HEALTH-CARE DATA TECHNOLOGY CONCENTRATION
Career Certificate Option

The following advisement plan is a recommended course of study. An academic advisor may alter course
sequence to meet individual student needs. In addition, an academic advisor may recommend
additional or different courses depending upon student career plans and/or requirements of the college
or university to which the student plans to transfer.

Freshman Year

First Semester Credit Hours

SSP 1002 Smart Start Pathway .......cooiciiiiii s 2
BOT1233 Miereseft Werd®}..... BOT 1273 Introduction to Microsoft Office®.............. 3
BOT 1763 Communication ESSENtials........ccoiuiiriiiiiiiiee et 3
BOT 1313 Applied Business Math ... 3
BOT 2743 Medical Office CONCEPLS. . .uiiiciiieiciiiie ettt eerttee st e e e e 3
BOT 1613 Medical TErMINOIOZY L.ttt e e e e e e e naeeees 3
TOTAl HOUTS .. ettt ettt ettt et e e sb e s sabe e e s ne e e saneeesmreeesanees 17

Second Semester Credit Hours

BOT1243 Miereseft Weord®H ...BOT 1233 Microsoft Word® l.....cccceeveveeeneencenceeens 3
BOT 1433 BUSINESS ACCOUNTING....uuuueeuuiiieieieieeeeeeeeeeeeeeeeeeeeeeeee e eeeeeceeeeeennennnn e ea e eas 3
BOT 2763 Electronic Health RECOIS .......c.eeriueiiiiiieiie e 3
BOT 1623 Medical TErminOIOZY [l ...ccccvvvieiiiieee ettt e 3

BOT1273Introductionto-Microseft Office®.. Instructor Approved Technical Elective..3
TOTAl HOUTS ..ttt et ettt ettt e e sab e e s sare e e sre e e saneeesnrenesannes 15
HEALTH-CARE DATA TECHNOLOGY CONCENTRATION

Technical Certificate Option

The following advisement plan is a recommended course of study. An academic advisor may alter course
sequence to meet individual student needs. In addition, an academic advisor may recommend
additional or different courses depending upon student career plans and/or requirements of the college
or university to which the student plans to transfer.

Freshman Year
First Semester Credit Hours

SSP 1002 Smart Start Pathway .......cooeciiiiii e s e 2



BOT 1763 Communication ESSENtIals.........ccoveiiiiiieiiieniiiieieeeeeeee e 3
BOT 1313 Applied Business Math .........cccceeiiiiiiiiii et 3
BOT 2743 Medical Office CONCEPLS......uuviiiieeieeiieeciiiieeie et e e e e e reee s 3
BOT 1613 Medical TErMINOIOZY ...ttt e e e e e e naeaees 3
TOTAl HOUTS .ttt ettt ettt st et e bt e smeeennee e 17

Second Semester Credit Hours

BOT1243-Microsoft Word®H ...BOT 1233 Microsoft Word® l.....cccceeeeeeeevveesieenennee 3
BOT 1433 BUSINESS ACCOUNTING....uuiuiiiiiiiiiiiiiiieeeieiereeeeeeeeteeeeeeeeteeeeeeesrseeeenenene s sssneees 3
BOT 2763 Electronic Health RECOIAS .....cccueiiiiiiiiiiiriiie ettt e 3
BOT 1623 Medical TErminology Il .........ueeeeeieieeeieiee e 3
BOT 1273 Introductionto-Microseft Office®.. Instructor Approved Technical Elective..3
e - | o (o TU T T TP UPRRPSR 15

Sophomore Year

First Semester Credit Hours

BOT 2643 CPT COUING..etiiveriiuiieiiiiieiiiteeiietesieeesiees sttt e steessateeessseesssseesssseessssessnsnsessans 3
BOT 2653 ICD COUING...uveeiirieiiiieiiiee sttt esiieesiteesiee e steeesieessssaeesabeeesateessbeessnsassnnsenens 3
BOT 2673 Medical Insurance BilliNg.......cccceeeieeciiiiiiiiieeeee e 3

