark all that apply)

Class schedule/College catalog 53.8
Friend or family member 22.6
Grossmont College Counselor 19.1
Grossmont webpage (online) 10.1
Grossmont College Instructor 6.0
Public media (radio, TV, newspaper, ad) 5.5
Work referral 4.0
Grossmont College presentation or special event. (teacher came to

class, career day, campus activity) 15

*Note: Since respondents are able to select more than one option, the total percent
may not equal 100. Percentage is based on the total number of students responding
to this item (i.e., 199).

The highest percent is the college catalog/class schedule, which indicates any
community publicity should be generating increased enroliment for BOT. Word of
mouth is always a good selling tool to promote our courses.
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3.5

3.6

Referring to Appendix 7, Statistical Data, Outcomes Profiles, Appendix 8,
Efficiency Report, and Appendix 5, Grade Distribution Summary Report,
comment on emerging trends of course completion, success, retention,
and enroliments.

The age bracket, 30-49 is our largest percentage of enrolled students in BOT,
indicating a large majority of working or those returning to college to refresh their
skills. Hispanic ethnicity has increased from 14-20%. The highest retention rate
belongs to the age category, 25-29. The highest success rate is the age 50+
group. Our Asian student population boasts the highest success rate along with
the highest retention rate overall. The highest withdrawal percentage is from
Black-non White ethnicity.

Referring to Appendix 9 if the department/program offers a major or
certificate in the college catalog, comment on the trends regarding number
of students who earn these degrees and/or certificates.

The greatest number of certificates and degrees earned was spring 2003, having
85 students achieve this goal. Consistently speaking, fall 2005 and spring 20086,
51 and 49, respectively earned a degree or certificate, almost a 50% increase
compared to fall 2004. Totals also determined by the number of OPT students
successfully completing their semester.
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5.3

5.4

5.5

5.6

Comment on any sections that are historically under-enrolled and discuss
strategies that might increase enroliment.

Comprehensive level hands-on MS Office Word, Excel, Access and PowerPoint
are usually our lowest enrolled courses. It seems that these higher level courses
have tapered off in recent semesters, probably due to Office 2003 having run its
course. The launch of Office 2007 should provide an appeal.

Comment on the adequacy of facilities (e.g., does the room size and
configuration fit the teaching strategies?) and equipment for meeting
instructional needs.

Our current classrooms consist of the 70-station Flex Lab, along with adjacent
computer labs containing 24 and 30 stations. Each computer lab contains an
instructor station and projection device for student learning. All computers have
web access for research, and class assignments (review and assessment in the
Flex Lab). Our current equipment is adequate; however we are slated for our
three-year lab roll-over through Instructional Computing Services, in May, 2007,
to upgrade in order to run VISTA operating system, accompanying Office 2007.
This is projected to remain sufficient as long as funding is stable.

Our regular instructor-led classes meet in typical classrooms set up in theater
style. Oftentimes, scheduling poses challenges trying to find rooms at certain
times of the day, depending on the day. Occasionally, an instructor requires a
room using tables for group discussion or a gaming activity. This is an obstacle
to overcome in finding a room on a need basis once a semester.

How does room availability affect your enroliment?

Since moving into the new Tech Mall, we've been able to offer our computer labs
for various staff development workshops throughout the semester and to other
departments for their class usage. Certain rooms are scheduled every day,
including Saturdays, which has increased our overall enrollment as of spring
2006.

Discuss alternatives your department/program have explored including off-
site offerings.

Other than web-based on-lines and hybrids, we haven't explored any other off-
site course offerings. We would be interested in being involved as other
departments in our division have been teaching courses at El Capitan High

- School in the Grossmont Union High School District. (GUHSD).
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5.7

Comment on the results of the Student Survey, Appendix 6, focusing on
class times and facilities.

Class times

The Student Survey results indicate the majority of preferred start times for
weekdays include the following:

Morning/afternoon (9-3 pm) 44.1% (Also preferable for Saturdays: 41.6%)
Evening: Mon-Thurs. (4-9 pm) 27.7%

Early morning (7-8 am) 23.8%
No preference 19.8%
Evening: Friday (4-9 pm) 18.8%

Because the Flex Lab is governed by the opening and closing times of the Tech
Mall, we're rather restricted starting classes earlier than 8 am and ending after 9
pm. During the summer, the Tech Mall closes at 8 pm, limiting working students.

- We're not open on Saturdays either, so that makes a difference in our summer

enroliment as well.
Facilities
Survey statement: The classroom equipment is maintained and up-to-date.
58.5% Strongly Agree whereas 36.5% agree.
(:jSutrvey statement: The computer technology used in the classroom is up-to-
ate.

60.8% Strongly Agree while 28.6% Agree; only .5 disagree.

Overall, it appears that the majority of students are satisfied with the facilities and
equipment offered for their learning.
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SECTION 6 —~ FISCAL PROFILE

6.1 Using Appendix 12, Subject WSCH Analysis Report: comment on trends
reflected in the column "Earned WSCH/FTEF)" for your overall
department/program, and for specific courses over a five year period.

Earned WSCH/FTEF
FALL {SPR |FALL |SPR |FALL |SPR |FALL |SPR |FALL |SPR
01 02 02 03 03 04 04 05 05 06
462 | 446 491 500 552 386 364 341 350 257

Like enrollment, this figure appears to fluctuate. For the factors mentioned in
Section 5.2, these could account for the tapering off in Earned WSCH/FTEF.
Reduced Flex Lab hours that the inability to use 100% additional hours as
allowed by the state and used in the past has been reduced to 50% above
additional hours

TYPE | FALL | SPR | FALL |SPR |FALL |SPR |FALL |SPR |FALL | SPR
OF 01 02 02 03 03 04 04 05 05 06
CLASS
OE 48.96 |149.53 148.77 | 55.46 | 53.05 |43.51|35.74 | 33.64 24.21
DAILY | 13.33 | 1400 | 24300 | 11400 63.33
CENSUS
CENSUS | 166.66 | 190 | 92.97 | 110 189.49 | 90.24 | 67.77 | 86.26 | 96.34 | 68.72

For census classes, such as lecture-type (BOT 101, 106, 107, 110, 176 & 179),
our department's % of MAX is 68.72 for spring 2006, whereas the OE/OE
classes from the Flex Lab account for 24.21%.

These figures seem to be misleading in that in some cases a Flex Lab course is
listed below Daily Census vs. OE. Inconsistencies exist because different
courses are shown each semester even though they've been offered throughout
the past five years.
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6.2 Using Appendix 14, Fiscal Data: Outcomes Profile: analyze and comment
on Earned WSCH/FTEF and Cost/FTES of the department/program.

Appendix 14
Fiscal Data: Outcomes Profile
Analysis

In the spring of 2004 BOT Enrollment, WSCH/FTEF, and FTES experienced
approximately a 20 % decrease from the previous year's peak levels. Since that time
levels have remained relatively constant. Despite a record low in the spring of 2006, the
BOT department continues to operate in the black with Total Revenue and Other
Revenue resulting in a net of $39,307.90.

BOT's new leadership is marketing aggressively and is expanding course offerings,
including online classes. With the launch of Office 2007 and VISTA operating system, it
is certain that enroliment levels will revive as business and student demand for training
increases. In addition, secondary school's training in Microsoft Office has waned.
Elective vocational programs have been reduced in the wake of schools focusing on
core curriculum to meet No Child Left Behind requirements. This trend of cutting the
Office and computer basics training in public schools will most likely result in higher
demand at the Community College level.
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6.3

If the department/program receives any outside financial support or
subsidy, list those sources and the amount. Describe how the additional
resources are used and how they relate to the regular college budget.

The Office Professional Training program was originally completely funded (five
full-time faculty and staff positions, plus tuition, fees, textbooks, and
transportation for students) through government sources (the Job Training
Partnership Act [JTPA]). In the mid 1990s, fluctuations in the economy and a
proliferation of training programs decreased the availability of government
funding.

The Grossmont-Cuyamaca Community College District assisted the OPT
program by funding one full-time and several adjunct instructors, but the ancillary
costs (counseling, job placement, tuition, fees, textbooks, and transportation)
must be funded in other ways in order to keep the program free to its
participants. With a $180,000 per year budget, the OPT program has been
funded since 2004 through fundraising activities and donations from foundations,
corporations, professional organizations, and individuals. The pursuit of
government funding continues.

On an annual basis, the OPT program requires approximately $104,000 for
payroll costs for its counselor, program specialist (placement) and clerical
assistant. The total non-personnel amount used for student services such as
tuition, textbooks, transportation (bus passes and gas cards), supplies,
advertising, and scholarships is $43,100.00

Vocational Training and Education Funds (VTEA) is approximately $32,000

annually. These funds are used to pay instructors for special projects, purchase
equipment, supplies, and departmental advertising.
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SECTION 7 - SUMMARY

71

Summarize department/program strengths and weaknesses in terms of:
Teaching and learning
Strengths

Broad spectrum of vocationally-related courses

Consistent, high grading standards applied to all courses
Adherence to course outlines and detailed course syllabi

In general, quality of instruction is very good to excellent
Department instructors very cohesive, demonstrate stability of work
history

Ongoing input from industry, colleagues, and students

Flexible instructional formats serve students with varying needs.
Students with special needs and/or limited English proficiency can
learn at their own pace and receive extensive tutoring in the Flex
Lab as they work through their course. Additionally, students who
choose to can proceed rapidly through the same course.

Student access and success
Develop better success rates in the Flex Lab

* Development of human resources

Continue finding excellent aides, which we have done well in the past!
* Fiscal stability

Reliance on VTEA funds
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SECTION 8 — CONCLUSIONS AND RECOMMENDATIONS

8.1

Make a rank-ordered list of department/program recommendations. These
recommendations should be clearly based on the information

included in Sections 1 through 7. Do not limit recommendations to only
those dealing with resources.

College funding to institutionalize the Office Professional Training
program.

Additional hiring of instructors as enroliment requires.

Medical Transcription apprenticeship program implementation.

New BOT degree for alignment with Cuyamaca.

New technological based courses to meet industry needs.
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Division: Business and Professional Studies

Department: Business Office Technology

Director or Chair: TBD

Program Description: Business Office Technology students train for
administrative support positions in the fields of accounting, general business,
law, medical transcribing, medical office, insurance, and information processing.
Subject areas include keyboarding, computer applications, accounting, office
management, business communication, specialized office equipment, and
specialized office procedures. The BOT program at Grossmont College has
moved to flexible programs using computer-aided instruction to teach keyboard
skills, computer applications, and a variety of subject areas in an open-entry,
open-exit environment (the \"FlexLab\"). Student enroliment should be relatively
consistent, since the FlexLab environment allows efficient, self-paced study at
times convenient to the students, but does not offer the \"at home\" study options
available with on-line courses. In addition, the Office Professional Training (OPT)
program offers short-term, intensive training for specific populations (based upon
current Grant funding), as well as welfare and general assistance recipients. It
historically draws strong enroliment. In the next 10 years the department will rely
more on internet interaction, continued \"self-paced\” learning (including on-line
course options), and focus on new office software (i.e.: voice recognition) and the
skills needed to function in the ever changing technolgy-driven office.

Activities
Activity #1:
Hire one additional faculty member to replace a faculty member who is retiring
June 2005.

Benefits:
More campus and community involvement from the BOT department.

Requirements:
Curriculum Development? N
Equipment? N
Facilities? N
Marketing? N
Staffing — Classified? N
Staffing — Faculty? Y
Staff Development? N

Goals and Objectives: 4, 4.2
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Activity #2:

Develop and train two new faculty members, focusing not only on general
information but also on co-ordinatorship duties such as scheduling, curriculum
development, reports, day-to-day Flex Lab activities, budgets, and personnel
issues.

Benefits:
Develop a well-rounded College faculty member who understands the activities

required of a co-ordinator and is able to participate as an active member of the
College community.

