Office Professional – (OFFCE)
	Course
	Number
	Course Title
	Incl.

In Cat?
	New
	Updated
	Deleted
	Comment/Changes

	offce
	092
	Typing – Speed & Accuracy
	
	
	
	
	No Documentation of Approval

	
	
	
	
	
	5/18/92
	
	Number Change to OFFCE-106

	offce
	100
	General Office Procedures
	Y
	4/13/00
	
	
	New Course Approval

	
	
	
	
	
	10/28/04
	
	Credit Hour Change; Description Change; Update Course Objectives

	
	
	
	
	
	11/17/03
	
	Description Change; Update Course Objectives

	
	
	
	
	
	5/21/07
	
	Prefix/Number Change to BUS-115

	offce
	101
	Office Reference Resources
	Y
	4/13/00
	
	
	New Course Approval

	
	
	
	
	
	
	10/28/04
	Deleted Course Approval

	offce
	103
	Typing I
	Y
	
	6/3/88
	
	Prefix Change from BUS-103

	
	
	
	
	
	5/18/92
	
	Prerequisite Change

	
	
	
	
	
	4/8/97
	
	Credit Hour Change

	
	
	
	
	
	10/28/99
	
	Credit Hour Change

	
	
	
	
	
	3/23/01
	
	Prerequisite Change

	
	
	Keyboarding & Document Processing
	
	
	6/22/06
	
	Title Change; Outcomes Update

	
	
	
	
	
	
	5/21/07
	Course Deleted

	offce
	104
	Typing II
	Y
	
	6/3/88
	
	Prefix Change from BUS-104

	
	
	
	
	
	5/18/92
	
	Prerequisite Change

	
	
	
	
	
	4/8/97
	
	Credit Hour Change

	
	
	
	
	
	2/9/99
	
	Prerequisite Change

	
	
	
	
	
	10/28/99
	
	Prerequisite Change

	
	
	
	
	
	
	3/23/01
	Deleted Course Approval

	offce
	105
	Editing and Proofreading Business Documents
	Y
	2/17/97
	
	
	New Course Approval

	
	
	
	
	
	4/8/97
	
	Description Change

	
	
	
	
	
	10/8/97
	
	Prerequisite Change

	
	
	
	
	
	10/28/99
	
	Prerequisite Change

	
	
	
	
	
	3/23/01
	
	Prerequisite Change; Description Change

	
	
	
	
	
	4/14/04
	
	Prerequisite Change

	
	
	
	
	
	
	5/21/07
	Course Deleted

	offce
	106
	Typing Speed & Accuracy
	Y
	
	5/18/92
	
	Number Change from OFFCE-092

	
	
	
	
	
	4/8/97
	
	Credit Hour Change

	
	
	
	
	
	2/9/99
	
	Prerequisite Change

	
	
	Typing Speed & Accuracy Development
	
	
	10/28/99
	
	Title Change; Prerequisite Change; Description Change

	
	
	Keyboard Speed & Accuracy
	
	
	6/22/06
	
	Title Change; Outcomes Update

	
	
	
	
	
	5/21/07
	
	Number/Prefix Change to CU-106

	offce
	112
	Introduction to Transcription
	Y
	
	6/3/88
	
	Prefix Change from BUS-112

	
	
	
	
	
	10/20/90
	
	Update to new form

	
	
	Basic Communication for Business
	
	
	1/7/93
	
	Title Change

	
	
	
	
	
	
	3/23/01
	Course Deletion Approval

	offce
	115
	Office Machines
	Y
	
	6/3/88
	
	Prefix Change from BUS-115

	
	
	
	
	
	5/18/92
	
	Prerequisite Change

	
	
	
	
	
	
	2/22/99
	Course Deletion Approval

	offce
	116
	Records Management
	Y
	
	6/3/88
	
	Prefix Change from BUS-116

	
	
	Records & Database Management
	
	
	2/7/91
	
	Title Change

	
	
	
	
	
	10/28/99
	
	Prerequisite Change

	
	
	
	
	
	3/23/01
	
	Prerequisite Change

	
	
	
	
	
	5/21/07
	
	Prefix Change to BUS-116

	offce
	117
	Machine Transcription
	Y
	
	6/3/88
	
	Prefix Change from BUS-117

	
	
	
	
	
	5/18/92
	
	Prerequisite Change

	
	
	
	
	
	10/28/99
	
	Prerequisite Change

	
	
	
	
	
	3/23/01
	
	Prerequisite Change

	
	
	
	
	
	
	5/4/05
	Course Deletion Approval

	offce
	120
	Work Internship
	
	
	
	
	No Documentation of Approval

	
	
	
	
