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OFFICE MANAGEMENT DEGREE (A25370) 
The Office Management curriculum prepares individuals for employment as administrative office personnel who 
use skills in the areas of office management, office finance, legal office, virtual office, customer service, and office 
software. The Office Accounting Assistant/Bookkeeping track emphasizes skills in accounts payable, receivable, 
payroll, accounting software (usually QuickBooks®), and general accounting assistant duties. 
Course work includes computer applications, oral and written communication, analysis and coordination of office 
tasks and procedures, records management, and other topics depending on the subject area selected within this 
curriculum. Graduates should qualify for employment opportunities in a variety of office positions in business, 
government, and industry. Upon graduation, students may be eligible to sit for industry recognized certification 
exams. 
COURSE & HOUR REQUIREMENTS 

Course Number & Name Class Hours Lab Hours Credit Hours 
FALL SEMESTER    
ACA 111 College Student Success 1 0 1 
OST 122 Office Computations 2 2 3 
OST 131 Keyboarding 1 2 2 
OST 136 Word Processing 2 2 3 
OST 137 Office Applications I 2 2 3 
OST 164 Office Editing  3 0 3 

Total 11 8 15 
SPRING SEMESTER    
ACC 120 Principles of Financial Accounting 3 2 4 
OST 134 Text Entry and Formatting 2 2 3 
OST 138 Office Applications II 2 2 3 
OST 236 Advanced Word Processing 2 2 3 
WBL 110 World of Work 1 0 1 

Total 10 8 14 
SUMMER SEMESTER    
*ENG 111 Writing and Inquiry  3 0 3 
*Humanities/Fine Arts Elective  3 0 3 
*Social/Behavioral Science Elective 3 0 3 

Total 9 0 9 
FALL SEMESTER    
*ENG 114 Prof. Res. & Reporting 3 0 3 
*MAT 143 Quantitative Literacy 2 2 3 
OST 286 Professional Development 3 0 3 
WBL 111 Work-Based Learning I 0 10 1 
**Major Elective 3 0 3 

Total 11 12 13 
SPRING SEMESTER    
ACC 150 Accounting Software Applications 1 3 2 
BUS 137 Principles of Management 3 0 3 
OST 233 Office Publications  2 2 3 
OST 284 Emerging Technologies 1 2 2 
OST 289 Office Admin Capstone 2 2 3 
**Major Elective 3 0 3 

Total 12 9 16 
TOTAL SEMESTER CREDIT HOURS FOR DEGREE   67 
** MAJOR ELECTIVES Choose six (6) hours from the following:     
Business: BUS 115, 151, 260 3 0 3 
Office Systems Technology: OST 141, 142, 148, 149 3 0 3 
** HUMANITIES/FINE ARTS Choose at least three (3) semester 
hours from the following:    

ART 111 Art Appreciation  3 0 3 
PHI 210 History of Philosophy  3 0 3 
HUM 115 Critical Thinking  3 0 3 
MUS 110 Music Appreciation  3 0 3 
REL 110 World Religions  3 0 3 
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Course Number & Name Class Hours Lab Hours Credit Hours 
**SOCIAL/BEHAVIORAL SCIENCES Choose at least three (3) hours 
from the following:    

HIS 121 Western Civilization I 3 0 3 
HIS 122 Western Civilization II 3 0 3 
HIS 131 American History I  3 0 3 
HIS 132 American History II  3 0 3 
HIS 221 African American History 3 0 3 
PSY 150 General Psychology  3 0 3 
PSY 281 Abnormal Psychology  3 0 3 
SOC 210 Introduction to Sociology 3 0 3 

*This course is a component of the general education requirements needed for graduation. 
NOTE: Students are required to take ACA 111 in their first semester. 
NOTE: Courses previously completed in this program may be subject to review for readmitted students to ensure current proficiency based 
on changing technology needs and industry standards. The Curriculum Dean and program instructor(s) will determine if courses need to be 
repeated. 

