	Career Major
	OCAS Course Number and Name
	Choice of Certification Test
	Hrs.

	
	
	National Certification Test - Owner of Test
	ODCTE Test
	Brainbench Certification
	



	2011-12 BMITE Testing Guide
Career Cluster:  Business, Management, & Administration

Pathway:  Administrative & Information Support 

	Administrative Assistant – (600 hours)
	8169 Fundamentals of Technology

Substitute course-Business Computer Technology

· Pre-requisite course-none
· College Credit

· OHLAP Credit
	Internet and Computer Core Certification (IC3) - Certiport
	Fundamentals of Technology or Business & Computer Technology (OD30901)
	Required Brainbench: (choose 1)
· Computer Fundamentals
· Computer Literacy
	120 hrs.

	
	8103 Fundamentals of Administrative Technologies
· Pre-requisite course- Fundamentals of Technology or Business/Computer Technology

· College Credit

· OHLAP Credit 

· Computer Science/Computer Technology Credit
	Microsoft Office Specialist:

· Word

· Excel

(and additional BB tests)
	
	Required Brainbench:

· Word 

· Excel

· Telephone Etiquette

· Office Procedures
	120 hrs.

	
	8104 Administrative Technologies II

· Pre-requisite course-Fundamentals of Administrative Technologies

· College Credit

· OHLAP Credit 

· Computer Science/Computer Technology Credit
	Microsoft Office Specialist:

· Access

· PowerPoint
	
	Required Brainbench:

· Access

· PowerPoint
	120 hrs.

	
	8105 Office Administration and Management

· Pre-requisite course-Administrative Technologies II

· College Credit

· OHLAP Credit 

· Computer Science/Computer Technology Credit
	
	
	Required Brainbench:

· Interpersonal Communications

· Microsoft Office Fundamentals

· Office Management

· Managing People
	120 hrs.

	
	8106 Career Major Capstone
Substitute course- Advanced Career Major Capstone
· Pre-requisite course-All courses completed within a career major
· College Credit
	No tests required for this course.  It is used to demonstrate mastery in the field through the pursuit of advanced certifications, complete advanced projects with limited supervision, or used for an OJT (on the job training) component.
	120 hrs.

	
	
	
	
	
	

	Executive Administrative Assistant – (900 hours)
	8169 Fundamentals of Technology 

Substitute course-Business Computer Technology

·  Pre-requisite course-none
· College Credit

· OHLAP Credit
	Internet and Computer Core Certification (IC3) - Certiport
	Fundamentals of Technology or Business & Computer Technology (OD30901)
	Required Brainbench: (choose 1)
· Computer Fundamentals
· Computer Literacy
	120 hrs.

	
	8103 Fundamentals of Administrative Technologies
· Pre-requisite course-Fundamentals of Technology or Business/Computer Technology

· College Credit

· OHLAP Credit 

· Computer Science/Computer Technology Credit
	Microsoft Office Specialist:

· Word

· Excel

(and additional BB tests)
	
	Required Brainbench:

· Word 

· Excel

· Telephone Etiquette

· Office Procedures
	120 hrs.

	Should be Customer Assistance 120 hrs


	8104 Administrative Technologies II

· Pre-requisite course-Fundamentals of Administrative Technologies

· College Credit

· OHLAP Credit 

· Computer Science/Computer Technology Credit
	Microsoft Office Specialist:

· Access

· PowerPoint
	
	Required Brainbench:

· Access

· PowerPoint
	120 hrs.

	
	8105 Office Administration and Management

· Pre-requisite course-Administrative Technologies II

· College Credit

· OHLAP Credit 

· Computer Science/Computer Technology Credit
	
	
	Required Brainbench:

· Interpersonal Communications

· Microsoft Office Fundamentals

· Office Management

· Managing People
	120 hrs.

	
	8171 Customer Service

Pre-requisite course-Fundamentals of Technology or Business/Computer Technology
	
	
	Required Brainbench: 
· Customer Assistance
· Listening Skills
	60 hrs.

	
	8107 Accounting I

· Pre-requisite course-Fundamentals of Technology or Business/Computer Technology

· College Credit


	American Institute of Professional Bookkeepers
	· Accounts Receivable Clerk

· Accounts Payable Clerk

(and additional BB tests)


	Required Brainbench:

· Accounts Receivable/Billing Fundamentals

· Accounts Payable Fundamentals

· Data Entry 10-Key

· Business Math or Math Fundamentals
	120 hrs.