Instructor Approved Technical EI€CtIVE.......ccccececveceeeeece et 6
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HEALTH-CARE DATA TECHNOLOGY CONCENTRATION

Associate in Applied Science Degree Option

The following advisement plan is a recommended course of study. An academic advisor may alter course
sequence to meet individual student needs. In addition, an academic advisor may recommend
additional or different courses depending upon student career plans and/or requirements of the college

or university to which the student plans to transfer.
Freshman Year

First Semester Credit Hours



BOT1233 Miereseft Werd®}..... BOT 1273 Introduction to Microsoft Office®.............. 3
BOT 1763 Communication ESSENtials.......c.ccceeriiiiieiiienieiieieseeeeeee e 3
BOT 1313 Applied BUsiness Math ..........c.uiiiiiiiiei e 3
BOT 2743 Medical Office CONCEPLS......uuviiiieeeeeiieeciiiieeie e e e e e araee s 3
BOT 1613 Medical TErminOIOZY L.....cccoeciiieiiiieie ettt 3
TOTAl HOUTS .t ettt ettt e sttt e bt e smeeennee e 17

Second Semester Credit Hours

BOT-1243-Microsoft-Werd®H ...BOT 1233 Microsoft Word® I.......ccccccveeeeeeccieeeecnnnennn, 3
BOT 1433 BUSINESS ACCOUNTING....uuvuiiuiiiiiiiiiiieieieeeeeeeeeeeeeeeeeeeeeteeeeeersrseeeenesenensssanees 3
BOT 2763 Electronic Health RECOIdS .........uuviieeiiiiiiiccceeee e e 3
BOT 1623 Medical TErminology [l ........oueeeeeeiieeeeiee e 3
BOT1273 Introductionto-MicrosoftOffice®.. Instructor Approved Technical Elective..3
ENG 1113 English COmMPOSItioN | ......uviiiiieeieiiciieeee e e ae e 3
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Sophomore Year

First Semester Credit Hours

BOT 2643 CPT COUINE....uutiiiiiiiieeeiieeciiiiitee ittt e e e e e e eeecitarreeeeeaeeeeeesanssssaeesaeeaaesesessnsnnsrnnes 3
BOT 2653 ICD COUING....ueievrieeiieeeciieeeteestiee et eestee e stteeeseaeesssaeesnseeesnseesssneesnsesennseeenn 3
BOT 2673 Medical Insurance BilliNg.........ccooeuiiiiieiiiiiee et 3

Instructor Approved Technical EIQCTIVE.......cocvceiveceeieeeeceerceeececeere e v 6

TOTAl HOUTS e s e s e s e s e s e e e e e e eeaeaeeeeereeereaeaereararaaaaes 15

Second Semester Credit Hours

SPT 1113 PUBIIC SPEAKING ...ttt e e e e e e e e e e e eanenes 3
ENG 1123 English COmMPOSition Hl......ccoccieeeiiiiiiiee e 3
MAT 1313 College AlZEDIa .....oueeeeeeeiee e e e e e e e e e 3

SOCIAI/BENAVIOTAl SCIENCE ..veeeeeeee ettt et e e e e e e e s e e es e et aereeeseesesansasnenees 3
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Courses that serve as a prerequisite must have a grade of “C” or above or approval of the Dean or
advisor before enrolling in subsequent courses. See course descriptions for prerequisite requirements.

*Prior to enrollment in BOT 1233 Microsoft Word® |, students should be able to key straight-copy
material at a minimum of 35 GWAM on a 5-minute timed writing, with a maximum of 1 error per
minute. Students who do not have this level of proficiency should enroll in Introduction to

Keyboarding (BOT 1013).
Approved electives include those listed in the MCCB approved CTE and/or Academic Uniform

Course Numbering Document. Through the approved curriculum, course substitutions may be allowed
at the discretion of the Business and Office Technology advisor.