ADMINISTRATIVE ASSISTANT CERTIFICATE (C25370E) 
The Administrative Assistant certificate prepares individuals for basic skills necessary for entry-level 
employment, such as keyboarding, grammar, document formatting, paper and electronic filing, and office 
software applications. Upon completion of this certificate, students may use these skills to find entry-level 
employment and/or elect to continue their education by earning an Associate in Applied Science degree in Office 
Management. 
COURSE & HOUR REQUIREMENTS 

Class Title Class Hours Lab Hours Credit Hours 
OST 131 Keyboarding 1 2 2 
OST 134 Text Entry and Formatting 2 2 3 
OST 136 Word Processing 2 2 3 
OST 137 Office Applications I 2 2 3 
OST 164 Office Editing 3 0 3 
TOTAL SEMESTER CREDIT HOURS FOR CERTIFICATE 10 8 14 

OFFICE SOFTWARE CERTIFICATE (C25370B) 
The Office Software certificate is designed to provide Microsoft® Office software skills to produce documents, 
spreadsheets, presentations, and databases. Upon completion of this certificate, students may use these skills 
to find entry-level employment and/or elect to continue their education by earning an Associated in Applied 
Science degree in Office Management. 
COURSE & HOUR REQUIREMENTS 

Class Title Class Hours Lab Hours Credit Hours 
OST 131 Keyboarding 1 2 2 
OST 136 Word Processing 2 2 3 
OST 137 Office Applications I 2 2 3 
OST 138 Office Applications II 2 2 3 
OST 236 Advanced Word Processing 2 2 3 
TOTAL SEMESTER CREDIT HOURS FOR CERTIFICATE 9 10 14 

NOTE: After completing the Computer Software Applications certificate, students will be eligible to take the Microsoft Office Specialist 
exams through an independent testing facility. 

OFFICE ASSISTANT/BOOKKEEPING CERTIFICATE (C25370F) 
The Office Assistant/Bookkeeping certificate is designed for students who wish to specialize as accounting assistants or 
bookkeepers.  Upon completion of the certificate, students will be able to perform accounts payable, receivable, payroll, or 
general accounting assistant duties. They may find entry-level employment with these finance skills and/or elect to continue 
their education by earning an Associate in Applied Science degree in Office Management and/or Accounting. 
COURSE & HOUR REQUIREMENTS 

Class Title Class Hours Lab Hours Credit Hours 
ACC 120 Principles of Financial Accounting 3 2 4 
ACC 150 Accounting Software Applications 1 3 2 
OST 122 Office Computations 2 2 3 
OST 137 Office Applications I 2 2 3 
OST 138 Office Applications II 2 2 3 
TOTAL SEMESTER CREDIT HOURS FOR CERTIFICATE 10 11 15 


	BOARD OF TRUSTEES
	WCC FOUNDATION BOARD OF DIRECTORS
	ACADEMIC CALENDAR
	COLLEGE PERSONNEL
	ADMINISTRATION
	STAFF
	FACULTY

	GENERAL INFORMATION
	ACADEMIC PROGRAMS
	ACCREDITATION
	ADVISORY COMMITTEES
	EQUAL OPPORTUNITY STATEMENT
	FOUNDATION
	HISTORY
	HOURS OF OPERATION
	INSTITUTIONAL PLANNING AND RESEARCH
	LOCATION AND FACILITIES
	MISSION STATEMENT
	STUDENT ACHIEVEMENT MEASURES
	STUDENT RIGHT TO KNOW ACT
	NCCCS GENERAL EDUCATION COMPETENCIES AND OUTCOMES

	ADMISSIONS
	ADMISSIONS PROCESS
	HOME SCHOOL STUDENTS
	INTERNATIONAL STUDENTS AND PERMANENT RESIDENTS
	READMISSION TO THE COLLEGE
	SPECIAL CREDIT STUDENTS
	TRANSFER STUDENTS
	UNDOCUMENTED IMMIGRANTS

	ALLIED HEALTH ADMISSIONS POLICIES
	ALLIED HEALTH PROGRAM CRIMINAL BACKGROUND CHECKS AND DRUG SCREENING
	ASSOCIATE DEGREE NURSING (ADN)
	ADN EVENING OPTION ONLY:
	SURGICAL TECHNOLOGY ASSOCIATE DEGREE
	ALLIED HEALTH READMISSION PROCESS