Requirements:
Curriculum Development? N
Equipment? N
Facilities? N
Marketing? N
Staffing — Classified? N
Staffing — Faculty? Y
Staff Development? Y

Goals and Objectives: 4, 4.2

Activity #3:
Curriculum development: update the Medical Transcribing certificate and submit
proposals for on-line and hybrid courses for BOT 107, BOT 106, and BOT 101.

Benefits:

This activity gives BOT the opportunity to market an on-line option, the
opportunity to offer courses to non-traditional students, and opportunity to give
students more computer skill development.

Requirements:
Curriculum Development? Y
Equipment? N
Facilities? N
Marketing? Y
Staffing — Classified? N
Staffing — Faculty? N
Staff Development? N

Goals and Objectives: 1, 1.3

Activity #4:
Create a new \"virtual assistant\" certificate, begin research into developing a
\"VA\" degree.
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Benefits:

Increased enroliment and more responsiveness to community needs. As more
and more individuals want flexibility in their work schedules and as companies

are recognizing teh benefits of using \"virtual assistants\", this field will continue
to grow and Grossmont College can become one of only a handful of Colleges
offering this new and unique curriculum.

Requirements:
Curriculum Development? Y
Equipment? N
Facilities? . N
Marketing? Y
Staffing — Classified? N
Staffing — Faculty? N
Staff Development? N

Goals and Obijectives: 2, 2.4

Activity #5:
none

Benefits:
none

Requirements:
Curriculum Development? N

Equipment?
Facilities?
Marketing?

Staffing — Classified?
Staffing — Faculty?
Staff Development?

222222

Goals and Objectives: 0, 0

Additional Planning Activities

none

Accomplishments
Accomplishment #1:
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Moved the BOT department computer labs and offices to the LTRC in summer
2004. Upgraded computer software to Office 2003 (starting Fall 2004), and
updated over 25 courses requiring the new software.

Goals and Objectives: 5, 5.3

Accomplishment #2:
After losing three F/T faculty in 3 years, including coordinators, we hired two new
BOT faculty members to start Fall 2005.

Goals and Objectives: 4, 4.1

Accomplishment #3:

Received over $50,000 in grants/donations from local businesses and individuals
to help support our OPT program after our grant ended in March 2004.
Submitted over 5 Grant Applications to secure an OPT source of funding, but
weren't successful so have begun to look for other funding sources, such as
VTEA funds, private funds, and other fundraising options.

Goals and Objectives: 3, 3.1

Accomplishment #4:

In the Medical Transcribing field, upgraded software to incorporate the SUM
program, the only program approved by AAMT, and the first step towards
becoming an AAMT approved program.

Goals and Objectives: 1, 1.1

Accomplishment #5:

Began the process of creating a hybrid class for one of our courses by
implementing a web containter. This gives students access to class materials,
assignments, and grades, and creates a strong \"nome\" page for any new
instructor to use and build upon. It also creates the structure needed to develop
a hybrid course.

Goals and Objectives: 1, 1.5

Accomplishment #6:
Hired 5 new Flex Lab aides representing our Asian, Middle Eastern, and
American student populations.

Goals and Objectives: 4, 4.1

Accomplishment #7:
none
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Goals and Objectives: 0, 0

Accomplishment #8:
none

Goals and Objectives: 0, 0

Accomplishment #9:
none

Goals and Objectives: 0, 0

Accomplishment 10:
none

Goals and Obijectives: 0, 0

Additional Accomplishments:

none
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Business Advisory Committee (BAC)

Meeting Minutes
November 2, 2006
Cuyamaca College Grossmont College
Business Office Technology (BOT) Business Office Technology (BOT) &
Office Professional Training (OPT)

Present:

Pamela Abuka, Job Placement, Grossmont College
Kathy Baffin, SCIF

Janell Branson, OPT, Grossmont College

Julie Brown, San Diego Insurance Staffing (SDIS)
Laurie Brown, Supervisor, Career & Job Placement Center, Cuyamaca College
Dr. Mary Leslie, Instructor, Grossmont College

Vu Muth, State Farm

Pat Newman, Instructor, Cuyamaca College

Mark Pressnall, Instructor, Grossmont College

Tracy Pressnall, Masimo

Denise Schulmeyer, BOT, Grossmont College

Linda Snider, Coordinator/Instructor, Grossmont College
Marian Yamauchi, PayChex

Minutes:
At 3:00 the meeting was called to order by Linda Snider and Pat Newman, and the guests

and advisory board members were welcomed. The guests and committee members
introduced themselves. The agenda was presented.

Linda Snider introduced the topics of discussion with an emphasis on “Preparing our
Students for the Workforce”. Linda Snider and Pat Newman began the discussion by
describing online courses at both Grossmont and Cuyamaca Colleges. Brochures listing
online and blended course offerings were distributed. Grossmont is offering a new class,
Voice Recognition, using Dragon Dictate software. They also have a new Virtual
Assistant certificate which prepares students to act as an entrepreneur specializing in
administrative services provided to clients in a virtual environment.

Next, the employers were asked to provide feedback about desired skill sets for:

Accounting software: QuickBooks vs. PeachTree
M QuickBooks is used by all of the businesses in attendance.
M State Farm loads QuickBooks on computers for their agents. At State Farm, 70%
of the agents use QuickBooks, and 30% use a bookkeeper.
M PayChex stated they value a background in QuickBooks for employees.




M State Farm asks job applicants if they know QuickBooks, and it is a disadvantage
if the applicant does not know the software.

Insurance software:
M The only program mentioned was FSC Rating, which is often available at no cost

for educational institutions.

Filing skills:
M Filing skills are still a high priority. Even with the use of computers and electronic

records, most businesses do not expect to go totally paperless.

M State Farm indicated they have gone paperless.

M Hyphenated names are a problem. Employees are not consistent filing hyphenated
names.

M Companies use electronic tests on filing in the interview process.

M State Farm requires a written state exam to be employed. The exam ranks scores
into levels, and applicant must be in top 3 levels to be hired.

Outlook skills:

M Outlook is used by Cox and PayChex, as well as the insurance companies.

M Companies use more than just the email feature. (i.e., advanced calendar,
scheduling, task lists, and contacts).

M One employer stressed the importance of writing a proper email message. Proper
grammar is a huge problem. Avoid slang and text message abbreviations. Proper
email formatting is taught in Business English and the Office Systems and
Procedures classes.

The discussion on Outlook directed the conversation to a copy of an email sent by Brenda
Davis, Alliant Insurance Services. Brenda was unable to attend, but sent some thoughts
regarding challenges with new hires. Many businesses have a formal dress code, and
some individuals have difficulty determining what is appropriate. The employers
recommended we tell students to overdress for interviews. It is better to wear a suit and
be overdressed, than to be too casual in the interview. Also, they encourage applicants to
ask in the interview “what is your dress code?” Both colleges cover dress code in classes.
The Job Centers at both colleges have workshops on dressing for interviews. Some
companies have written policies about piercing and tattoos. They should not show, or be
covered with clothing or band aids. Tardiness and skipping work are other problem areas.
Stress to students they are building rapport for future success, and often they will need a
letter of recommendation from an employer when looking for new jobs.

Next, Dr. Mary Leslie gave an overview of the Office Professional Training (OPT)
program at Grossmont College. A packet of handouts was distributed. OPT is a semester-
long program that prepares adults for high-demand clerical positions including office
assistant, account clerk and insurance clerk. OPT is grant-funded, which pays for all
tuition and books, allowing students to receive free training. Funding is a challenge as
many grants are looking for new programs, not successful ongoing programs. OPT is
doing a cookbook fundraiser and asked for recipe submissions. Linda Snider set up an



internet search site www.goodsearch.com for a $.02 donation per search. Enter
Grossmont College as your favorite charity to raise money for OPT students. The annual
Clothing Closet for OPT students will be on November 18"™. Denise Schulmeyer is
having an employer panel in her Job Search class on November 17™ and asked for panel
members.

Linda Snider and Pat Newman spoke next on the internship and work experience
opportunities at both colleges. We are always looking for new opportunities for student
placement as an office assistant, clerk, or similar job. Grossmont will have internships
during winter intersession, January 3-19, 2007.

Lastly, Linda Snider distributed fliers for free business membership in California
Business Education Association (CBEA). The annual conference offers informative
seminars and valuable networking opportunities.



Business Advisory Committee Meeting
Grossmont-Cuyamaca Community College District
Business Office Technology / Office Professional Training
Minutes — November 1, 2005

Attendees:

Nancy Davis, Mary Leslie, Marian Yamauci (Paychex), Mark Presnell, Vicki Gagliardi,
Laurie Brown, Irena Weisblat, Sosha Thomas (County of San Diego, Sheriff’s
Department), Janell Branson, Linda Snider, Nancy Watson, Theresa Radiez (City of San
Diego), Pat Newman

Minutes:

Welcome and Introductions: Introductions were made, and a welcome and thank you
were extended to all for attending and participating.

Internship Update: Linda Snider, Grossmont BOT Coordinator, explained the basics of
the Internship/Work Experience classes at each college. We always welcome employers
who would like to participate in this program. Linda announced that Irena Weisblat is
taking over the Internship program at Grossmont. Pat Newman handles Work Experience
at Cuyamaca. ’

Online classes now offered at Cuyamaca College: Pat Newman, Cuyamaca BOT
Instructor, announced that Cuyamaca will offer eleven BOT classes online beginning in

Spring 2006. Students like the online format, and have requested more classes. Students
majoring in BOT can earn 75% of the major online, if they so choose. The online classes
are also offered in the flex lab to provide more options for students.

Employer “skill set” wanted (entry level and up): Pat Newman lead the discussion about

what skill set employers are seeking in prospective employees. Marian Yamauci,
Paychex, states that soft skills were high on the list of desired skills, as well as knowledge
of Outlook (email program).

Several employers mentioned that interview skills were extremely important. The trend in
interviews is toward behavior-based questions (how do you handle stress, etc.). Ideal
answers include real-life situations, not hypothetical. They no longer interview applicants
on their qualifications—that information is on the resume and in the job application. San
Diego Insurance Staffing tests every job applicant using an online testing program called
“Prove It”. Applicants should always bring a resume and dress professionally. The City
of San Diego and the County of San Diego have testing for job classifications, as well as
application packages. They are encouraged to fill out the application materials online
because of the applicant tracking system used for the process.



Keyboarding (one space vs. two spaces): Linda Snider asked if any of the employers had
standards for the use of one-space or two-spaces after punctuation in keyboarding. We
are teaching students to space once at both colleges, as that is current practice on
computers and in our textbooks. Two spaces is from the day of typewriters, where it was
more difficult to discern a single space with the mono-spaced font Courier. Employers
said that they did not have a preference either way.

Update on the OPT (Office Professional Training) Program: Mary Leslie, Grossmont

OPT Lead Instructor, announced that the OPT Program just celebrated its 20™
Anniversary. Since 1985, the OPT program has trained over 1,800 individuals, including
laid-off workers, single parents, and many others. The anniversary celebration included a
week of events, highlighted by a banquet, in late October. Dr. Leslie showed a video
presentation from the anniversary. She also provided each advisory committee attendee
with a piggy bank favor which was used as a fundraiser at the banquet.

Cuyamaca Job Link: Laurie Brown, Career Services Coordinator at Cuyamaca,
announced the new service provided in the Career Center—Cuyamaca Job Link.
Employers were encouraged to use Cuyamaca Job Link, a free online job board used to
post job openings and to review student and alumni resumes.
http://www.collegecentral.com/cuyamaca/




November 1, 2004 — BAC Meeting Minutes
Grossmont College Griffin Gate

Present: Pat Newman, Illyana McManus, Linda Snider to 3:30 p.m., Mary Leslie, Julie Brown,
Marion Yamauchi, Theresa Radiez, Sosha Thomas

Attendees introduced themselves, agenda was presented.

Work Experience was discussed, generally seen as positive addition to a student transcript.
Some companies unable to use work experience students due to confidentiality issues.

