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REQUIRED CORE SUBJECT AREAS    18 SHC
CPT 101  INTRODUCTION TO COMPUTERS (3-0-3)
AOT 105  KEYBOARDING (3-0-3)
AOT 110  DOCUMENT FORMATTING (3-0-3)
AOT 141  OFFICE PROCEDURES I (3-0-3)
AOT 163  WORD PROCESSING (3-0-3)
AOT 167  INFORMATION PROCESSING APPLICATIONS (3-0-3)

     TOTAL  18 SHC 

1ST SEM (SHC) TERM GRADE
CPT 101 _____ _____ _____ 
AOT 105 _____ _____ _____ 

2ND SEM (SHC) TERM GRADE 
AOT 110 _____ _____ _____ 
AOT 141 _____ _____ _____ 
AOT 163 _____ _____ _____ 
 

3RD SEM (SHC) TERM GRADE 
AOT 167 _____ _____ _____ 

CERTIFICATE: APPLIED SCIENCE IN WORD PROCESSING (18 SHC)
Student must be a high school graduate.

Program DescripƟ on: The Word Processing Program is designed to provide training in word processing.  Students who complete this 
cerƟ fi cate program may seek employment as entry level word processing clerks, typists, or offi  ce clerks.

 Word Processing