	COLLEGE CREDIT FOR HIGH SCHOOL STUDENTS
	CAREER AND COLLEGE PROMISE (CCP)
	ELIGIBILITY REQUIREMENTS FOR CCP STUDENTS

	COLLEGE LEVEL ENTRY PLACEMENT (CLEP) AND ADVANCED PLACEMENT EXAMS
	CRIMINAL RECORD CONSIDERATIONS
	REGISTERED SEX OFFENDERS
	PLACEMENT AND ASSESSMENT
	HIGH SCHOOL GPA
	HIGH SCHOOL EQUIVALENCY ASSESSMENTS
	STANDARDIZED TEST SCORES
	PLACEMENT TEST SCORES
	ACCOMMODATIONS FOR PLACEMENT TESTING
	PLACEMENT TEST REPEAT POLICY

	MILITARY READMISSION AND COURSE COMPLETION
	RESIDENCY FOR TUITION PURPOSES

	FINANCIAL AID
	APPLICATION PROCESS
	ELIGIBILITY
	FINANCIAL AID ENROLLMENT STATUS
	LIMITS ON FINANCIAL AID ELIGIBLITY
	DEVELOPMENTAL COURSE WORK & RISE
	ENROLLMENT AT MULTIPLE INSTITUTIONS
	STANDARDS OF ACADEMIC PROGRESS FOR FINANCIAL AID

	FINANCIAL AID APPEAL PROCESS
	TYPES OF FINANCIAL AID
	FEDERAL PELL GRANT PROGRAM
	LOANS
	SCHOLARSHIPS
	OTHER TYPES OF AID


	PAYMENT AND DISBURSEMENT OF FINANCIAL AID
	VETERANS EDUCATION ASSISTANCE
	WITHDRAWAL AND IMPACT TO FINANCIAL AID

	FINANCIAL INFORMATION
	EDUCATION TAX CREDITS
	FEES AND EXPENSES
	CURRICULUM TUITION AND FEES
	SHORT-TERM TRAINING FEES
	OTHER FEES
	ALLIED HEALTH PROGRAM FEES
	FINANCIAL LIABILITY FOR TOOLS AND EQUIPMENT
	FOREIGN NATIONAL INFORMATION SYSTEM
	OUTSTANDING CHARGES OR LOANS
	PAYMENT POLICIES
	REFUND POLICIES
	CURRICULUM TUITION REFUNDS
	SHORT-TERM TRAINING TUITION REFUNDS
	REFUND FOR FEES
	TEXTBOOK REFUNDS
	MILITARY REFUNDS


	STUDENT DEVELOPMENT
	CAREER SERVICES
	COUNSELING SERVICES
	SELECTING A PROGRAM OF STUDY
	CHANGING A PROGRAM OF STUDY
	ADDING A SECOND PROGRAM OF STUDY (DOUBLE-MAJOR)
	COUNSELING FOR SATSIFACTORY ACADEMIC PROGRESS

	ACCESSIBILITY SERVICES
	ELIGIBILITY
	GRIEVANCE PROCEDURE FOR ACCOMMODATIONS
	RETENTION OF ACCESSIBILITY RECORDS

	REGISTRATION AND SCHEDULE ADJUSTMENT
	STUDENT RECORDS
	FERPA AND RELEASE OF INFORMATION
	DIRECTORY INFORMATION

	TRANSCRIPTS
	RETENTION OF RECORDS

	TRiO (ACADEMIC SUPPORT)
	UPWARD BOUND


	RESOURCES AND SERVICES
	BOOKSTORE
	BOOK BUY BACK
	CAMPUS SECURITY
	CHILD CARE ASSISTANCE
	EARLY ALERT SYSTEM WATERMARK WOLF TRACKS
	EMERGENCY/TEXTBOOK LOANS
	HALF TUITION LOANS
	LEARNING RESOURCE CENTER
	ONLINE TUTORING
	ORIENTATION
	COLLEGE SUCCESS COURSES
	WORKSHOPS

	STUDENT HOUSING
	STUDENT ID NUMBERS/CARDS
	STUDENT LOUNGE
	TECHNOLOGY RESOURCES
	TECHNOLOGY SUPPORT SERVICES
	STUDENT EMAIL ACCOUNTS