	
	8109 Computerized Accounting

· Pre-requisite course-Accounting I or Accounting II

· College Credit

· OHLAP Credit 

· Computer Science/Computer Technology Credit
	
	
	Required Brainbench – Choose One:

· QuickBooks

· Quicken

· Peachtree

· Great Plains Accounting

· Oracle Financial
	120 hrs.

	
	8106 Career Major Capstone

Substitute course- Advanced Career Major Capstone
· Pre-requisite course-All courses completed within a career major
· Pre-requisite course- College Credit
	No tests required for this course.  It is used to demonstrate mastery in the field through the pursuit of advanced certifications, complete advanced projects with limited supervision, or used for an OJT (on the job training) component.
	120 hrs.

	

	Administrative Medical Assistant – (1210 hours)
	8169 Fundamentals of Technology

Substitute course-Business Computer Technology

· Pre-requisite course-None
· College Credit

· OHLAP Credit
	Internet and Computer Core Certification (IC3) - Certiport
	Fundamentals of Technology or Business & Computer Technology (OD30901)
	Required Brainbench: (choose 1)
· Computer Fundamentals
· Computer Literacy
	120 hrs.

	
	8103 Fundamentals of Administrative Technologies
· Pre-requisite course-Fundamentals of Technology or Business/Computer Technology

· College Credit

· OHLAP Credit 

· Computer Science/Computer Technology Credit
	Microsoft Office Specialist:

· Word

· Excel

(and additional BB tests)
	
	Required Brainbench:

· Word 

· Excel

· Telephone Etiquette

· Office Procedures
	120 hrs.

	
	Foundations of Medical Office/Medical Terminology

· Pre-requisite course-Fundamentals of Administrative Technologies
· College Credit
	
	
	Required Brainbench:

· Medical Terminology

· Medical Office Skills
	180 hrs.

	
	ICD-CPT Coding

· Pre-requisite course-Foundations of Medical Office/Medical Terminology
· College Credit
	
	
	Required Brainbench:

· ICD-CPT Coding
	180 hrs.

	
	Patient Billing

· Pre-requisite course-Foundations of Office/Medical Terminology
· College Credit
	
	
	Required Brainbench:

· Medical Billing
	180 hrs.

	
	Medical Insurance

· Pre-requisite course-Patient Billing
· College Credit
	
	
	Required Brainbench:

· Health Insurance
	180 hrs.

	
	Medical Transcription

· Pre-requisite course-Foundations of Medical Office/Medical Terminology
· College Credit
	
	
	Required Brainbench:

· Medical Transcription
	180 hrs.

	
	8106 Career Major Capstone

Substitute course- Advanced Career Major Capstone
· Pre-requisite course-All courses completed within a career major
· College Credit
	No tests required for this course.  It is used to demonstrate mastery in the field through the pursuit of advanced certifications, complete advanced projects with limited supervision, or used for an OJT (on the job training) component.
	120 hrs.

	

	Medical Transcript-ionist – 

(1080 hours)
	8169 Fundamentals of Technology

Substitute course-Business Computer Technology

· Pre-requisite course-None
· College Credit

· OHLAP Credit
	Internet and Computer Core Certification (IC3) - Certiport
	Fundamentals of Technology or Business & Computer Technology (OD30901)
	Required Brainbench: (choose 1)
· Computer Fundamentals
· Computer Literacy
	120 hrs.

	
	8103 Fundamentals of Administrative Technologies 

· Pre-requisite course-Fundamentals of Technology or Business/Computer Technology

· College Credit

· OHLAP Credit 

· Computer Science/Computer Technology Credit
	Microsoft Office Specialist:

· Word

· Excel

(and additional BB tests)
	
	Required Brainbench:

· Word 

· Excel

· Telephone Etiquette

· Office Procedures
	120 hrs.

	
	Foundations of Medical Office/Medical Terminology

· Pre-requisite course-Fundamentals of Administrative Technologies
· College Credit
	
	
	Required Brainbench:

· Medical Terminology

· Medical Office Skills
	180 hrs.

	
	Patient Billing

· Pre-requisite course-Foundations of Medical Office/Medical Terminology
· College Credit
	
	
	Required Brainbench:

· Medical Billing
	180 hrs.

	
	Medical Insurance

· Pre-requisite course- Patient Billing
· College Credit
	
	
	Required Brainbench:

· Health Insurance
	180 hrs.

	
	Medical Transcription

· Pre-requisite course-Medical Insurance
· College Credit
	
	
	Required Brainbench:

· Medical Transcription
	180 hrs.