College MS Specialist Certificates presented to industry. All stated that students having this on
their resume would be a plus, but testing would still occur during interview process at some sites.
All employers stated that MS Word and Excel skills are a must.

Pat Newman presented that Cuyamaca on-line classes are being given. Discussion about
possibly having County personnel take these was brought up by Sosha Thomas. Other issues,
such as trusting students to do their own work, were also discussed.

Skill sets were discussed:

Insurance — Want Customer Service Experience (even if retail), phone experience, 25-30 wpm
typing speed required, testing done on basic math and English skills, matching. Testing also
done to ensure proficiency in Word, Windows, and Excel. Soft skills (determined via an
interview and resume) include dependability, punctuality, and being a team player.

City — Oral test given to determine listening skills. Clerical test for typing given. Written test to
check logic/reading comprehension/forms completion. Interpersonal and communication skills
also tested via a written test. Interview also includes hypothetical and situational questions
(how would you react or respond if....)

PayChex — Written behavioral and math tests (to determine personality, office environment
skills, and hard skills), customer service skills as ascertained by an interview. Basic computer
skills to include Word and Excel.

SD Sheriff — Basic Math and English skills, typing 25-30 wpm. Also want an Admin.
certificate or degree from a Community College, class in computer literacy, OR several
years experience in such.
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APPENDIX 2: Program Review Committee recommendations for the
department/program

The committee recommends that the department: Fall, 2001

Immediately upon retirement, replace the current full-time coordinator position.

. Stabilize funding for BOT tutors by working towards full funding from the general

fund.

Work on developing and implementing strategies to increase retention and
success of all students in open entry/open exit courses with a special emphasis
on students from diverse backgrounds.

Increase efforts to hire more tutors that reflect the diversity of the students
enrolled in the program.

Update course outlines BUS 173 A-D, 176, 180 A-D, 181 A-D, and 182 A-D.



- APPENDIX 3

Catalog

Descriptions



49

Grossmont College Catalog 20062007

BusINESs OFFICE
TECHNOLOGY

The Business Office Technology curriculum prepares
students for employment and advancement in today’s
technology intensive office. The curriculum has been
planned to accommodate a variety of needs and career
paths. In addition to traditional office skills, students will
acquire proficiency in using computers and current
software to perform a variety of essential administrative
functions. Graduates of the program will be prepared to
work with management in all types of business
environments.

Students wishing to earn a certificate or degree in
Business Office Technology select an area of emphasis in
either Administrative Assistant or Executive Assistant.
The Administrative Assistant curriculum is designed for
students who wish to acquire the skills necessary for
entry to mid-level administrative support position. The
Executive Assistant curriculum is designed for students
who wish to prepare themselves for a mid to upper level
administrative support position. The Executive Assistant
curriculum also prepares students to take the Microsoft
Office User Specialist (MOUS) certification examination.
With additional training at a baccalaureate level college or
university, students may prepare for a position in-
business education or business management.

Note: If certain required proficiencies can be demon-
strated, alternate courses may be substituted subject to
department approval.

Note: Certificates of achievement or degrees in Business
Office Technology with the following areas of emphasis
are no longer offered: Account Clerk Specialist,
Administrative Support Specialist, Executive Assistant/
Secretarial Specialist, Legal Office Specialist, Medical
Office Administration Specialist, Medical Transcription
Specialist, and Word/Information Processing Specialist.
Continuing students in these areas of emphasis may
choose to graduate under a previous catalog or see the
Business Office Technology program coordinator to
develop a graduation plan.

Students wishing to eam a certificate of achievement
should complete all courses listed in their chosen area of
emphasis. Students wishing to earn a degree should
complete all courses listed in their chosen area of
empbhasis plus 30 units of general education courses and
electives to total a minimum of sixty units.

Career Opportunities

Office Coordinator

Budget Manager

Event Coordinator

Quality Controller

Account Assistant

Human Resources Analyst

Legal Assistant

Word Processor

Desktop Publishing Specialist

Secretary:
Executive, Medical, Educational, Financial, Government,
Technical, Insurance, Small Business

Business Office Technology

Associate Degree Major Requirements

Area of Emphasis
Administrative Assistant
(Major Code: 50149)
Subject & Number Title Units
Business Office Intermediate Keyboarding/

Technology 102 Document Processing 3
or
Business Office Intermediate Keyboarding/

Technology 102A Document Processing I (1.5)
and
Business Office Intermediate Keyboarding/

Technology 102B Document Processing I (1.5)
Business Office Filing and Records

Technology 104 Management 1
Business Office

Technology 106 Effective Job Search 1
Business Office Office Systems and

Technology 107 Procedures 2
Business Office Using Calculators to

Technology 108 Solve Business Problems 1
Business Office Business English and

Technology 110 Communication 3
Business Office

Technology 120 Comprehensive Word,

and 121 and 122 Levels I and Il and IIT 3
Business Office

Technology 115 Essential Excel 1
or
Business Office

Technology 123 Comprehensive Excel,

and 124 and 125 Levels I and I and 11T 3
Business Office

Technology 116 Essential Access 1
or
Business Office

Technology 126 Comprehensive Access,

and 127 and 128 Levels I and IT and III 3)
Business Office

Technology 117 Essential PowerPoint 1
or
Business Office

Technology 129 Comprehensive PowerPoint,

and 130 and 131 Levels 1 and I and I 3
Business Office

Technology 118 Integrated Office Projects 1

Total 18-24

Select ONE (1) of the following courses:

Subject & Number

Business Office
Technology 223

or

Business Office
Technology 224

or

Business Office
Technology 225

Title Units

Office Work Experience 1

Office Work Experience )

Office Work Experience 3)
Total 19-27
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Business Office Technology

Select a minimum of THREE (3) units from the following
courses:

Subject & Number Title Units
Business Office
Technology 103 A Building Keyboarding Skills
orBorC TorHorIl 5-15
Business Office
Technology 105 Data Entry Skills 1
Business Office
Technology 109 Elementary Accounting 3
Business Office '
Technology 150 Using Microsoft Publisher 1
Business Office
Technology 151 Using Microsoft Outlook 1
Total 3
Total Required 22-30
Plus General Education
and Elective Requirements

Area of Emphasis

Executive Assistant

(Major Code: 50150) .

Subject & Number Title Units

Business Office Business English and
Technology 110 Communication 3

or

Business 128 Business Communication 3)

Business Office Comprehensive Word,
Technology 120 Levell 1

and

Business Office Comprehensive Word,
Technology 121 Level II 1

and

Business Office Comprehensive Word,
Technology 122 Level OI 1

or
Computer Science Info.
Systems 173A-B-C-D  Computer Word Processing  (2)

Business Office Comprehensive Excel,
Technology 123 Level ] 1

and

Business Office Comprehensive Excel,
Technology 124 Level II 1

and

Business Office Comprehensive Excel,
Technology 125 Level IIT 1

or

Computer Science Info. Computer Electronic
Systems 175A-B-C-D Spreadsheet Packages )

Business Office Comprehensive Access,
Technology 126 Level I 1

and

Business Office Comprehensive Access,
Technology 127 Level Il 1

and

Business Office Comprehensive Access,
Technology 128 Level Il 1

or

Computer Science Info.

Systems 174A-B-C-D  Computer Database Packages (2)
Business Office Comprehensive PowerPoint,

Technology 129 Level I 1
and

Grossmont College Catalog 2006-2007

Business Office Comprehensive PowerPoint,

Technology 130 Level I 1
and
Business Office Comprehensive PowerPoint,

Technology 131 Level T 1
or
Computer Science Info.

Systems 177A-B-C-D  Presentation Graphics 3)
Business Office

Technology 151 Using Microsoft Outlook 1
Business Office Advanced Keyboarding/

Technology 201 Document Processing 3
Business Office

Technology 203 Office Project Coordination 1

Total 17-20

Select a minimum of THREE (3) units from the following
courses:

Subject & Number Title Units
Business Office
Technology 109 Elementary Accounting 3
Business 110 Introduction to Business 3
Business 115 Human Relations in Business 3
Business 120 Financial Accounting 4
Business 125 Business Law 3
Business 250 Introduction to International
Business 3
Total 3
Select a minimum of ONE (1) unit from the following
courses:
Subject & Number Title Units
Business Office Building Keyboarding
Technology 103B Skills II 5
Business Office Building Keyboarding
Technology 103C Skills I 5
Business Office Using Microsoft Publisher 1
Technology 150
Business Office Preparing for Performance
Technology 280 A-B-C  Examinations in Microsoft
Word 5
Business Office Preparing for Performance
Technology 281 A-B-C  Examinations in Microsoft
Excel 5

Business Office Preparing for Performance
Technology 282 A-B-C  Examinations in Microsoft
Access 5
Business Office Preparing for Performance
Technology 283 A-B-C  Examinations in Microsoft
PowerPoint 5
Computer Science Info.
Systems 274 A-B-C-D  Advanced Database Packages 2
Computer Science Info. Advanced Electronic

Systems 275 A-B-C-D  Spreadsheet Packages 2
Total 1
Total Required 21-25
Plus General Education and

Elective Requirements
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Certificate of Achievement

Any student who completes the preceding major
requirements for Administrative Assistant or Executive
Assistant qualifies for a Certificate of Achievement in
Business Office Technology. An official request must be
filed with the Admissions and Record Office prior to the
deadline as stated in the Academic Calendar.

Business Office Technology

Medical Transcriptionist

This Certificate of Proficiency prepares a beginning
student to work in a job that requires strong keyboarding
skills along with enough medical office training to
succeed in a high demand area. In a short period of time,
usually one semester, a student is prepared to enter the
workforce. All classes must be completed with a “C”

Certificates of Proficiency

Certificates of Proficiency are designed for the student
who needs to be prepared to enter an entry-level job. A
Certificate of Proficiency may be awarded upon success-
ful completion of a prescribed course of study.

Account Clerk

This Certificate of Proficiency prepares a beginning
student to work in a job that requires bookkeeping skills
as well as an ability to provide account clerk support
using accounting software. Many jobs at the entry level
are available for someone who has training in these two
areas. All classes must be completed with a “C” grade or

higher.
Subject & Number Title Units
Business Office Keyboarding/

Technology 101 Document Processing 3
or
Business Office Keyboarding/

Technology 101A Document Processing 1.5)
and
Business Office Keyboarding/

Technology 101B Document Processing (1.5)
Business Office

Technology 109 Elementary Accounting 3
Business Office Computerized Accounting

Technology 176 Applications 2
Business Office Microcomputer Accounting

Technology 179 Lab

Total 9

Medical Office Assistant

The Medical Office Assistant Certificate of Proficiency
provides students with the skills necessary to gain
employment in a variety of medical office environments.
Students may choose to begin a new career or update
existing job skills. Students successfully completing the
certificate will be qualified to seek employment as:
medical office receptionists, assistants, medical clerical
workers, hospital admitting clerks, medical insurance
billers, medical insurance coders, and insurance claims
processors. All classes must be completed with a “C”

grade or higher.
Subject & Number Title Units
Business Office

Technology 161 Medical Terminology 3
Business Office

Technology 165 Medical Insurance Billing 4.5
Business Office

Technology 167 Medical Coding I 4
Business Office

Technology 170 Medical Office Procedures 6

Total 175

grade or higher.