	ACADEMIC INFORMATION
	ACADEMIC ADVISING
	ACADEMIC HONORS
	DEAN’S LIST
	PRESIDENT’S LIST

	SHORT-TERM TRAINING
	DISTANCE LEARNING
	MOODLE
	MOODLE 101 STUDENT TRAINING
	ONLINE COURSES
	HYBRID COURSES
	BLENDED COURSES
	HYFLEX COURSES
	ENROLLMENT VERIFICATION
	COMPUTER HARDWARE & SOFTWARE RECOMMENDATIONS
	PROCTORING

	GRADING SYSTEM
	GRADING SCALES
	GRADE POINT AVERAGE

	GRADUATION
	GRADUATION HONORS AND AWARDS

	STANDARDS FOR ACADEMIC PROGRESS
	TRANSFER TO SENIOR COLLEGES AND UNIVERSITIES
	TRANSFER STATEMENT

	WORK-BASED LEARNING
	ELIGIBILITY FOR WORK-BASED LEARNING
	CODE OF CONDUCT FOR WORK-BASED LEARNING (WBL)


	ACADEMIC POLICIES AND PROCEDURES
	ACADEMIC FORGIVENESS POLICY
	ATTENDANCE POLICIES
	ONLINE (NT) ATTENDANCE
	HYBRID (HY) AND BLENDED (BL) ATTENDANCE
	HYFLEX (HF) ATTENDANCE

	AUDIT POLICY
	CATALOG REQUIREMENTS
	COURSE/CURRICULUM DISMISSAL
	COURSE LOAD
	COURSE PREREQUISITE/COREQUISITES POLICY
	COURSE REPEAT POLICY
	COURSE SUBSTITUTIONS
	CREDIT BY CREDENTIAL
	CREDIT BY EXAMINATION
	SHORT-TERM TRAINING TO CURRICULUM CREDIT
	DROP PROCEDURE/TUITION REFUND POLICIES
	GRADE APPEALS
	GRADE REPORTS/CORRECTIONS
	INCOMPLETE GRADES
	ELIGIBILITY FOR AN INCOMPLETE GRADE (“I”)
	REQUEST AND APPROVAL PROCESS
	To request an Incomplete grade, students must submit an Incomplete Grade Request Form, including documentation of extenuating circumstances, to the instructor on or before the last day of class of the semester/term for which they are requesting an Inc...
	If approved, the instructor must submit an Incomplete Grade Form to the Registrar's Office no later than the grades due deadline of the semester/term.
	COMPLETION DEADLINE
	ADDITIONAL CONSIDERATIONS

	INDEPENDENT STUDY POLICY
	LATE ENTRY
	REINSTATEMENT TO CLASS
	RELIGIOUS OBSERVANCE POLICY
	WITHDRAWAL FROM THE COLLEGE

	GENERAL POLICIES AND PROCEDURES
	CAMPUS SAFETY
	ANNUAL CRIME STATISTICS REPORT
	EMERGENCY RESPONSE AND EVACUATION
	REPORTING CRIMINAL OFFENSES AND SUSPICIOUS ACTIVITY
	TIMELY WARNINGS
	WEAPONS ON CAMPUS

	CHANGE OF PERSONAL INFORMATION
	CHILDREN ON CAMPUS
	COMMUNICABLE DISEASE POLICY
	ACCEPTABLE USE POLICY FOR STUDENTS
	COPYRIGHT LAWS
	CODE OF CONDUCT AND CIVILITY
	ACADEMIC DISHONESTY & MISCONDUCT
	NON-ACADEMIC MISCONDUCT

	DISCIPLINARY AND DUE PROCESS PROCEDURES
	DISCIPLINARY SANCTIONS
	PENALTIES FOR ACADEMIC DISHONESTY
	PENALTIES FOR NON-ACADEMIC MISCONDUCT

	DUE PROCESS APPEALS

	DISCRIMINATION AND HARASSMENT POLICY
	DRUG FREE CAMPUS AND ALCOHOL POLICY
	ELECTRONIC DEVICES POLICY
	ELECTRONIC SIGNATURE POLICY
	EMERGENCY CALLS AND MESSAGES
	FREE SPEECH AND PUBLIC ASSEMBLY
	LITERATURE DISTRIBUTION AND INFORMATION POSTING