	
	8106 Career Major Capstone

Substitute course- Advanced Career Major Capstone
· Pre-requisite course-All courses completed within a career major
· College Credit
	No tests required for this course.  It is used to demonstrate mastery in the field through the pursuit of advanced certifications, complete advanced projects with limited supervision, or used for an OJT (on the job training) component.
	120 hrs.

	

	Medical Office Assistant – (900 hours)
	8169 Fundamentals of Technology

Substitute course-Business Computer Technology

· Pre-requisite course-None
· College Credit

· OHLAP Credit
	Internet and Computer Core Certification (IC3) - Certiport
	Fundamentals of Technology or Business & Computer Technology (OD30901)
	Required Brainbench: (choose 1)
· Computer Fundamentals
· Computer Literacy
	120 hrs.

	
	8103 Fundamentals of Administrative Technologies
· Pre-requisite course-Fundamentals of Technology or Business/Computer Technology

· College Credit

· OHLAP Credit 

· Computer Science/Computer Technology Credit
	Microsoft Office Specialist:

· Word

· Excel

(and additional BB tests)
	
	Required Brainbench:

· Word 

· Excel

· Telephone Etiquette

· Office Procedures
	120 hrs.

	
	Foundations of Medical Office/Medical Terminology

· Pre-requisite course-Fundamentals of Administrative Technologies
· College Credit
	
	
	Required Brainbench:

· Medical Terminology

· Medical Office Skills
	180 hrs.

	
	Patient Billing

· Pre-requisite course-Foundations of Medical Office/Medical Terminology
· College Credit
	
	
	Required Brainbench:

· Medical Billing
	180 hrs.

	
	Medical Insurance

· Pre-requisite course-Patient Billing
· College Credit
	
	
	Required Brainbench:

· Health Insurance
	180 hrs.

	
	8106 Career Major Capstone

Substitute course- Advanced Career Major Capstone
· Pre-requisite course-All courses competed within a career major
· College Credit
	No tests required for this course.  It is used to demonstrate mastery in the field through the pursuit of advanced certifications, complete advanced projects with limited supervision, or used for an OJT (on the job training) component.
	120 hrs.

	

	Medical Insurance Coder – 

(1080 hours)
	8169 Fundamentals of Technology

Substitute course-Business Computer Technology

· Pre-requisite course-None
· College Credit

· OHLAP Credit
	Internet and Computer Core Certification (IC3) - Certiport
	Fundamentals of Technology or Business & Computer Technology (OD30901)
	Required Brainbench: (choose 1)
· Computer Fundamentals
· Computer Literacy
	120 hrs.

	
	8103 Fundamentals of Administrative Technologies 

· Pre-requisite course-Fundamentals of Technology or Business/Computer Technology

· College Credit

· OHAP Credit

· Computer Science/Computer Technology Credit
	Microsoft Office Specialist:

· Word

· Excel

(and additional BB tests)
	
	Required Brainbench:

· Word 

· Excel

· Telephone Etiquette

· Office Procedures
	120 hrs.

	
	8441 Foundations of Medical Office/Medical Terminology

· Pre-requisite course-Fundamentals of Administrative Technologies
· College Credit
	
	
	Required Brainbench:

· Medical Terminology

· Medical Office Skills
	180 hrs.

	
	ICD-CPT Coding

· Pre-requisite course-Foundations of Medical Office/Medical Terminology
· College Credit
	
	
	Required Brainbench:

· ICD-CPT Coding
	180 hrs.

	
	Patient Billing

· Pre-requisite course-Foundations of Medical Office/Medical Terminology
· College Credit
	
	
	Required Brainbench:

· Medical Billing
	180 hrs.

	
	Medical Insurance

· Pre-requisite course-Patient Billing
· College Credit
	
	
	Required Brainbench:

· Health Insurance
	180 hrs.

	
	8106 Career Major Capstone

Substitute course- Advanced Career Major Capstone
· Pre-requisite course-All courses completed within a career major
· College Credit
	No tests required for this course.  It is used to demonstrate mastery in the field through the pursuit of advanced certifications, complete advanced projects with limited supervision, or used for an OJT (on the job training) component.
	120 hrs.

	

	Legal Receptionist – (600 hours)
	8169 Fundamentals of Technology

Substitute course-Business Computer Technology

· Pre-requisite course-None
· College Credit

· OHLAP Credit
	Internet and Computer Core Certification (IC3) - Certiport
	Fundamentals of Technology or Business & Computer Technology (OD30901)
	Required Brainbench: (choose 1)
· Computer Fundamentals
· Computer Literacy
	120 hrs.

