Office Occupations Preparation Program
(CIS R007 and CIS R003K)
Spring 2010
	Modules
	Units
	Dates
	Times
	Days

	CIS R007, Course No. 32835:

	Keyboarding A, Basic
(Required class if student does not type min. of 20 wpm by touch)
	1
	1/11/10-Ongoing
	1-2 hrs.
	Daily

	Keyboarding B, Intermediate
(If student has taken Keyboarding A & B then they will take Speed and Accuracy)
	1
 
	1/11/10-

Ongoing
	1-2 hrs. 
	Daily

	Filing
	1
	1/12/10-

2/18/10
	9-11:30 a.m.
	T & TH

	Intro. to Windows XP
	1
	1/13/10-2/3/10
	9-11:30 a.m.
	M & W

	Microsoft Word 2007
	3
	2/8/10-4/26/10
	9-11:30 a.m.
	M & W

	Intro. to Excel 2007 
	1
	2/23/10-

3/16/10
	1 -3:20 p.m.
	T & TH

	10-Key Calculating
	1
	3/18/10-4/29/10
	9 a.m.-11:50 a.m.
	T & TH

	Office Procedures 
	3
	1/15/10-5/7/10
	9 a.m.-11:50 a.m.
	F

	Lab
	
	1/11/10-
5/12/10
	Hrs. will vary
	Daily

	Total (Instructor Pinto-Casillas, Mary)
	
12

	CIS R003K, Course No 37362:

	Proofreading 
	2
	1/20/10/-
4/21/10
	8-8:50 a.m.
	M-W-F

	Total units required

to receive Proficiency Award
	
14


This schedule is subject to changes.
For students interested in taking fewer units, call 986-5824, Ext. 1979 to obtain course section numbers.

All students (including those enrolled in fewer units) must attend an orientation the first day of the semester Monday, January 11, 2010, at 9 a.m. in LA-7.  If unable to attend, please call the classroom at 986-5800, Ext. 1979 to obtain important information.