Subject & Number Title Units
Business Office Building Keyboarding

Technology 103A Skill T 0.5
Business Office Building Keyboarding

Technology 103B Skill II 0.5
Business Office

Technology 114 Essential Word 1.0
Business Office

Technology 161 Medical Terminology 3.0
Business Office

Technology 216 Medical Office Transcription 3.0
Business Office Medical Transcribing

Technology 217A Enhancements 1.0
Business Office Advanced Medical

Technology 218 Transcription 3.0
Business Office Medical Transcription Skill
Technology 222 Building 1.0

Total 13

Office Professional

This Certificate of Proficiency is designed for the first
level position in a broad spectrum of office environments.
The program provides the basic skills necessary tobe a
productive employee. It provides the foundation for
further study and advancement in the clerical field, which
is one of the largest employment areas in our information
processing society. All classes must be completed with a

“C” grade or higher.
Subject & Number Title Units
Business Office

Technology 100 Basic Keyboarding 1
or
Business Office Keyboarding/

Technology 101 Document Processing 3)
or
Business Office Keyboarding/

Technology 101A Document Processing (1.5)
and
Business Office Keyboarding/

Technology 101B Document Processing (1.5)
or
Business Office Intermediate Keyboarding/

Technology 102 Document Processing 3)
Business Office

Technology 106 Effective Job Search 1
Business Office Office Systems and

Technology 107 Procedures 2
Business Office Business English

Technology 110 and Communication 3
Business Office

Technology 114 Essential Word 1
Business Office

Technology 115 Essential Excel 1

Total 9-11
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Business Office Technology

Office Assistant, Level I

This Certificate of Proficiency prepares a beginning
student to work in a job that requires keyboarding skills, a
basic knowledge of filing, and basic computer skills. It is
designed for a student who has not had any computer
training and lacks general office background and
experience. Students who complete this program would
qualify for positions as data entry clerks or entry level
office clerical positions. All classes must be completed

Grossmont College Catalog 2006-2007

Office Software Specialist, Level I

This Certificate of Proficiency is designed for the student
who is interested in working in an administrative support
capacity and needs working knowledge of word
processing, electronic spreadsheet, database, and
presentation software. These courses may also be applied
to the Office Assistant Level Il Certificate of Proficiency.
All classes must be completed with a “C” grade or higher.

with a “C” grade or higher.
Subject & Number Title Units
Business Office

Technology 100 Basic Keyboarding 1
Business Office Keyboarding/

Technology 101 Document Processing 3
or
Business Office Keyboarding/

Technology 101A Document Processing (1.5)
and
Business Office Keyboarding/

Technology 101B Document Processing (1.5)
Business Office Filing and Records

Technology 104 Management 1
Business Office

Technology 105 Data Entry Skills 1
Business Office

Technology 106 Effective Job Search 1

Total 7

Office Assistant, Level I1

This Certificate of Proficiency is designed for the student
who has completed the Office Assistant, Level I Certificate
of Proficiency or has the equivalent in keyboarding and
computer skills. It prepares students to advance in an
office career ladder in which knowledge of Microsoft

Office applications is necessary. It is a certificate that leads
to the full college certificate for the Administrative
Assistant certificate and degree. All classes must be
completed with a “C” grade or higher.

Subject & Number Title Units
Business Office Intermediate Keyboarding/

Technology 102 Document Processing 3
or
Business Office Intermediate Keyboarding/

Technology 102A Document Processing I (1.5)
and
Business Office Intermediate Keyboarding/

Technology 102B Document ProcessingII  (1.5)
Business Office Office Systems and

Technology 107 Procedures 2
Business Office

Technology 114 Essential Word 1
Business Office

Technology 115 Essential Excel 1
Business Office

Technology 116 Essential Access 1
Business Office

Technology 117 Essential PowerPoint 1

Total 9

Subject & Number Title Units
Business Office

Technology 100 Basic Keyboarding 1
Business Office

Technology 114 Essential Word 1
or
Business Office Comprehensive Word,

Technology 120 Level 1 1)
and
Business Office Comprehensive Word,
Technology 121 Level II (1)
Business Office
Technology 115 Essential Excel 1
or
Business Office Comprehensive Excel,
Technology 123 Level I 1)
and
Business Office Comprehensive Excel,
Technology 124 Level I @O
Business Office
Technology 116 Essential Access 1
or
Business Office Comprehensive Access,
Technology 126 Level I 1
and
Business Office Comprehensive Access,
Technology 127 Level I (¢))]
Business Office
Technology 117 Essential PowerPoint 1
or
Business Office Comprehensive PowerPoint,
Technology 129 Level 1 (1)
and
Business Office Comprehensive PowerPoint,
Technology 130 Level II (1)
Total 5-9

Office Software Specialist, Level II

This Certificate of Proficiency is designed for the student
who is interested in working in an administrative support
capacity and needs thorough knowledge of word
processing, electronic spreadsheet, database, and
presentation software as well as software integration
techniques. Students who complete this proficiency
certificate may continue taking courses and earn the
Executive Assistant Certificate of Achievement. All classes
must be completed with a “C” grade or higher.
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Subject & Number Title Units
Business Office
Technology 100 Basic Keyboarding 1
Business Office
Technology 118 Integrated Office Projects 1
Business Office Comprehensive Word,
Technology 120 Level I 1
or
Business Office
Technology 114 Essential Word (1)
Business Office Comprehensive Word,
Technology 121 Level I 1
Business Office Comprehensive Word,
Technology 122 Level I 1
Business Office Comprehensive Excel,
Technology 123 Level I 1
or
Business Office
Technology 115 Essential Excel (1)
Business Office Comprehensive Excel,
Technology 124 Level I 1
Business Office Comprehensive Excel,
Technology 125 Level III 1
Business Office Comprehensive Access,
Technology 126 Level 1 1
or
Business Office
Technology 116 Essential Access Q)
Business Office Comprehensive Access,
Technology 127 Level I 1
Business Office Comprehensive PowerPoint,
Technology 129 Level I 1
or
Business Office
Technology 117 Essential PowerPoint 1
Business Office Comprehensive PowerPoint,
Technology 130 Level I 1
Total 12
Virtual Office Assistant

This Certificate of Proficiency prepares students to create
and run a virtual office business. More specifically, the
certificate prepares a student to act as an entrepreneur
specializing in administrative services provided to clients
in a virtual environment. All classes must be completed
with a “C” grade or higher.

Subject & Number Title Units
Business Office

Technology 100 Basic Keyboarding 1.0
Business Office Building Keyboarding

Technology 103A Skill I 0.5
Business Office Building Keyboarding

Technology 103B Skill T 05
Business Office

Technology 111 Virtual Assistant 2.0
Business Office

Technology 115 Essential Excel 1.0
Business Office Comprehensive Word,

Technology 120 Level I 1.0
Business Office Comprehensive Word,

Technology 121 Level II 1.0

Cardiovascular Technology

Business Office
Technology 150
Business 141

Using Microsoft Publisher 1.0
Entrepreneurship: Managing

a New Business 30
Marketing 3.0
Total 14

Business 146

CARDIOVASCULAR
TECHNOLOGY

See page 11 for special admission procedures and

The Cardiovascular Technology program at Grossmont
College is a two-year course of study leading to an
Associate in Science Degree or Certificate of Achievement.
Graduates of the program enter the health care profession
as Cardiovascular Technologists.

Cardiovascular Technology students are educated in the
theory and dlinical application of diagnostic tests used in
the diagnosis and treatment of cardiovascular disease.
The first year of the program is composed of a core
curriculum of courses which encompass physics,
mathematics, cardiovascular anatomy, physiology and
pathophysiology, medical electronics and instrumentation,
and the application of clinical cardiovascular techniques.

In the second year of the program students select one of
three subspecialties for concentrated study which includes
lecture, laboratory and clinical experience courses. The
subspecialties are:

1. Invasive Cardiovascular Technology

Invasive Cardiovascular Technologists work in cardiac
catherization laboratories where they assist the
cardiologist in performing diagnostic and treatment
procedures such as cardiac catheterization, balloon
angioplasty, electrocardiographic monitoring and
angiography. The technologist assists in the
catheterization procedure, operates various electronic
instruments and calculates clinical information for
interpretation by the physician.

2. Noninvasive Cardiovascular Technology (Cardiac
Ultrasound)

Noninvasive Cardiovascular Technologists perform
cardiac ultrasound studies and specialized
electrocardiographic procedures. The information
obtained from these clinical studies is used by the
physician to evaluate patients for cardiovascular
disease and designing comprehensive treatment plans.
The technologist performs the studies, operates various
electronic instruments and calculates clinical
information for interpretation by the physician.

3. Vascular Technology (Vascular Ultrasound)

Vascular Technologists perform ultrasound and other
diagnostic studies to evaluate arterial and venous
obstructions, which put patients at risk for loss of
circulation in their extremities or a major stroke. The
information obtained from these clinical studies is used
by vascular surgeons and neurologists to establish the
diagnosis, access the severity of existing disease, and to
design comprehensive treatment plans. The
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Business

Business 253 1

International Marketing:
Expanding Exports

3 units, 3 hours lecture

A course which examines the economic,
legal, political, competitive and cultural
environments of foreign markets in
order to design appropriate products,
establish price and develop promotion
strategies to effectively reach those
markets. Special focus is on preparing
small to medium enterprises to compete
abroad. Starting your own export
management company is covered.
Transfers to CSU

Busingss 256 T
International Financial
Transactions

2 units, 2 hours lecture

This course surveys the international
monetary system as it affects import and
export. Students will learn about letters
of credit, drafts and other banking
documents used in foreign commerce.
They will also examine foreign exchange
rates, financing of international trade,
methods of reducing financial risk and
services provided by an international
banker.

Transfers to CSU

Business 257 1
International Transportation
1.5 units, 1.5 hours lecture

This course deals with all aspects of
international freight forwarding as
utilized by an importer or an exporter.
Domestic transportation is described as
it relates to export and import
shipments. All modes of transportation
are explored; ocean, air, rail and truck.
Quoting air and ocean shipments is
covered, as well as auditing freight
invoices and negotiating rates with
freight forwarders.

Transfers to CSU

Business 258 T

The Cultural Dimensions in
International Business

3 units, 3 hours lecture

A course examining the cultural barriers
encountered when engaging in inter-
national trade. Coping effectively with
the challenges of a foreign assignment
and specific information on working
and negotiating with foreign nationals
will be presented.

Transfers to CSU

+ This course meets all Title 5 standards for
Associate Degree Credit.
++ This course meets all Title 5 standards for

Nondegree Credit.

Business 265 A-B-C-D 1
Internship in

International Business

1 unit, 5 hours work experience plus
concurrent enrollment in 6 units at Grossmont
College

Work experience in a business
organization engaged in international
business. Intern spends 75 hours per
semester in on-the-job training. For
work experience requirements, see page
26.

Transfers to CSU

Business 266 T

Internship in

International Business

2 units, 10 hours work experience plus
concurrent enrollment in 5 units at Grossmont
College

Prerequisite: Limited to International
Business majors who have completed at least
12 units in the major.

Work experience in a business
organization engaged in international
business. The intern spends between 120
and 150 hours per semester in on-the-
job training. For work experience
requirements, see page 26.

Transfers to CSU

Business 267 T

Internship in

International Business

3 units, 15 hours work experience plus
concurrent enrollment in 4 units at Grossmont
College

Prerequisite: Limited to International
Business majors who have completed at least
12 units in the major.

Work experience in a business
organization engaged in international
business. The intern spends between 180
and 225 hours per semester in on-the-
job training. For work experience
requirements, see page 26.

Transfers to CSU

Busingss 273 +

Advanced Microcomputer
Word Processing Techniques
1 unit, 3 hours laboratory

This course is designed for the student
who has completed a course of
instruction in the use and function of a
major word processing software
package and desires to further develop
his or her skills. The student will
complete a series of projects using the
IBM PS-2 microcomputer which will
involve use of all software functions.
Transfers to CSU

Grossmont College Catalog 2006-2007

Business 299

Selected Topics in Business
1-3 units, 3-9 hours

Prerequisite: Varies with topic.

Selected topics in business not covered
by regular catalog offerings. Course
content and unit credit to be determined
by the Division of Business and
Professional Studies in relation to
community/student need(s) and/or
available staff. May be offered as a
seminar or lecture class.