	
	Foundations for the Legal Office

· Pre-requisite course-Fundamentals of Technology or Business/Computer Technology
· College Credit
	Association of Legal Secretaries (ALS)


	
	Required Brainbench: 
· Word Fundamentals
· PowerPoint Fundamentals
	180 hrs.

	
	Legal Office Procedures

· Pre-requisite course-Foundations for the Legal Office 
· College Credit

	
	
	Required Brainbench: 
· Telephone Etiquette

· Legal Secretarial Skills
	180 hrs.

	
	8106 Career Major Capstone

Substitute course- Advanced Career Major Capstone
· Pre-requisite course-All courses completed within a career major
· College Credit
	No tests required for this course.  It is used to demonstrate mastery in the field through the pursuit of advanced certifications, complete advanced projects with limited supervision, or used for an OJT (on the job training) component.
	120 hrs.

	
	
	
	
	
	

	Legal Office Assistant – (1140 hours)
	8169 Fundamentals of Technology

Substitute course-Business Computer Technology

· Pre-requisite course-None
· College Credit

· OHLAP Credit
	Internet and Computer Core Certification (IC3) - Certiport
	Fundamentals of Technology or Business & Computer Technology (OD30901)
	Required Brainbench: (choose 1)
· Computer Fundamentals
· Computer Literacy
	120 hrs.

	
	Foundations for the Legal Office

· Pre-requisite course-Fundamentals of Technology or Business/Computer Technology
· College Credit
	Association of Legal Secretaries (ALS)


	
	Required Brainbench: 
· Word Fundamentals
· PowerPoint Fundamentals
	180 hrs.

	
	Legal Office Procedures

· Pre-requisite course-Foundations for the Legal Office
· College Credit

	
	
	Required Brainbench:

· Telephone Etiquette

· Legal Secretarial Skills
	180 hrs.

	
	Advanced Computer Applications for the Law Office 

· Pre-requisite course-Legal Office Procedures

· OHLAP Credit 

· Computer Science/Computer Technology Credit
	
	
	Required Brainbench:

· Advanced Word
· Advanced PowerPoint

	180 hrs.

	
	Advanced Legal Communications

Pre-requisite course-Advanced Computer Applications for the Law Office
	
	
	Required Brainbench:

· Written English
· Business Writing
	180 hrs.

	
	8415 Legal Specialties

Pre-requisite course-Advanced Legal Communications
	
	
	Recommended Brainbench:

· Legal Research

· Editing and Proofreading

· Spelling

· Business Ethics
· Typing Speed & Accuracy
· Legal Secretarial Skills
	180 hrs.

	
	8106 Career Major Capstone

Substitute course- Advanced Career Major Capstone
· Pre-requisite course-All courses completed within a career major
· College Credit
	No tests required for this course.  It is used to demonstrate mastery in the field through the pursuit of advanced certifications, complete advanced projects with limited supervision, or used for an OJT (on the job training) component.
	120 hrs.

	
	
	
	
	
	

	Office Information Specialist – (960 hours)
	8169 Fundamentals of Technology

Substitute course-Business Computer Technology

· Pre-requisite course-None
· College Credit

· OHLAP Credit
	Internet and Computer Core Certification (IC3) - Certiport
	Fundamentals of Technology or Business & Computer Technology (OD30901)
	Required Brainbench: (choose 1)
· Computer Fundamentals
· Computer Literacy
	120 hrs.

	
	8103 Fundamentals of Administrative Technologies
· Pre-requisite course-Fundamentals of Technology or Business/Computer Technology

· College Credit

· OHLAP Credit 

· Computer Science/Computer Technology Credit
	Microsoft Office Specialist:

· Word

· Excel

(and additional BB tests)
	
	Required Brainbench:

· Word 

· Excel

· Telephone Etiquette

· Office Procedures
	120 hrs.

	
	8104 Administrative Technologies II

· Pre-requisite course-Fundamentals of Administrative Technologies

· College Credit

· OHLAP Credit 

· Computer Science/Computer Technology Credit
	Microsoft Office Specialist:

· Access

· PowerPoint
	
	Required Brainbench:

· Access

· PowerPoint
	120 hrs.

	
	8105 Office Administration and Management

· Pre-requisite course-Administrative Technologies II

· College Credit

· OHLAP Credit 

· Computer Science/Computer Technology Credit
	
	
	Required Brainbench:

· Interpersonal Communications

· Microsoft Office Fundamentals

· Office Management

· Managing People
	120 hrs.