	
	2/22/99
	
	Number Change to OFFCE-290

	offce
	127
	Introduction to Word Processing
	Y
	
	3/25/95
	
	Number Change from OFFCE-227

	
	
	
	
	
	3/23/01
	
	Prerequisite Change; Description Change

	
	
	Today’s Office Environment
	
	
	2/6/03
	
	Title Change; Credit Hour Change; Prerequisite Change

	
	
	
	
	
	
	10/28/04
	Deleted Course Approval

	offce
	134
	Worker in the Automated Office
	Y
	
	6/3/88
	
	Number Changed from BUS-134

	
	
	The Office Professional
	
	
	2/7/91
	
	Title Change

	
	
	
	
	
	5/18/92
	
	Prerequisite Change

	
	
	
	
	
	3/25/96
	
	Number Change to OFFCE-238

	offce
	198
	Word for Windows
	
	2/8/94
	
	
	Pilot Course Approval

	
	
	
	
	
	
	3/23/01
	Deleted Course Approval

	offce
	199
	Word Processing: WordPerfect for Windows
	
	8/18/94
	
	
	Pilot Course Approval

	
	
	
	
	
	
	3/23/01
	Deleted Course Approval

	offce
	227
	Introduction to Word Processing
	Y
	
	6/3/88
	
	Prefix Change from BUS-227

	
	
	
	
	
	10/20/90
	
	Credit Hour Change

	
	
	
	
	
	5/18/92
	
	Description Change

	
	
	
	
	
	2/25/93
	
	Description Change

	
	
	
	
	
	3/25/95
	
	Number Change to OFFCE-127

	offce
	228
	Word Processing:  WordPerfect
	Y
	
	6/3/88
	
	Prefix Change from BUS-228

	
	
	
	
	
	11/20/89
	
	Prerequisite Change

	
	
	
	
	
	5/18/92
	
	Prerequisite Change

	
	
	Word Processing: Professional Skills I
	
	
	5/24/96
	
	Title Change; Prerequisite Change; Description Change

	
	
	
	
	
	2/9/99
	
	Prerequisite Change

	
	
	
	
	
	3/23/99
	
	Prerequisite Change

	
	
	
	
	
	
	2/6/03
	Course Deletion Approval

	offce
	229
	Word Processing:  Lanier
	Y
	
	6/3/88
	
	Prefix Change from BUS-229

	
	
	
	
	
	
	5/18/92
	Course Deletion Approval

	offce
	230
	Word Processing:  Lanier
	Y
	
	6/3/88
	
	Prefix Change from BUS-230

	
	
	
	
	
	
	5/18/92
	Course Deletion Approval

	offce
	231
	Creating Business Publications Using Desk-top Publishing
	Y
	2/17/97
	
	
	New Course Proposal Approval

	
	
	
	
	
	10/28/99
	
	Prerequisite Change

	
	
	
	
	
	5/21/01
	
	Prerequisite Change

	
	
	
	
	
	6/4/03
	
	Prerequisite Change

	
	
	Creating Business Publications
	
	
	2/15/05
	
	Prefix & Number Change to CU-122

	offce
	232
	Word Processing:  Alpha Micro
	Y
	
	6/3/88
	
	Prefix Change from BUS-232

	
	
	
	
	
	5/18/92
	
	Course Deletion Approval

	offce
	234
	Word Processing: Microsoft Word
	Y
	8/29/90
	
	
	New Course Proposal Approval

	
	
	
	
	
	5/18/92
	
	Prerequisite Change

	
	
	
	
	
	2/25/93
	
	Description Change

	
	
	Word Processing: Professional Skills II
	
	
	5/28/96
	
	Title Change; Prerequisite Change; Description Change

	
	
	
	
	
	2/9/99
	
	Prerequisite Change

	
	
	
	
	
	3/23/01
	
	Credit Hour Change

	
	
	
	
	
	6/4/03
	
	Prerequisite Change

	
	
	Word Processing: Professional Skills
	
	
	11/17/03
	
	Title Change

	
	
	
	
	
	
	5/4/05
	Course Deletion Approval

	offce
	238
	The Office Professional
	Y
	
	3/25/96
	
	Number Change from OFFCE-134

	
	
	
	
	
	2/17/97
	
	Prerequisite Change

	
	
	
	
	
	2/9/99
	
	Prerequisite Change; Description Change

	
	
	
	
	
	
	3/23/01
	Course Deletion Approval

	offce
	290
	Work Internship
	Y
	
	2/22/99
	
	Number Change from OFFCE-120

	
	
	
	
	
	3/23/01
	
	Prerequisite Change; Description Change

	
	
	
	
	
	5/21/07
	
	Prefix Change to CU-290
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