Business OFrFiCE TECHNOLOGY
095 T+t

Keyboarding Skill
Reinforcement
1 unit, 3 hours laboratory

This course is designed for students
who have completed a basic key-
boarding course and desire to reinforce
their skills before advancing to the next
level of keyboarding. The course begins
with a keyboard review, then progresses
to practice and timings designed to
improve keyboarding speed and
accuracy. This course is offered on a
Credit/No Credit basis only.
(Nondegree credit course)

Business OFFiCE TECHNOLOGY
096 11

(Computer Science Information Systems
096)

Computer Basics for
the Office

1 unit, .5 hour lecture, 1.5 hours laboratory
Recommended Preparation:

BOT/CSIS 100 or equivalent and English 105
or equivalent reading level,

This course is designed to give students
with little or no computer experience
the basic information and skills needed
to operate a computer efficiently in an
office environment. Content includes an
overview of components of a computer
system hardware and software,
proficiency in using a mouse, storing
information, using the Internet and
purchasing and maintaining a computer.
It is recommended that students
complete a basic keyboarding course
prior to enrolling in this course. This
course is offered on a Credit/No Credit
basis only. (Nondegree credit course)
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BusiNess OFFICE TECHNOLOGY
097 1

(Computer Science Information Systems
097) .

Windows Basics for

the Office

1 unit, .5 hour lecture, 1.5 hours laboratory
Recommended Preparation:

BOT/CSIS 100 or equivalent. BOT/CSIS 096
or concurrent enrollment or equivalent, and
English 105 or equivalent reading level,

This course is designed for students
with little or no computer experience.
Students will learn to use the Windows
operating system efficiently to create
and manage files and folders. This
course is offered on a Credit/No Credit
basis only. (Nondegree credit course)

Busingss OFfrice TECHNOLOGY
100 1

(Computer Science Information Systems
100)

Basic Keyboarding

1 unit, 3 hours laboratory

A course in beginning keyboarding
techniques for those students who wish
to use keyboarding skills for inputting
information to computers. The course is
taught on computers using appropriate
software. Emphasis will be placed on
the development of speed and accuracy
by use of touch keyboarding methods,
development of touch skills on the 10-
key pad, understanding of basic
vocabulary and concepts used in
keyboarding operations for inputting
and retrieving information, and
composition at the keyboard. For
students with physical disabilities that
may impair proficiency, emphasis will
be on quality of output instead of speed,
and on the use of alternative input
devices.

Transfers to CSU

Busingss OFrick TECHNOLOGY

101 ¢t
Keyboarding/Document
Processing :

3 units, 1.5 hours lecture, 4.5 hours laboratory
Recommended Preparation: A“C”or“CR”
grade or higher in BOT/CSIS 100 or
equivalent. English 105 or equivalent reading
level,

This is a course for students wishing to
integrate touch keyboarding techniques
with basic text processing operations.
Students will use Microsoft Word
software to produce correctly formatted
and accurate business documents,
including letters, reports, and tables. In
addition to the alphabetic keyboard,
students will learn to use the 10-key pad
for numeric data entry. Students will

also use keyboarding software to build
speed and accuracy.
Transfers to CSU -

Business Orrice TECHNOLOGY
101A T
Keyboarding/Document
Processing

1.5 units, .8 hours lecture, 2.2 hours laboratory
Recommended Preparation: A“C”or“CR”
grade or higher in BOT/CSIS 100 or
equivalent. English 105 or equivalent reading
level.

Business Office Technology 101A is
equivalent to the first half of Business
Office Technology 101. The focus will be
on learning or reviewing the alphabetic
and numeric keyboard, including the
10-key pad for numeric data entry.
Students will learn to use basic features
of Microsoft Word software to produce
simple memos, letters, and reports.
Keyboarding software will be used to
build speed and accuracy. Students
wishing to progress to Business Office
Technology 102 should also complete
Business Office Technology 101B. Not
open to students with credit in Business
Office Technology 101.

Transfers to CSU

Business OFrice TECHNOLOGY
101B {
Keyboarding/Document
Processing

1.5 units, .8 hours lecture, 2.2 hours laboratory
Recommended Preparation: BOT 101A or
equivalent and English 105 or equivalent
reading level.

This course is equivalent to the second
half of Business Office Technology 101.
Students will use Microsoft Word
software to produce correctly formatted
and accurate business documents,
including letters, reports, and tables.
Students will also use keyboarding
software to build speed and accuracy.
Not open to students with credit in
Business Office Technology 101.
Transfers to CSU

BusINESS OFFICE TECHNOLOGY
102 t

Intermediate Keyboarding/
Document Processing

3 units, 1.5 hours lecture, 4.5 hours laboratory
Recommended Preparation: BOT 101 or
BOT 101A and BOT 101B or equivalent.

A continuation course in keyboarding
for those students who wish to increase
their keyboarding skill. Students will
continue to learn to use Microsoft Word
to produce correctly formatted
documents. This course begins with
intermediate Microsoft Word functions,

Business Office Technology

so entering students should be
proficient in using basic Word features
and should key a minimum of 30 wpm
on a five-minute timed writing.
Transfers to CSU

BusiNgss OFFicE TECHNOLOGY
102A

Intermediate Keyboarding/
Document Processing I

1.5 units, .8 hours lecture, 2.2 hours laboratory
Recommended Preparation: A“C"or“CR”
grade or higher in BOT 101, or 101A and
101B, or equivalent,

Business Office Technology 102A is
equivalent to the first half of Business
Office Technology 102. Students review
and create business documents to apply
formatting skills taught in BOT 101 (or
BOT 101A and 101B), and then students
are introduced to new formatting and
report styles options, including agendas,
formal reports, and multipage tables.
This course begins with intermediate
Microsoft Word functions so entering
students should be proficient in using
basic Word features and should key a
minimum of 30 net words per minute
on a five-minute timing. Not open to
students with credit in Business Office
Technology 102.

Transfers to CSU

Busingss Orrice TECHNOLOGY
1028

Intermediate Keyboarding/
Document Processing II

1.5 units, .8 hours lecture, 2.2 hours laboratory
Recommended Preparation: A“C”or“CR”
grade or higher in BOT 102A.

Business Office Technology 102B is
equivalent to the second half of Business
Office Technology 102. Students
continue to create business documents,
applying new formatting skills
including using templates, designing
letterheads and office forms, and
learning specialized applications such as
medical and legal forms. This course
begins with intermediate Microsoft
Word functions so entering students
should be proficient in using basic Word
features and should key a minimum of
35 net words per minute on a five-
minute timed writing. Not open to
students with credit in Business Office
Technology 102.

Transfers to CSU

+ This course meets all Title 5 standards for
Associate De| i

gree Credit.
+t This course meets all Title 5 standards for
Nondegree Credit.
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Business OFFICE TECHNOLOGY
103A 1

Building Keyboarding Skill I
.5 unit, 1.5 hours laboratory

Recommended Preparation:

BOT/CSIS 100 or equivalent.

This course is for students who have
completed a keyboarding course but
wish to work further on developing
speed and accuracy. Entering students
should know the alphabetic keyboard
by touch and key and a minimum rate
of 20 net words per minute on a five-
minute timed writing. Students keying
at a lower rate should enroll in Business
Office Technology 095.

Transfers to CSU

Business OFFice TECHNOLOGY
103B t

Building Keyboarding

Skill 1T

.5 unit, 1.5 hours laboratory

Recommended Preparation: BOT 103A or
equivalent.

This is a continuation course in building
keyboarding speed and accuracy.
Entering students should be keying by
touch at a minimum rate of 30 net
words per minute on a five-minute
timed writing. Students keying at a
lower rate should enroll in Business
Office Technology 103A.

Transfers to CSU

Business Orrice TECHNOLOGY
103C ¢

Building Keyboarding

Skill IIX

.5 unit, 1.5 hours laboratory

Recommended Preparation: BOT 103B or
equivalent.

This is a continuation course in building
keyboarding speed and accuracy.
Entering students should be keying by
touch at a minimum rate of 40 net
words per minute on a five-minute
timed writing. Students keying at a
lower rate should enroll in Business
Office Technology 103B.

Transfers to CSU

+ This course meets all Title 5 standards for
Associate Degree Credit.

Business OFFice TECHNOLOGY
104 1

Filing and

Records Management

1 unit, .5 hour lecture, 1.5 hours laboratory
Recommended Preparation: English 105
or equivalent reading level.

This course offers instruction in the
Association of Records Managers and
Administrators (ARMA) filing rules and
techniques which are widely used in
business to create and maintain files.
Alphabetic, numeric, geographic, and
subject filing rules are included. The
course also includes instruction in
records management, including the
rules for retention, transfer and
disposition of records. Students use a
microcomputer software package to
learn basic filing rules.

Transfers to CSU

Busingess Orrice TECHNOLOGY
105

Data Entry Skills

1 unit, .5 hour lecture, 1.5 hours laboratory
Prerequisite: A“C"or“CR”grade or higher
in BOT /CSIS 100 or equivalent.
Recommended Preparation:

BOT/CSIS 096.

This course is designed for students
who wish to prepare for employment in
the data entry field. Emphasis is on
development of speed and accuracy in
the use of the microcomputer alphabetic
keyboard and the microcomputer
numeric keypad to reach employable
levels of skill. Students will complete
assignments, drills, and timed speed
and accuracy tests.

Transfers to CSU

Business OFFICE TECHNOLOGY
106 1

Effective Job Search

1 unit, 1 hour lecture

This course will provide comprehensive
and valuable skills that are needed to
successfully secure employment,
specializing in the office technology
industry. It is designed to examine the
continuous process of career/life
planning through effective, well-
planned and efficiently organized job
search procedures.

Transfers to CSU

Grossmont College Catalog 20062007

Business OFFICE TECHNOLOGY

107 ¢

Office Systems

and Procedures

2 units, 2 hours lecture

Recommended Preparation:

BOT/CSIS 096 and 097, BOT 101 or 101A and
101B, or equivalent or concurrent enrollment.
English 105 or equivalent reading level.
Content includes office ethics and
professionalism; prioritizing and
productivity; human relations; working
in teams; customer service skills;
telephone skills; scheduling appoint-
ments; using e-mail, copiers, fax
machines, and scanners; handling office
mail; and using the Internet for common
office functions such as travel
reservations and ordering supplies.
Transfers to CSU

Busingss OFrice TECHNOLOGY
108 {

Using Calculators to

Solve Business Problems

1 unit, .5 hour lecture, 1.5 hours laboratory
Recommended Preparation: English 105
or equivalent reading level.

Introduces the ten-key, digital display,
electronic calculator. The student will
build skill in performing fundamental
arithmetic operations using a calculator.
Topics include use of decimals,
fractions, constants, discounts,
percentages, and memory keys.
Transfers to CSU

Business OFFiIcE TECHNOLOGY
109

(Business 109)

Elementary Accounting
3 units, 3 hours lecture

A one-semester introduction to
elementary accounting principles.
Presentation includes journals, ledgers,
work sheets and financial statement for
the single proprietorship. The course is
designed for the clerical employee. (May
not be substituted for Business 120
where required. Not open to students
with credit in Business 120.)

Transfers to CSU
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Business OFFICE TECHNOLOGY

110 1

Business English

and Communication

3 units, 3 hours lecture

A class designed to provide English and
communication skills for use in office
occupations. Areas covered include
spelling, vocabulary, language structure,
mechanics of style, and writing business
memos, e-mails, and letters. All memo,
e-mail and letter assignments must be
typed or prepared on a computer. This
course is designed primarily for
Business Office Technology students.
Transfers to CSU

Business OFrice TECHNOLOGY
mit

Virtual Assistant

2 units, 2 hours lecture

Recommended Preparation: Business
Office Technology 100 or 103A and 103B and
107.

An overview course providing informa-
tion to those interested in careers as
Virtual Assistants (those whose work
consists mainly of internet communica-
tions and email correspondence) with a
focus on virtual administrative services.
Topics include defining a virtual career,
creating, organizing and managing your
virtual office, office and business ethics,
financial planning, time management,
buying and using technology, and
promoting a virtual business.

Transfers to CSU

Business OFricE TECHNOLOGY

12 +¢

Business Office
Correspondence

and Office Professionalism
3 units, 3 hours lecture

Corequisite: BOT 114 and 115.

