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OFFICE AUTOMATION CERTIFICATE (OFFA
= oF ! (OFFA) [MPORTANT:

night Campus, Warwick only
The Office Automation certificate is available for students who visualize the office To be awarded this certificate, students must
environment as paperless. This certificate program enables students to become b . d iculating in the C
proficient in the use of software applications to manage the corporate office. Students e registered as matriculating in the Computer
are taught to make the transition from the traditional approach of document Studies program and successfully complete all
processing to the systems approach of word processing in the modern office. Students certificate courses with a grade of “C” or better.
also receive a strong foundation in English language skills and their application to the
processing of words followed by use of current software and hardware to record, code, Credits earned in this certificate program may
sort, calculate, summarize, store and communicate information. be applied toward the associate degree program.
GENERAL EDUCATION REQUIREMENTS

COURSE NO. COURSETITLE CREDITS

O MATH 1600* Business Math* 3

O ENGL* Literature elective* 3

O ENGL I010* Composition | * 3

O ENGL 2100* Technical Writing* 3

Q PSYC2010 General Psychology 3

O BUSN 2050 @ Principles of Management 3
MajorR REQUIREMENTS
COURSE NO. COURSETITLE CREDITS

Q COMI 1100 Introduction to Computers 3

Q COMI l640 Automated Spreadsheets (5 weeks) |

a COMI 1420 Introduction to Word Processing (5 weeks) I

O COMI/COMP/CSCO  Take eight credits from COMI/COMP/ 8

CSCO courses. (See course descriptions.)
Total Certificate Credits 31
*Placement test required
NG

Q This course has a prerequisite. See Course Descriptions section for class hours, prerequisites and corequisites.
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