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Applied Office Procedures I & II

Course Outline

	
	
	Year 1
	Year 2

	
	
	Classroom/CC
	Classroom/CC

	1
	Electronic 10-Key Calculator 
	20
	20

	
	· Developing 10-key by touch 
· Addition, Subtraction, Multiplication and Division 

· Memory and grand total functions 

· Decimal points 

· Non-add key 

· Add mode setting 
	
	

	2
	Alphabetic Filing/Indexing 
	20
	10

	
	· Alphabetic indexing rules 
· Alphabetic filing rules 

· Cross-referencing 

· Other filing methods 
	
	

	3
	Phone Etiquette
	10
	10

	
	· Telephone voice 
· Greeting the caller 

· Screening calls 

· Message taking 
	
	

	4
	Proofreading and Editing 
	20
	10

	
	· Spelling errors 
· Word division errors 

· Capitalization, Punctuation errors 

· Proofreader Marks 

· Sentences Construction errors 

· Format errors 
	
	

	5
	Word Processing/Typing
	30
	30

	
	· Timed type/Speed Building 
· Business Letters 

· Memorandums & Reports 

· Formatting 

· Spell Check/Thesaurus 

· Tables 

· Outlines 

· Electronic Mail (email)

· Editing 

· Indenting, moving, copying 

· Footnotes 
· Headers/Footer
	
	

	6
	Spreadsheets 
	15
	30

	
	· Menu Structure 
· Creating Spreadsheets 

· Saving/Retrieving

· Manipulating Spreadsheets 

· Formulas

· Copy/Move Command 

· Graphs 

· Sorting 
	
	

	7
	Office Technology 
	20
	30

	
	· Photocopying 
· Front only 

· Back to Back 

· Correlating 

· Stapling

· Reduction & Enlargement 

· Copier Maintenance 

· Fixing jammed papers 

· Refilling toner, ink & paper 

· Sending & Receiving Faxes 

· Designated vs. shared phone lines 

· Cover sheets 

· Privacy & Ethical concerns 

· Scanners 

· Procedures for scanning 

· Offices uses for 
	
	

	8
	Workplace Issues
	30
	25

	
	· Effective communication styles 
· Dealing with difficult people 

· Conflict resolution strategies 

· Stress reduction strategies 

· Problem solving strategies 

· Planning for the unexpected 

· Multitasking & dealing with office interruptions 

· Ethics in the Workplace
· Ergonomics
· Workplace Safety
	
	


	
	
	Year 1
	Year 2

	
	
	Classroom/CC
	Classroom/CC

	9
	Office Career Exploration &  Business Portfolio Development
	15
	15

	
	· General Office Assistant Simulation 
· Medical Office Receptionist Simulation 

· Legal Secretary Simulation 

· Banking and Accounting Essentials 

· Personal Finance Simulation 

· Business Careers & Business Portfolio Development 
	
	

	
	Year 1 – Classroom Hours
	180
	

	
	Year 1 – Community Classroom Hours
	180
	

	
	Year 1 Total Hours
	360
	

	
	Year 2 – Classroom Hours
	
	180

	
	Year 2 – Community Classroom Hours
	
	180

	
	Year 2 Total Hours
	
	360

	
	TOTAL COURSE HOURS
	360 - 720
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