This 8-week course provides compre-
hensive and valuable guidelines for
creating general business correspon-
dence used in office occupations,
including spelling, vocabulary, letter
writing, and developing a marketable
resume and cover letter. It touches upon
the continuous process of career
planning and networking when resume
and cover letter writing is discussed. In
addition, the course examines office
professionalism and productivity,
introducing students to various office
equipment and its appropriate use. This
course is intended for Business Office
Technology majors.

Transfers to CSU

BusiNesS OFFicE TECHNOLOGY
14t

Essential Word

1 unit, .5 hour lecture, 1.5 hours laboratory
Recommended Preparation:

BOT/CSIS 096 and 097, BOT 101 or 101A and
101B or equivalent, and English 105 or
equivalent reading level.

This course is designed for the student
who wants to learn the most commonly
used features of a current popular word
processing software package. Students
who complete this course will be
proficient in using text editing and
formatting commands to produce
typical business documents. They will
also be proficient at using the mail
merge feature to produce form letters,
labels, and envelopes. Students who
wish to study word processing software
in more depth should consider enrolling
in Business/Computer Science
Information Systems 173 or Business
Office Technology/Computer Science
Information Systems 120, 121 and 122.
See the current class schedule for
version of Microsoft Word currently
being used. Not open to students with
credit in Business Office Technology/
Computer Science Information

Systems 121 or 122.

Transfers to CSU

Business OFrice TECHNOLOGY
nst

Essential Excel

1 unit, .5 hour lecture, 1.5 hours laboratory
Recommended Preparation:

BOT/CSIS 096, 097 and 100 or equivalent,
and English 105 or equivalent reading level,
This course is for the student who wants
to become proficient in the most
commonly used features of Microsoft
Excel. Basic spreadsheet concepts and
terms will be introduced. Students will
learn how to create, format, and revise
spreadsheets and charts. They will also
learn how to create basic formulas and
templates. The use of simple macros
will be introduced. Students who desire
more in-depth coverage of these and
additional topics should consider
enrolling in Computer Science
Information Systems 175 or Business
Office Technology/Computer Science
Information Systems 123, 124 and 125.
Not open to students with credit in
Business Office Technology/Computer
Science Information Systems 124 or 125.
Transfers to CSU

Business Office Technology

Business OFrice TECHNOLOGY

neé t

Essential Access

1 unit, .5 hour lecture, 1.5 hours laboratory
Recommended Preparation:

BOT/CSIS 096, 097 and 100 or equivalent,
and English 105 or equivalent reading level,
This course is for the student who wants
to become proficient in the most
commonly used features of Microsoft
Access. Basic database concepts and
terms will be introduced. Students will
learn how to create, format, edit, and
revise simple databases. They will learn
to sort and filter records, to use queries,
and to create forms, reports, and labels.
Students who desire more in-depth
coverage of these and additional topics
should consider enrolling in Business/
Computer Science Information
Systems 174 or Business Office
Technology/Computer Science
Information Systems 126, 127 and 128.
Not open to students with credit in
Business Office Technology/Computer
Science Information Systems 127 or 128.
Transfers to CSU

Business OFFICE TECHNOLOGY
17

Essential PowerPoint

1 unit, .5 hour lecture, 1.5 hours laboratory
Recommended Preparation:

BOT/CSIS 096 and 097 or equivalent,

BOT 114 or equivalent, and English 105 or
equivalent reading level.

This course is for the student who wants
to become proficient in the most
commonly used features of Microsoft
PowerPoint. Basic concepts and terms
will be introduced. Students will learn
how to create, format, and revise

. PowerPoint presentations, including

animation effects. Students who desire
more in-depth coverage of these and
additional topics should consider
enrolling in Business/Computer Science
Information Systems 177 or Business
Office Technology/Computer Science
Information Systems 129, 130 and 131.
Not open to students with credit in
Business Office Technology/Computer
Science Information Systems 130 or 131.
Transfers to CSU

+ This course meets all Title 5 standards for
Associate Degree Credit.
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Business OFFiCE TECHNOLOGY
ns t

Integrated Office Projects

1 unit, 3 hours laboratory

Prerequisite: A“C”or“CR"grade or higher
in BOT 102, 107, 115, 116, and 117 or
equivalent.

Recommended Preparation: English 105
or equivalent reading level.

This capstone course is designed for
Business Office Technology majors who
have completed prerequisite courses in
all applications of the Microsoft Office
suite (Word, Excel, Access, and
PowerPoint) and have keyboarding
skills of minimum 40 net words per
minute. Students will apply their skills
to complete projects which integrate
these applications. Students will also
use the Internet to complete projects.
Transfers to CSU

BusiNEss OFFICE TECHNOLOGY

120 t

(Computer Science Information Systems
120)

Comprehensive Word,

Level 1
1 unit, .5 hour lecture, 1.5 hours laboratory

Recommended Preparation:
BOT/CSIS 096 and 097 or equivalent,
BOT 101 or 101A and 101B or equivalent,
and English 105 or equivalent reading level.
This is the first level of a three-level
course sequence designed to give
students thorough coverage of most
features of Microsoft Word. Students
who complete all three levels will be
prepared to take the Microsoft Office
User Specialist (MOUS) certification
examination or similar examinations.
Students wishing less comprehensive
coverage of Microsoft Word should
consider enrolling in Business Office
Technology 114.

Transfers to CSU

Business Orrice TECHNOLOGY

121 t

(Computer Science Information Systems
121)

Comprehensive Word,

Level II

1 unit, .5 hour lecture, 1.5 hours laboratory
Recommended Preparation:

BOT/CSIS 120 or equivalent.

This course is the second level ina
three-level course sequence designed to
give students thorough coverage of all
features of Microsoft Word. Students
who complete all three levels will be
prepared to take the Microsoft Office
User Specialist (MOUS) certification
examination or similar examinations.
Transfers to CSU

+ This course meets all Title 5 standards for
Associate Degree Credit.

Business OFFICE TECHNOLOGY

122 t

(Computer Science Information Systems
122)

Comprehensive Word,

Level III

1 unit, .5 hour lecture, 1.5 hours laboratory
Prerequisite: A“C"or"“CR" grade or higher
in BOT/CSIS 121 or equivalent.

This course is the third in a three-level
course sequence designed to give
students thorough coverage of most
features of Microsoft Word. Students
completing this three course sequence
and preparing to take the Microsoft
Office User Specialist (MOUS)
certification examination or similar
examinations should consider enrolling
in Business Office Technology 280 prior
to taking the examination.

Transfers to CSU

Busingss OFFICE TECHNOLOGY
123 t

(Computer Science Information Systems
123)

Comprehensive Excel,

Level I

1 unit, .5 hour lecture, 1.5 hours laboratory
Recommended Preparation:

BOT/CSIS 096, 097 and 100 or equivalent.
This is the first level of a three-level
course sequence designed to give
students thorough coverage of most
features of Microsoft Excel. Students
who complete all three levels will be
prepared to take the Microsoft Office
user Specialist certification examination
or similar examinations. Students
wishing less comprehensive coverage of
Microsoft Excel should consider
enrolling in Business Office

Technology 115.

Transfers to CSU

Busingss OFFicE TECHNOLOGY

124 t .

(Computer Science Information Systems
124)

Comprehensive Excel,

Level I

1 unit, .5 hour lecture, 1.5 hours laboratory
Recommended Preparation:

BOT/CSIS 123 or equivalent.

This course is the second level in a
three-level course sequence designed to
give students a thorough coverage of all
features of Excel. Students who
complete all three levels will be
prepared to take the Microsoft Office
User Specialist (MOUS) certification
examination or similar examinations.
Transfers to CSU

Grossmont College Catalog 20062007

Business OFFice TECHNOLOGY

125 1

(Computer Science Information Systems
125)

Comprehensive Excel,

Level 111

1 unit, .5 hour lecture, 1.5 hours laboratory
Prerequisite: A“C”or”CR”grade or higher
in BOT/CSIS 124 or equivalent.

This course is the third in a three-level
course sequence designed to give
students thorough coverage of most
features of Microsoft Excel. Students
completing this three course sequence
and preparing to take the Microsoft
Office User Specialist (MOUS)
certification examination or similar
examinations should consider enrolling
in Business Office Technology 281 prior
to taking the examination.

Transfers to CSU

BusiNess OFFICE TECHNOLOGY

126 t

(Computer Science Information Systems
126)

Comprehensive Access,
Level 1

1 unit, .5 hour lecture, 1.5 hours laboratory
Recommended Preparation:

BOT/CSIS 096, 097, 100 and BOT 116 or
equivalent, and English 105 or equivalent
reading level.

This is the first level of a three-level
course sequence designed to give
students thorough coverage of most
features of Microsoft Access. Students
who complete all three levels will be
prepared to take the Microsoft Office
User Specialist certification examination
or similar examinations. Students
wishing less comprehensive coverage of
Microsoft Access should consider
enrolling in Business Office

Technology 116.

Transfers to CSU

Business OFFicE TECHNOLOGY

127 t

{Computer Science Information Systems
127)

Comprehensive Access,
Level II

1 unit, .5 hour lecture, 1.5 hours laboratory
Recommended Preparation:

BOT/CSIS 126 or equivalent.

This course is the second level in a
three-level course sequence designed to
give students a thorough coverage of all
features of Microsoft Access. Students
who complete all three levels will be
prepared to take the Microsoft Office
User Specialist (MOUS) certification
examination or similar examinations.
Transfers to CSU
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BusiNEss OFFiCE TECHNOLOGY
128 )

(Computer Science Information Systems
128)

Comprehensive Access,
Level III

1 unit, .5 hour lecture, 1.5 hours laboratory
Prerequisite: A“C"or“CR"grade or higher
in BOT/CSIS 127 or equivalent.

This course is the third in a three-level
course sequence designed to give
students thorough coverage of most
features of Microsoft Access. Students
completing this three course sequence
and preparing to take the Microsoft
Office User Specialist (MOUS)
certification examination or similar
examinations should consider enrolling
in Business Office Technology 282 prior
to taking the examination.

Transfers to CSU

Business OFFICE TECHNOLOGY
129

(Computer Science Information Systems
129)

Comprehensive PowerPoint,
Level I

1 unit, .5 hour lecture, 1.5 hours laboratory
Recommended Preparation: BOT 101,
114 and BOT/CSIS 120 or equivalent, and
English 105 or equivalent reading level.

This is the first level of a three-level
course sequence designed to give
students thorough coverage of most
features of Microsoft PowerPoint.
Students who complete all three levels
will be prepared to take the Microsoft
Office User Specialist (MOUS)
certification examination or similar
examinations. Students wishing less
comprehensive coverage of Microsoft
PowerPoint should consider enrolling in
Business Office Technology 117.
Transfers to CSU

Business OFFICE TECHNOLOGY
130 t

(Computer Science Information Systems
130)

Comprehensive PowerPoint,

Level I

1 unit, .5 hour lecture, 1.5 hours laboratory
Recommended Preparation:

BOT/CSIS 129 or equivalent. -

This course is the second level in a
three-level course sequence designed to
give students a thorough coverage of all
features of Microsoft PowerPoint.
Students who complete all three levels
will be prepared to take the Microsoft
Office User Specialist (MOUS)
certification examination or similar
examinations in PowerPoint.

Transfers to CSU

Busingss OFFicE TECHNOLOGY

131 1

(Computer Science Information Systems
131)

Comprehensive PowerPoint,
Level III

1 unit, .5 hour lecture, 1.5 hours laboratory
Prerequisite: A”C”or”CR" grade or higher
in BOT/CSIS 130 or equivalent.

This course is the third in a three-level
course sequence designed to give
students thorough coverage of most
features of Microsoft PowerPoint.
Students completing this three course
sequence and preparing to take the
Microsoft Office User Specialist (MOUS)
certification examination or similar
examinations should consider enrolling
in Business Office Technology 283 prior
to taking the examination.