	INCLEMENT WEATHER POLICY
	INTELLECTUAL PROPERTY POLICY
	LOST AND FOUND
	MARKETING RELEASE STATEMENT
	PARKING REGULATIONS
	ENFORCEMENT

	SOLICITATION OF BUSINESS
	STUDENT ACCIDENTS AND ACCIDENT INSURANCE
	STUDENT CLUBS AND ORGANIZATIONS
	STUDENT PARTICIPATION IN COLLEGE GOVERNANCE
	STUDENT RIGHTS AND RESPONSIBILITIES
	TITLE IX & SEXUAL HARASSMENT
	TOBACCO USE POLICY

	PROGRAMS OF STUDY
	ASSOCIATE IN ARTS DEGREE (A10100)
	ASSOCIATE IN ARTS FAST TRACK DEGREE (A10100FT)
	ASSOCIATE IN ARTS IN TEACHER PREPARATION (A1010T)
	ASSOCIATE IN GENERAL EDUCATION NURSING (A1030N)
	ASSOCIATE IN SCIENCE DEGREE (A10400)
	ASSOCIATE IN SCIENCE FAST TRACK DEGREE (A10400FT)
	ASSOCIATE IN SCIENCE IN TEACHER PREPARATION (A1040T)
	ASSOCIATE IN FINE ARTS IN MUSIC DEGREE (A10700)
	ACCOUNTING AND FINANCE DEGREE (A25800)
	ACCOUNTING AND FINANCE DIPLOMA (D25800)
	ACCOUNTING TRANSFER CERTIFICATE (C25800A)
	INCOME TAX CERTIFICATE (C25800B)
	ACCOUNTING SPREADSHEET CERTIFICATE (C25800C)
	ACCOUNTING PAYROLL/QUICKBOOKS CERTIFICATE (C25800D)

	AGRIBUSINESS TECHNOLOGY DEGREE (A15100)
	AIR CONDITIONING HEATING AND REFRIGERATION TECHNOLOGY DEGREE (A35100)
	AIR CONDITIONING HEATING AND REFRIGERATION TECHNOLOGY DIPLOMA (D35100)
	BASIC HVAC CERTIFICATE (C35100)
	ADVANCED HVAC CERTIFICATE (C35100A)
	HVAC SYSTEM INSTALLATION CERTIFICATE (C35100B)
	HVAC COMFORT ADVISOR CERTIFICATE (C35100C)

	APPLIED ENGINEERING TECHNOLOGY DEGREE (A40130)
	APPLIED ENGINEERING TECHNOLOGY CERTIFICATE (C40130)
	APPLIED ENGINEERING TECHNOLOGY DRAFTING CERTIFICATE (C40130A)

	ARTIFICIAL INTELLIGENCE DEGREE (A25710)
	ASSOCIATE DEGREE NURSING (A45110)
	NURSING TRANSITION PROGRAM (A45110T) – LICENSED PRACTICAL NURSE TO REGISTERED NURSE
	PRACTICAL NURSING DIPLOMA (D45660)

	AUTOMOTIVE SYSTEMS TECHNOLOGY DEGREE (A60160)
	AUTOMOTIVE SYSTEMS TECHNOLOGY DIPLOMA (D60160)
	AUTOMOTIVE TECHNOLOGY CERTIFICATE (C60160A)

	BIOTECHNOLOGY DEGREE (A20100)
	BUILDING CONSTRUCTION TECHNOLOGY DEGREE (A35140)
	BUSINESS ADMINISTRATION DEGREE (A25120)
	BUSINESS ADMINISTRATION DIPLOMA (D25120)
	BUSINESS ADMINISTRATION TRANSFER CERTIFICATE (C25120G)
	BUSINESS ANALYTICS CERTIFICATE (C25120C)
	BUSINESS LEADERSHIP CERTIFICATE (C25120D)
	BUSINESS MARKETING CERTIFICATE (C25120F)
	CORE BUSINESS CERTIFICATE (C25120E)
	MANAGEMENT CERTIFICATE (C25120A)
	ENTREPRENEURSHIP CERTIFICATE (C25120J)