OFFICE TECHNOLOGY CONCENTRATION
Career Certificate Option

The following advisement plan is a recommended course of study. An academic advisor may alter course
sequence to meet individual student needs. In addition, an academic advisor may recommend
additional or different courses depending upon student career plans and/or requirements of the college
or university to which the student plans to transfer.

Freshman Year

First Semester Credit Hours

SSP 1002 Smart Start PAathWay .....c..eeeeeiiiiiic et 2
BOT1233 Mierosoft Weord®!..... BOT 1273 Introduction to Microsoft Office®.............. 3
BOT 1763 Communication ESSENtials........ccovuieriiieniiiie e 3

BOT 1313 Applied BUsiness Math .........ccccviiiiiiiiiii et 3

BOT 1413 Records ManagemeENt.......cccccueeeeiiiiieeeeccieeeeeeeiivee e eesitrteeesseabeee e e esaseeesaesasnenas 3
BOT 1213 Professional DevelopmMENt ..........uuviiiiiei it eeerreee e e e e e e 3
TOTAI HOUTS .t ettt ettt sttt e st e e sbeesbeeeanee e 17

Second Semester Credit Hours

BOT 1433 BUSINESS ACCOUNTING...cciiiiiiiiiiiiieiee ittt ettt e e e e e e e e sirre et ee e e e e e e e senneenee 3
BOT 2433 QUICKBOOKS®.....ccuiiiiieiieiitie ettt ettt sttt ettt et st sbe e saee e 3
BOT 1823 MiICroSOft EXCEI® | ....coeuiieiiiiiieiieeeieeee ettt 3
BOT 2133 Desktop PUBIISNING ...ccocuviiiiiiicieee ettt e 3

BOTF1273 Introductionto-Microseft Office®.. BOT 1233 Microsoft Word® I............... 3
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OFFICE TECHNOLOGY CONCENTRATION
Technical Certificate Option

The following advisement plan is a recommended course of study. An academic advisor may alter course
sequence to meet individual student needs. In addition, an academic advisor may recommend
additional or different courses depending upon student career plans and/or requirements of the college
or university to which the student plans to transfer.

Freshman Year

First Semester Credit Hours

SSP 1002 Smart Start PAathWay .....c..cuviiiiiie et 2
BOT1233 Miecrosoft Weord®!..... BOT 1273 Introduction to Microsoft Office®.............. 3
BOT 1763 Communication ESSENtIals.........cccvereiiiieiiieniiiieieeeeeeee e 3

BOT 1313 Applied BUsiness Math ...t 3

BOT 1413 Records ManagemMeENnt.......cccuiiiiiieiee ettt e e e e e e e eeeccvraranee e e e e e e e e eeeennnnnnns 3
BOT 1213 Professional Development .......c.eeeveiiiie e 3
TOTAI HOUTS .ttt ettt ettt st et sme e e ebeesmeeeanee e 17

Second Semester Credit Hours

BOT 1433 BUSINESS ACCOUNTING....uuuueruueeiiieieieieeeeeeeeeeeeeeeeeeeeeeeeeeeeeeceeeeeennennnn i eeeeeeas 3
BOT 2433 QUICKBOOKS®.....uuvvieieietitiiiiiiiieeeeee e eee e et eeeeee et e eeeeeee e verere e essseseseeeeas 3
BOT 1823 IMICIOSOTt EXCEIP | .uveeeeieieeeeeeieeeeeee ettt ettt ee ettt ettt e avaava s s s sesassenenas 3
BOT 2133 Desktop PUBIISHING ...eceveiiiiceeeeee ettt e e e 3
BOT 1273 Introductionto-Microseft Office®.. BOT 1233 Microsoft Word® I............... 3
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Sophomore Year
First Semester Credit Hours
BOT 1243 MiICroSOft WOIA® [l cccevviiiiiiiiiiiiiiieiiieceeee e e ee s e et e et e e e eeeeerereeeseeeeeeeaeaeaeas 3

BOT 1853 MICIOSOTt EXCEI® Hl.ieeeieiieiiieiieiiieieeeieeeeeeete s e sese s e e e e e eeeeeeeessenesessnnens 3