Transfers to CSU

Business OrFrice TECHNOLOGY
150

Using Microsoft Publisher
1 unit, .5 hour lecture, 1.5 hours laboratory
Recommended Preparation: BOT 101 and
121 or equivalent.

An introductory course in Microsoft
Publisher for those students who wish
to acquire a basic understanding of
concepts and terminology for the
production of professional quality
publications. The emphasis is on
graphics, word processing, and page
layout.

Transfers to CSU

Business OFFicE TECHNOLOGY
151 1

Using Microsoft Outlook

1 unit, .5 hour lecture, 1.5 hours laboratory
Recommended Preparation:

BOT/CSIS 096 and 097, BOT 101, BOT 114 or
BOT/CSIS 120 or equivalent.

This course is designed to offer students
proficiency in the use of Microsoft
Outlook to create e-mail messages,
maintain personal calendars and
schedules, plan work, maintain contact
lists, and organize information.

Transfers to CSU

Business Office Technology

Business OFFiCE TECHNOLOGY
161 1

Medical Terminology

3 units, 3 hours lecture

A basic course designed to familiarize
students with fundamental medical
terms and to help them recognize
common prefixes, roots, and suffixes
that will give clues to meaning. Stresses
correct spelling, pronunciation, usage,
and syllabication. Uses anatomy and
physiology as a basis of study.

Transfers to CSU

BusiNEss OFrFICE TECHNOLOGY
163

Introduction to

Basic Insurance Principles
3 units, 3 hours lecture

This course will provide a working
knowledge of the insurance basics
necessary to begin a career in an
insurance agency or an insurance
company. Course content includes the
principles of property and casualty
insurance and the coverage they
provide.

Transfers to CSU

BusiNEss OFFICE TECHNOLOGY

164

Computer Software for

the Insurance Industry

2 units, 2 hours lecture

Recommended Preparation: A“C"or“CR”
grade or higher in or concurrent enrollment in
BOT 163 or equivalent insurance industry
experience.

This course will provide knowledge of
common rating software utilized in the
rating of auto insurance, homeowners,
and dwelling fire policies. In addition,
the student will learn how to complete
common industry forms such as
applications. Students will be expected
to recognize and understand common
insurance industry terms.

Transfers to CSU

+ This course meets all Title 5 standards for
Associate Degree Credit.



134

Business Office Technology

Busingss OFFICE TECHNOLOGY
165 T

Medical Insurance Billing
4.5 units, 4 hours lecture, 2 hours laboratory
Recommended Preparation: A“C”or“CR”
grade or higher in BOT 102 and 161 or
equivalent. May be concurrently enrolled in
BOT 161,

The course provides eniry-level training
in medical insurance billing. The course
will cover government, military, private
and group insurance claim forms and
process, including the use of standard-
ized forms. Students will develop an
understanding of Current Procedural
Terminology (CPT), International
Classification of Diseases (ICD) and
Health Care Procedural Coding System
(HCPCS) as they are used in medical
records, insurance billing, and related
correspondence. Emphasis is placed on:
ICD-9, CPT and HCPCS coding;
processing and monitoring health care
claims, manually and using specialized
software; interpretation and processing
of Explanation of Benefits (EOB)
information; and claims review and
appeal. Students will use word
processing and patient accounting
software to produce billing
correspondence and documents.
Transfers to CSU

Business OFFICE TECHNOLOGY

167

Medical Coding

4 units, 4 hours lecture, 1 hour laboratory
Recommended Preparation: A“C"or“CR"
grade or higher in BOT 161 and 165 or
equivalent.

This course provides entry-level training
in medical coding. Students will
develop an understanding of Current
Procedure Terminology (CPT) and
International Classifications of Diseases
(ICD-9-CM), Volumes I and II as they
are used in records.

Transfers to CSU

+ This course meets all Title 5 standards for
Associate Degree Credit.

Business OrFrice TECHNOLOGY
170 1

Medical Office Procedures

6 units, 6 hours lecture

Prerequisite: A“C”or”CR"grade or higher
or concurrent enrollment in BOT 161 or
equivalent.

A course designed for those who wish
to pursue a career as a medical business
office worker or for those currently
working in a medical office who wish to
improve their skills. Students will
develop skills in oral and written
communications, records management,
office supervision, legal and ethical
obligations, credit and collections,
banking procedures, bookkeeping for a
medical office, employer and payroll
taxes, special administrative procedures
and preparation of a procedure manual
for the medical office.

Transfers to CSU

Business OFFice TECHNOLOGY
171 1

Microcomputer Business
Applications Lab

1 unit, 3 hours laboratory

Corequisite: Concurrent enrollment in
BOT/CSIS 172.

This lab is highly recommended for all
students enrolled in Business Office
Technology/Computer Science
Information Systems 172, and is
especially beneficial for students who
do not have access to a microcomputer
outside of class hours. Hands-on
assignments will facilitate skill
development i all areas of micro-
computer applications covered in
Business Office Technology /Computer
Science Information Systems 172.
Transfers to CSU

Business OFFicE TECHNOLOGY
172 ¢

(Computer Science Information Systems
172)

Introduction to
Microcomputer Applications
2 units, 2 hours lecture

Recommended Preparation: CSIS 105 or
110 or BOT 096 and 097 and the ability to
type 25 words per minute verified by a typing
certificate or BOT 100 or 101 or CSIS 100.
This class introduces a student to
microcomputer application software. It
is taught using a Windows operating
system and IBM-compatible micro-
computer, using business software in a
hands-on lecture approach. Topics
include the use of microcomputers for
word processing, spreadsheet, database,
electronic publishing and presentation
functions.

Transfers to CSU

Grossmont College Catalog 2006~2007

BusiNEsS OFFICE TECHNOLOGY

176 t

(Business 176, Computer Science
Information Systems 176)
Computerized Accounting
Applications

2 units, 2 hours lecture

Recommended Preparation: A“C”or"CR”
grade or higher or concurrent enrollment in
BUS/BOT 109 or Business 120.

An introductory course of computerized
accounting functions utilizing an
integrated general ledger software
package. This course is especially
beneficial for students, teachers and
professionals who are using, or who
plan to use, computerized accounting
packages in a business environment.
Transfers to CSU

Business OFFICE TECHNOLOGY
179 t

Computerized Accounting
Lab

1 unit, 3 hours laboratory

Corequisite: Concurrent enrollment in
BOT/BUS/CSIS 176.

Supervised laboratory practice to
enhance computer skills in subject areas
included in Business/Business Office
Technology/Computer Science
Information Systems 176. Use of
integrated general accounting software
for completion of projects assigned in
Computerized Accounting Applications
class.

Transfers to CSU

Busingss OFrice TecHNOLOGY 198
Supervised Tutoring

0 units, 50 hours

Corequisite: Official enrollment in
Grossmont College.

This course uses a variety of educational
tools to assist students with various
learning needs. It could be used to
strengthen prerequisite skills prior to
enrolling in a specific course or to
receive supplemental assistance while
enrolied in another course. The course
may be repeated with different content.
This is a no fee/no credit course.
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Business Orrice TEcHNOLOGY 199
Special Studies or

Projects in Business Office
Technology

1-3 units, 3-9 hours

Prerequisite: Consent of instructor.
Individual study, research or projects in
the field of business under instructor
guidance. Written reports and periodic
conferences required. Content and unit
credit to be determined by student/
instructor conferences and/or division.
May be repeated for a maximum of nine
units.

Business OFFICE TECHNOLOGY
201 t

Advanced Keyboarding/
Document Processing

3 units, 1.5 hours lecture, 4.5 hours laboratory
Prerequisite: A“C”or”CR" grade or higher
in BOT 102 or equivalent.

Advanced Keyboarding/Document
Processing is a course for the further
development of keyboarding skill to
meet professional placement require-
ments. Students will use intermediate
and advanced features of Microsoft
Word software to create complex
business documents with minimum
instruction. Students will use computer
software for building speed and

accuracy on five-minute timed writings
to attain the speed and accuracy
required for professional office
positions.

Transfers to CSU

Business OFFICE TECHNOLOGY
203 t

Office Project Coordination
1 unit, 3 hours laboratory

Prerequisite: A”C”or“CR" grade or higher
in BOT/CSIS 122, 125, 128, 131 and BOT 151
or equivalent,

This capstone course gives students
who have comprehensive knowledge of
Word, Excel, Access, PowerPoint, and
Microsoft Outlook the opportunity to
integrate those skills by assuming
responsibility for completing a given
project from inception to completion.
Transfers to CSU

Business OFFICE TECHNOLOGY

216 t

Medical Office Transcription
3 units, 2 hours lecture, 3 hours laboratory
Recommended Preparation: BOT 102 and
161 or equivalent.

A course designed for those who wish
to pursue a career as a medical
transcription specialist for work in a
hospital, clinic, transcription service or a
home office setting. The course is also

Business Office Technology

appropriate for those currently working
in a medical setting who wish to upgrade
their skills. The course includes the use
of transcription machines to prepare
medical correspondence, consultation
reports, discharge summaries, hospital
reports, history and physical reports,
and workers compensation reports for
most medical specialties.

Transfers to CSU

BusiNgss OFFICE TECHNOLOGY
217 A-BC 1

Medical Transcribing
Enhancements

1 unit, 3 hours laboratory

Prerequisite: A“C”or”"CR"grade or higher
in BOT 218 or equivalent.

This course will consist of specialized
drills to enhance students' skills or to
provide practice for a certification
examination. The student will be able to
choose from drills on medical
terminology, grammar, and medical
reports to include autopsy reports, x-ray
reports, laboratory reports, operative
reports, history and physical reports,
consultation reports, medical-legal
reports, discharge summaries or foreign
language dictator documents.

Transfers to CSU

1 This course meets all Title 5 standards for
Associate Degree Credit.
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Busingss OrFice TECHNOLOGY
218 t

Advanced Medical
Transcription

3 units, 2 hours lecture, 3 hours laboratory
Prerequisite: A“C”or“CR"grade or higher
in BOT 161 and 216 or equivalent.

A course for those students pursuing a
career as a medical transcription
specialist. This course includes
assignments in actual doctor-dictated
materials.

Transfers to CSU

Business OFrice TECHNOLOGY
222 t

Medical Transcription Skill
Building

1 unit, 1 hour lecture

Recommended Preparation: A“C”or“CR"
grade or higher or concurrent enrollment in
BOT 218 or equivalent.

This is a capstone course that will
provide specific job search skills and
prepare the medical transcription
student to succeed in passing the
written portion of the medical
transcription certification exam. It also
completes the medical transcription
preparation by providing instruction in
legal and ethical concerns in medical
record keeping, disease processes,
pharmacology, and diagnostic testing.
Working medical transcriptionists may
also enroll.

Transfers to CSU

Busingss OrFFice TECHNOLOGY
223

Office Work Experience

1 unit, 5 hours work experience plus
concurrent enrollment in 6 units at Grossmont
College

Prerequisite: Limited to majors in Business
Office Technology who have completed at least
12 unils in the major.

Work experience in an office. Trainee
spends 60-75 hours per semester in on-
the-job training in an office. Key-
boarding and computer skills as well as
training in a variety of office procedures
are required by most worksites. For
work experience or field experience
requirements, see page 26.

Transfers to CSU

+ This course meets all Title 5 standards for
Associate Degree Credit.

Business OFricE TECHNOLOGY
224 t

Office Work Experience

2 units, 10 hours work experience plus
concurrent enrollment in 5 units at Grossmont
College

Prerequisite: Limited to majors in Business
Office Technology who have completed at least
12 units in the major.

Work experience in an office. Trainee
spends 120-150 hours per semester in
on-the-job training in an office.
Keyboarding and computer skills as
well as training in a variety of office
procedures are required by most
worksites. For work experience or field
experience requirements, see page 26.
Transfers to CSU

BusinNess OFFICE TECHNOLOGY
225 1
Office Work Experience

3 units, 15 hours work experience plus

concurrent enrollment in 4 units at Grossmont

College

Prerequisite: Limited to majors in Business
Office Technology who have completed at least
12 units in the major.