	COMMUNITY SPANISH INTERPRETER DEGREE (A55370)
	SPANISH LANGUAGE & WORKPLACE CERTIFICATE (C55370)

	CRIMINAL JUSTICE TECHNOLOGY DEGREE (A55180)
	BASIC LAW ENFORCEMENT TRAINING (C55120)

	CULINARY ARTS DEGREE (A55150)
	BAKING AND PASTRY CERTIFICATE (C55150A)

	EARLY CHILDHOOD EDUCATION DEGREE (A55220C)
	EARLY CHILDHOOD EDUCATION – BIRTH THROUGH KINDERGARTEN (B-K) LICENSURE TRANSFER TRACK DEGREE (A55220L)
	ADMINISTRATION CERTIFICATE (C55220F)
	INFANT/TODDLER CARE CERTIFICATE (C55290)
	PRESCHOOL CERTIFICATE (C55220P)

	ELECTRICAL SYSTEMS TECHNOLOGY DIPLOMA (D35130)
	MOTOR CONTROLS CERTIFICATE (C35130M)

	INFORMATION TECHNOLOGY NETWORKING AND CYBERSECURITY TRACK DEGREE (A25590B)
	A+ CERTIFICATION PREP CERTIFICATE (C25590A)
	CISCO CERTIFIED NETWORK ASSOCIATE (CCNA) PREP CERTIFICATE (C25590B)
	IT SUPPORT FOUNDATIONS CERTIFICATE (C25590C)
	CYBERSECURITY CERTIFICATE (C25590H)

	INTERPRETER EDUCATION DEGREE (A55300)
	MEDICAL OFFICE ADMINISTRATION DEGREE – MEDICAL BILLING AND CODING (A25310A)
	MEDICAL OFFICE ADMINISTRATION DEGREE – PATIENT SERVICES REPRESENTATIVE (A25310B)
	MEDICAL ADMINISTRATIVE SPECIALIST CERTIFICATE (C25310A)
	MEDICAL INSURANCE SPECIALIST CERTIFICATE (C25310B)

	OFFICE MANAGEMENT DEGREE (A25370)
	ADMINISTRATIVE ASSISTANT CERTIFICATE (C25370E)
	OFFICE SOFTWARE CERTIFICATE (C25370B)
	OFFICE ASSISTANT/BOOKKEEPING CERTIFICATE (C25370F)

	PARALEGAL TECHNOLOGY DEGREE (A25380)
	PARALEGAL TECHNOLOGY DIPLOMA (D25380)
	PARALEGAL CERTIFICATE (C25380)

	SURGICAL TECHNOLOGY DEGREE (A45740)
	WELDING TECHNOLOGY DIPLOMA (D50420)
	BASIC CERTIFICATE (C50420B)
	ADVANCED CERTIFICATE (C50420A)