BOT 2333 IMICIOSOTt ACCESS®. . eeeeeeee ettt ettt ettt ettt ettt ettt seseseesesenas 3




Instructor Approved Technical EIQCTIVE........ocvceiveeeeieiereceereeeeeceere e v 6
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OFFICE TECHNOLOGY CONCENTRATION

Associate in Applied Science Degree Option

The following advisement plan is a recommended course of study. An academic advisor may alter course
sequence to meet individual student needs. In addition, an academic advisor may recommend

additional or different courses depending upon student career plans and/or requirements of the college

or university to which the student plans to transfer.
Freshman Year

First Semester Credit Hours

SSP 1002 Smart Start PAathWay ...t 2
BOT1233 Miereseft Werd®}..... BOT 1273 Introduction to Microsoft Office®.............. 3
BOT 1763 Communication ESSENtials........ccoiuiiriiiiiiiiee et 3

BOT 1313 Applied Business Math ... 3

BOT 1413 Records ManagemeENt.......cccccueeeeiiiiieeeecieieeeeesitee s eeiveteeessanbeee e e enasaeeseesasnneas 3
BOT 1213 Professional Development .......c..eeeiicieeei et 3
TOTAl HOUTS .. ettt ettt ettt et e e sb e e s sare e e sneeesaneeesmreeesannas 17

Second Semester Credit Hours

BOT 1433 BUSINESS ACCOUNTING...uuuvuiiuiiiiiieiiieieieieeeeeeeeeeeeeeeeeeeteeeeeererareeeaesaae s sseaeees 3
BOT 2433 QUICKBOOKS®.....vvveveeeeetieeeeeeeeeeeeeeeeeeeeeeeeeeeeereteseteresssssessrssaraassssssssesess 3
BOT 1823 MICIOSOTt EXCEI® | ettt ettt ettt ettt ettt e v s s s e eae s e s e e 3
BOT 2133 Desktop PUBIISNING ...ccciceeiiiiiiiiiee ettt e 3
BOT 1273 Introductionto-Microsoft Office®.. BOT 1233 Microsoft Word® I............... 3
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Sophomore Year

First Semester Credit Hours

BOT 1243 MiIcrosoft WOord® I1 .....cooueiiiieiieeiieiie ettt ettt e 3
BOT 1853 Microsoft EXCEI® H......oouiiiiiiieiiieeiee ettt et s 3

BOT 2333 IMICIOSOTt ACCESS®..ueeecieeieieeee ettt ettt s s e e e e e e 3



Instructor Approved Technical EI@CTIVE.......coovce ettt 6

ENG 1113 English COmMPOSItION | .....uuviiiiieeeii e e ae e e 3
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Second Semester Credit Hours

ENG 1123 English Composition Il (must have Cin ENG 1113) ...ccccceevcvieeeeiccieeeeee 3
SPT 1113 PUDBIC SPEAKING..... . ettt e e e e e e e e e 3
MAT 1313 CollegE AlZEDIa ....ueeeeieeeeee e 3
SOCIAl/BERAVIONAl SCIEINCE ..evveeeeeeeee ettt ettt ettt e et e s s ee et e e s esbteessssraeessesaraaees 3
TOTAl HOUTS .. ettt et ettt ettt et e e sabe e s sare e s abe e e snbeeesmreeesanees 12

Courses that serve as a prerequisite must have a grade of “C” or above or approval of the

Dean or advisor before enrolling in subsequent courses. See course descriptions for prerequisite

requirements.

*Prior to enrollment in BOT 1233 Microsoft Word® |, students should be able to key straight-copy
material at a minimum of 35 GWAM on a 5-minute timed writing, with a maximum of 1 error per
minute. Students who do not have this level of proficiency should enroll in Introduction to Keyboarding

(BOT 1013).

Approved electives include those listed in the MCCB approved CTE and/or Academic Uniform

Course Numbering Document. Through the approved curriculum, course substitutions may be allowed

at the discretion of the Business and Office Technology advisor.