Work experience in an office. Trainee
spends 180-225 hours per semester in
on-the-job training in an office.
Keyboarding and computer skills as
well as training in a variety of office
procedures are required by most
worksites. For work experience or field
experience requirements, see page 26.
Transfers to CSU

Business OrFice TECHNOLOGY
280 A-B-C ¢
Preparing for Performance
Examinations in Microsoft
Word
.5 unit, 1.5 hours laboratory
Recommended Preparation:

BOT/CSIS 122 or equivalent.

Students will use testing software to
prepare for the Microsoft Office User
Certification (MOUS) examination, to
prepare for employment examinations,
or to receive a Business Office
Technology certificate of proficiency in
Microsoft Word with detailed
competencies. This course is offered on
a Credit/No Credit basis only.

Grossmont College Catalog 2006-2007

Business OFFICE TECHNOLOGY
281 A-BC T

Preparing for Performance
Examinations in Microsoft
Excel

.5 unit, 1.5 hours laboratory
Recommended Preparation:

BOT/CSIS 125 or equivalent.

Students will use testing software to
prepare for the Microsoft Office User
Certification (MOUS) examination, to
prepare for employment examinations,
or to receive a Business Office
Technology certificate of proficiency in
Microsoft Excel with detailed
competencies. This course is offered on
a Credit/No Credit basis only.

BusINESS OFFICE TECHNOLOGY
282 ABCY

Preparing for Performance
Examinations in Microsoft
Access

.5 unit, 1.5 hours laboratory
Recommended Preparation:

BOT/CSIS 128 or equivalent.

Students will use testing software to
prepare for the Microsoft Office User
Certification (MOUS) examination, to
prepare for employment examinations,
or to receive a Business Office
Technology certificate of proficiency in
Microsoft Access with detailed
competencies. This course is offered on
a Credit/No Credit basis only.

BusiNEsS OFFICE TECHNOLOGY
283 A-BC

Preparing for Performance
Examinations in Microsoft
PowerPoint

.5 unit, 1.5 hours laboratory
Recommended Preparation:

BOT/CSIS 131 or equivalent.

Students will use testing software to
prepare for the Microsoft Office User
Certification (MOUS) examination, to
prepare for employment examinations,
or to receive a Business Office
Technology certificate of proficiency in
Microsoft PowerPoint with detailed
competencies. This course is offered on
a Credit/No Credit basis only.
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4. Course Status

COURSE LAST ALIGNMENT | TIME OFFERED | SEMESTER
AND UPDATED? | STATUS WITH ( g’i{%@&%&%‘& LAST
NUMBER CUYAMACA (E)EVENING, (W) OFFERED

WEEKEND,
(F) FLEX, (O)
ONLINE

BUS 086 04/01/93 N/A M, A SUMMER 06

BOT 095 04/17/01 C F FALL 06
BOT 096* | 04/17/01 C F FALL 06
BOT 097* 04/03 C F FALL 06
BOT 100* 04/01 C F,O FALL 06

BOT 101 04/01 C F,O FALL 06
BOT 101A 04/02 IP M, F, O FALL 06
BOT 101 B 04/02 IP M,F,O FALL 06

BOT 102 04/03 C F,O FALL 06
BOT 102 A 04/05 IP F,O FALL 06
BOT 102 B 04/05 IP F,O FALL 06

BOT 103 04/03 C F FALL 06

A,B,C

BOT 104 04/01 C F FALL 06

BOT 105 04/01 C F FALL 06
BOT 106# 04/04 C A FALL 06
BOT 107# 04/03 C A FALL 06

BOT 108 04/01 C F FALL 06

BOT 109 04/04 C M,E, O FALL 06
BOT 110$ 04/04 C ,E FALL 06

BOT 111 04/06 N/A 0 SPRING 07

BOT 112 04/05 N/A 29

BOT 114 04/03 C F FALL 06

BOT 115 04/03 C F FALL 06

BOT 116 04/03 C F FALL 06

BOT 117 04/03 C F FALL 06

BOT 118 04/01 C F FALL 06
BOT 120* 04/03 C F FALL 06
BOT 121* 04/03 C F FALL 06
BOT 122* 04/03 C F FALL 06
BOT 123* 04/03 C F FALL 06
BOT 124* 04/03 C F FALL 06
BOT 125* 04/03 C F FALL 06
BOT 126* 04/03 C F FALL 06




BOT 127* 04/03 C F FALL 06
BOT 128* 04/03 C F FALL 06
BOT 129* 04/03 C F FALL 06
BOT 130* 04/03 C F FALL 06
BOT 131* 04/03 C F FALL 06
BOT 150 04/03 C F FALL 06
BOT 151 04/03 C F FALL 06
BOT 161 04/02 N/A M,E FALL 06
BOT 163 04/04 N/A A FALL 06
BOT 164 04/04 N/A M, A SPRING 05
BOT 165 04/02 N/A M A FALL 06
BOT 167 04/02 N/A M SPRING 06
BOT 170 04/02 N/A M 227?
BOT 171 04/04 N/A 2?27?
BOT 172%* 04/02 N/A 0 FALL 06
BOT 176 04/04 C M, E FALL 06
BOT 179 04/04 C M FALL 06
BOT 198 04/03 C M, A FALL 06
BOT 199 04/02 C M,AE FALL 06
BOT 201 04/01 C F FALL 06
BOT 203 04/01 C F FALL 06
BOT 216 04/03 N/A E FALL 06
BOT 217 04/03 N/A E FALL 06
BOT 218 04/03 N/A E FALL 06
BOT 222 04/03 N/A E FALL 06
BOT 223 04/01 C M,AE FALL 06
BOT 224 04/01 C M, AE FALL 06
BOT 225 04/01 C M,AE FALL 06
BOT 280 04/03 C F FALL 06
BOT 281 04/03 C F FALL 06
BOT 282 04/03 C F FALL 06
BOT 283 04/03 C F FALL 06

*CROSSLISTED WITH CSIS $ CROSSLISTED WITH BUS
#SLATED TO BE OFFERED AS HYBRIDS EVENING - SPRING 2007
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APPENDIX 4B:

COURSES THAT HAVE BEEN FORMALLY ARTICULATED WITH THE HIGH
SCHOOLS AND/OR FOUR-YEAR UNIVERSITIES

Grossmont-Cuyamaca Community College District
Grossmont Union High School District

Tech Prep Articulation Master Grid
2005-2006

Business—Grossmont & Cuyamaca

Accounting 1 & 2 C010 & C020 | BOT/BUS 109 Elementary Accounting 3.0 do/de ECVHS, GHHS, HHS,
: MMHS

ROP Computerized Accounting T160 & T161 | BOT/BUS 109 Elementary Accounting 3.0 GC/CC ECHS, GHS, MVHS, SHS

ROP Computerized Accounting T160 & T161 | BOT/BUS 109 Elementary Accounting 3.0 GC/CC | ROP Adult

BOT/BUS 176 Computerized Accounting | 2.0
ROP Virtual Enterprise T641 & T642 | BUS 141 Entrepreneurship: Managing a 3.0 cC/cC MMHS
New Business
English for Business €065 & CO66 | BOT 110 Business English & 3.0 GC GHS, HHS, MMHS, MVHS
_____ Communication
Marketing C275 & C280 | BUS 146 Marketing 3.0 GC/cC VHS
Business Office Technology—Grossmont & Cuyamaca
BOT 120 Comprehensive Word | 1.0 Gc/cc .
ROP Business/Computers Ti23 | BOT 121 Comprehensive Word li 1.0 GC/CC | ECVHS, MVHS, SHS
ROP Business/Computers T440 | BOT 123 Comprehensive Excel | 1.0 oC/cC
BOT 129 Comp PowerPoint | 1.0 d/de i
BOT 130 Comp PowerPoint Ii 1.0 GC/cC GHHS, HHS, MMHS,
ROP Computer Applications T121/T122 | [Students may earn credit in any of the VHS, WHHS
ROP Exploring Technology T121/T123 | above courses, based on demonstration

of competency]




1/6/2007 www.aggist.org Page 1
CSU Baccalaureate Level Course List by Department
Grossmont College

06-07
Semester
Course Title Units
==== Business Office Technology ====
BOT 100 Basic Keyboarding 1
Same as: CSIS 100 )
BOT 101 Keyboarding/Document Processing 3
BOT 101A Keyboarding/Document Processing 1.5
BOT 101B Keyboarding/Document Processing 1.5
BOT 102 Intermediate Keyboarding/Document Processing 3
BCT 102A Intermediate Keyboarding/Document Processing I 1.5
BOT 102B Intermediate Keyboarding/Document Processing II 1.5
BOT 103A Building Keyboarding Skill I .5
BOT 103B Building Keyboarding Skill II .5
BOT 103C Building Keyboarding Skill III .5
BOT 104 Filing and Records Management 1
BOT 105 Data Entry Skills 1
BOT 106 Effective Job Search 1
BOT 107 Office Systems and Procedures 2
BOT 108 Data Entry Skills 1
BOT 109 Business Office Technology 3
Same as: BUS 109
BOT 110 Business English and Communication 3
BOT 111 Virtual Assistant 2
BOT 112 Business Office Corregpondence and Office 3
Professionalism
BOT 114 Essential Word 1
BOT 115 Egsential Excel 1
BOT 116 Essential Access 1
BOT 117 Egsential PowerPoint 1
BOT 118 Intergrated Cffice Projects 1
BOT 120 Comprehensive Word, Level I 1
Same as: CSIS 120
BOT 121 Comprehensive Word, Level II 1
Same as: CSIS 121
BOT 122 Comprehensive Word, Level III 1
Same as: CSIS 122
BOT 123 Comprehensive Excel, Level I 1
Same as: CSIS 123
BOT 124 Comprehensive Excel, Level II 1
Same as: CSIS 124
BOT 125 Comprehengive Excel, Level III 1
Same as: CSIS 125
BOT 126 Comprehensive Access, Level I 1
Same as: CSIS 126
BOT 127 Comprehensive Access, Level II 1
Same ag: CSIS 127
BOT 128 Comprehensive Access, Level III 1

Same ag: CSIS 128



1/6/2007 www.assist.org Page 2
CSU Baccalaureate Level Course List by Department
Grossmont College

66-07
Semester
Course Title Units
Business Office Technology (continued)
BOT 129 Comprehensive PowerPoint, Level I 1
Same as: CSIS 129
BOT 130 Comprehengive PowerPoint, Level II 1
Same as: CSIS 130
BOT 131 Comprehensive PowerPoint, Level III 1
Same as: CSIS 131
BOT 150 Using Microsoft Publisher 1
BOT 151 Using Microsoft Outlook 1
BOT 161 Medical Terminology 3
BOT 163 Introduction to Basgic Insurance Principles 3
BOT 164 Computer Software for the Insurance Industry 2
BOT 165 Medical Insurance Billing 4.5
BOT 167 Medical Coding 4
BOT 170 Medical Office Procedures 6
BOT 171 Microcomputer Business Applicationsg Lab 1
BOT 172 Introduction to Microcomputer Applications 2
Same ag: CSIS 172
BOT 176 Business Office Technology 2
Same as: BUS 176, CSIS 176
BOT 179 Computerized Accounting Lab 1
BOT 201 Advanced Keyboarding/Document Processing 3
BOT 203 Office Project Coordination 1
BOT 216 Medical Office Transcription 3
BOT 217A Medical Transcribing Enhancements 1
BOT 217B Medical Transcribing Enhancements i
BOT 217C Medical Transcribing Enhancements 1
BOT 218 Advanced Medical Transcription 3
BOT 222 Medical Transcription Skill Building 1
BOT 223 Office Work Experience 1
BOT 224 Office Work Experience 2
BOT 225 Office Work Experience 3

END OF REPORT
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