	CURRICULUM COURSE DESCRIPTIONS
	ACADEMIC RELATED (ACA)
	ACCOUNTING (ACC)
	AGRICULTURE (AGR)
	AIR CONDITIONING, HEATING AND REFRIGERATION (AHR)
	ANIMAL SCIENCE (ANS)
	ARCHITECHTURE (ARC)
	ART (ART)
	AMERICAN SIGN LANGUAGE (ASL)
	AUTOMATION AND ROBOTICS (ATR)
	AUTOMOTIVE (AUT)
	BANKING AND FINANCE (BAF)
	BIOLOGY (BIO)
	BIOTECHNOLOGY (BTC)
	BLUEPRINT READING (BPR)
	BUSINESS (BUS)
	BAKING AND PASTRY ARTS (BPA)
	CHEMISTRY (CHM)
	COMMUNICATION (COM)
	COMPUTER INFORMATION SYSTEMS (CIS)
	COMPUTER INFORMATION TECHNOLOGY (CTS)
	COMPUTER SCIENCE (CSC)
	COMPUTER TECHNOLOGY INTEGRATION (CTI)
	CONSTRUCTION (CST)
	CRIMINAL JUSTICE (CJC)
	CULINARY (CUL)
	DATABASE MANAGEMENT TECHNOLOGY (DBA)
	DRAFTING (DFT)
	ECONOMICS (ECO)
	EDUCATION (EDU)
	ENGINEERING (EGR)
	ELECTRICAL (ELC)
	ELECTRONICS (ELN)
	ENGLISH (ENG)
	HEALTH (HEA)
	HISTORY (HIS)
	HORTICULTURE (HOR)
	HOTEL AND RESTAURANT MANAGEMENT (HRM)
	HUMANITIES (HUM)
	HYDRAULICS (HYD)
	INTERPRETER PREPARATION (IPP)
	INDUSTRIAL SCIENCE (ISC)
	LAW ENFORCEMENT TRAINING (LET)
	LEGAL EDUCATION (LEX)
	MACHINING (MAC)
	MATHEMATICS (MAT)
	MECHANICAL (MEC)
	MARKETING AND RETAILING (MKT)
	MUSIC (MUS)
	NETWORK OPERATING SYSTEMS (NOS)
	NETWORKING TECHNOLOGY (NET)
	NURSING (NUR)
	OFFICE SYSTEMS TECHNOLOGY (OST)
	PHYSICAL EDUCATION (PED)
	PHILOSOPHY (PHI)
	PHYSICS (PHY)
	PLUMBING (PLU)
	POLITICAL SCIENCE (POL)
	PSYCHOLOGY (PSY)
	RELIGION (REL)
	INFORMATION SYSTEMS SECURITY (SEC)
	SOCIOLOGY (SOC)
	SPANISH (SPA)
	SPANISH INTERPRETER (SPI)
	SURGERY (SUR)
	SUSTAINABILITY TECHNOLOGIES (SST)
	THREE DIMENSIONAL PRINTING (TDP)
	TRANSPORTATION TECHNOLOGY (TRN)
	WORK-BASED LEARNING (WBL)
	WELDING (WLD)





Accessibility Report





		Filename: 

		Practice accessibility on catalog .pdf









		Report created by: 

		



		Organization: 

		







[Enter personal and organization information through the Preferences > Identity dialog.]



Summary



The checker found problems which may prevent the document from being fully accessible.





		Needs manual check: 2



		Passed manually: 0



		Failed manually: 0



		Skipped: 0



		Passed: 27



		Failed: 3







Detailed Report





		Document





		Rule Name		Status		Description



		Accessibility permission flag		Passed		Accessibility permission flag must be set



		Image-only PDF		Passed		Document is not image-only PDF



		Tagged PDF		Passed		Document is tagged PDF



		Logical Reading Order		Needs manual check		Document structure provides a logical reading order



		Primary language		Passed		Text language is specified



		Title		Failed		Document title is showing in title bar



		Bookmarks		Passed		Bookmarks are present in large documents



		Color contrast		Needs manual check		Document has appropriate color contrast



		Page Content





		Rule Name		Status		Description



		Tagged content		Passed		All page content is tagged



		Tagged annotations		Passed		All annotations are tagged



		Tab order		Passed		Tab order is consistent with structure order



		Character encoding		Failed		Reliable character encoding is provided



		Tagged multimedia		Passed		All multimedia objects are tagged



		Screen flicker		Passed		Page will not cause screen flicker



		Scripts		Passed		No inaccessible scripts



		Timed responses		Passed		Page does not require timed responses



		Navigation links		Passed		Navigation links are not repetitive



		Forms





		Rule Name		Status		Description



		Tagged form fields		Passed		All form fields are tagged



		Field descriptions		Passed		All form fields have description



		Alternate Text





		Rule Name		Status		Description



		Figures alternate text		Passed		Figures require alternate text



		Nested alternate text		Passed		Alternate text that will never be read



		Associated with content		Passed		Alternate text must be associated with some content



		Hides annotation		Passed		Alternate text should not hide annotation



		Other elements alternate text		Passed		Other elements that require alternate text



		Tables





		Rule Name		Status		Description



		Rows		Passed		TR must be a child of Table, THead, TBody, or TFoot



		TH and TD		Passed		TH and TD must be children of TR



		Headers		Passed		Tables should have headers



		Regularity		Passed		Tables must contain the same number of columns in each row and rows in each column



		Summary		Passed		Tables must have a summary



		Lists





		Rule Name		Status		Description



		List items		Passed		LI must be a child of L



		Lbl and LBody		Passed		Lbl and LBody must be children of LI



		Headings





		Rule Name		Status		Description



		Appropriate nesting		Failed		Appropriate nesting










Back to Top

	Course Number  Name_61: 
	Class HoursFALL SEMESTER_30: 
	Lab HoursFALL SEMESTER_30: 
	Credit HoursFALL SEMESTER_30: 
	ACA 111 College Student Success_24: 
	OST 122 Office Computations_2: 
	OST 131 Keyboarding_3: 
	OST 136 Word Processing_3: 
	OST 137 Office Applications I_3: 
	OST 164 Office Editing_3: 
	11SPRING SEMESTER_13: 
	8SPRING SEMESTER_8: 
	15SPRING SEMESTER_15: 
	ACC 120 Principles of Financial Accounting_9: 
	OST 134 Text Entry and Formatting_3: 
	OST 138 Office Applications II: 
	OST 236 Advanced Word Processing: 
	WBL 110 World of Work_7: 
	10SUMMER SEMESTER_5: 
	8SUMMER SEMESTER_5: 
	14SUMMER SEMESTER_10: 
	ENG 111 Writing and Inquiry_33: 
	HumanitiesFine Arts Elective_14: 
	SocialBehavioral Science Elective_11: 
	9FALL SEMESTER_5: 
	0FALL SEMESTER_11: 
	9FALL SEMESTER_6: 
	ENG 114 Prof Res  Reporting_3: 
	MAT 143 Quantitative Literacy_21: 
	OST 286 Professional Development: 
	WBL 111 WorkBased Learning I_11: 
	Major Elective_11: 
	11SPRING SEMESTER_14: 
	12SPRING SEMESTER_14: 
	13SPRING SEMESTER_15: 
	ACC 150 Accounting Software Applications_3: 
	BUS 137 Principles of Management_7: 
	OST 233 Office Publications: 
	OST 284 Emerging Technologies_2: 
	OST 289 Office Admin Capstone: 
	Major Elective_12: 
	 MAJOR ELECTIVES Choose six 6 hours from the following_2: 
	Business BUS 115 151 260: 
	3 HUMANITIESFINE ARTS Choose at least three 3 semester hours from the following: 
	0 HUMANITIESFINE ARTS Choose at least three 3 semester hours from the following: 
	3 HUMANITIESFINE ARTS Choose at least three 3 semester hours from the following_2: 
	ART 111 Art Appreciation_19: 
	PHI 210 History of Philosophy_8: 
	HUM 115 Critical Thinking_28: 
	MUS 110 Music Appreciation_20: 
	REL 110 World Religions_16: 
	Course Number  Name_62: 
	Class HoursSOCIALBEHAVIORAL SCIENCES Choose at least three 3 hours from the following: 
	Lab HoursSOCIALBEHAVIORAL SCIENCES Choose at least three 3 hours from the following: 
	Credit HoursSOCIALBEHAVIORAL SCIENCES Choose at least three 3 hours from the following: 
	HIS 121 Western Civilization I_3: 
	HIS 122 Western Civilization II_2: 
	HIS 131 American History I_11: 
	HIS 132 American History II_11: 
	HIS 221 African American History: 
	PSY 150 General Psychology_26: 
	PSY 281 Abnormal Psychology: 
	SOC 210 Introduction to Sociology_16: 
	Class Title_36: 
	OST 131 Keyboarding_4: 
	OST 134 Text Entry and Formatting_4: 
	OST 136 Word Processing_4: 
	OST 137 Office Applications I_4: 
	OST 164 Office Editing_4: 
	Class Title_37: 
	OST 131 Keyboarding_5: 
	OST 136 Word Processing_5: 
	OST 137 Office Applications I_5: 
	OST 138 Office Applications II_2: 
	OST 236 Advanced Word Processing_2: 
	Class Title_38: 
	ACC 120 Principles of Financial Accounting_10: 
	ACC 150 Accounting Software Applications_4: 
	OST 122 Office Computations_3: 
	OST 137 Office Applications I_6: 
	OST 138 Office Applications II_3: 