	
	8149 Desktop Publishing and Graphic Design

Pre-requisite course-Fundamentals of Technology or Business/Computer Technology
	Choose One:

· Adobe Acrobat Professional Print Production
· Adobe InDesign
	
	Required Brainbench
(Choose One):

· Adobe InDesign

· Adobe PageMaker 

· QuarkXPress
	120 hrs.

	
	8153 Fundamentals of Web Design

Pre-requisite course-Fundamentals of Technology or Business/Computer Technology
(Can substitute Web Authoring Languages.)
	Choose One:

· CIW Associate: Foundations Exam

· WOW Apprentice Web Designer


	
	Required Brainbench
(Choose Two):

· WWW Concepts   

· Web Design Concepts

· Options (select one):

· HTML

· XHTML

· CSS or CSS2

· Dreamweaver
	120 hrs.

	
	8150 Multimedia and Image Management Techniques

Pre-requisite course-Fundamentals of Technology or Business/Computer Technology
	Choose One:  

· Adobe Photoshop

· Adobe Illustrator
	Media Production: Production Assistant - OD20603
	Choose One:

· Adobe Photoshop

· Fireworks

· Adobe Illustrator
	120 hrs.

	
	8106 Career Major Capstone

Substitute course- Advanced Career Major Capstone
· Pre-requisite course-All courses completed within a career major
· College Credit
	No tests required for this course.  It is used to demonstrate mastery in the field through the pursuit of advanced certifications, complete advanced projects with limited supervision, or used for an OJT (on the job training) component.
	120 hrs.

	
	
	
	
	
	

	Microsoft Certified Application – Specialist (960 hrs)
	8169 Fundamentals of Technology

Substitute course-Business Computer Technology

· Pre-requisite course-None
· College Credit

· OHLAP Credit
	Internet and Computer Core Certification (IC3) - Certiport
	Fundamentals of Technology or Business & Computer Technology (OD30901)
	Required Brainbench: (choose 1)
· Computer Fundamentals
· Computer Literacy
	120 hrs.

	
	8103 Fundamentals of Administrative Technologies
· Pre-requisite course-Fundamentals of Technology or Business/Computer Technology

· College Credit

· OHLAP Credit 

· Computer Science/Computer Technology Credit
	Microsoft Office Specialist:

· Word

· Excel

(and additional BB tests)
	
	Required Brainbench:

· Word 

· Excel

· Telephone Etiquette

· Office Procedures
	120 hrs.

	
	8104 Administrative Technologies II

· Pre-requisite course-Fundamentals of Administrative Technologies

· College Credit

· OHLAP Credit 

· Computer Science/Computer Technology Credit
	Microsoft Office Specialist:

· Access

· PowerPoint
	
	Required Brainbench:

· Access

· PowerPoint
	120 hrs.

	
	8105 Office Administration and Management

· Pre-requisite course-Administrative Technologies II

· College Credit

· OHLAP Credit 

· Computer Science/Computer Technology Credit
	
	
	Required Brainbench:

· Interpersonal Communications

· Microsoft Office Fundamentals

· Office Management

· Managing People
	120 hrs.

	
	Microsoft Certification Application Specialist Outlook/Word Study Prep
	
	
	
	120 hrs.

	
	Microsoft Certification Applications Specialist Access Study Prep
	
	
	
	120 hrs.

	
	Microsoft Certification Applications Specialist Excel/PowerPoint Study Prep
	
	
	
	120 hrs.

	
	8106 Career Major Capstone

Substitute course- Advanced Career Major Capstone
· Pre-requisite course-All courses completed within a career major
· College Credit
	No tests required for this course.  It is used to demonstrate mastery in the field through the pursuit of advanced certifications, complete advanced projects with limited supervision, or used for an OJT (on the job training) component.
	120 hrs.

	
	
	
	
	
	

	Customer Service – 

(480 Hours)
	8169 Fundamentals of Technology

Substitute course-Business Computer Technology
· Pre-requisite course-None
· College Credit

· OHLAP Credit
	Internet and Computer Core Certification (IC3) - Certiport
	Fundamentals of Technology or Business & Computer Technology (OD30901)
	Required Brainbench: (choose 1)
· Computer Fundamentals
· Computer Literacy
	120 hrs.

	
	Customer Assistance
Pre-requisite course-Fundamentals of Technology or Business/Computer Technology
	
	
	Required Brainbench: 
· Customer Assistance
· Listening Skills
	120 hrs.

	
	8103 Fundamentals of Administrative Technologies
· Pre-requisite course-Fundamentals of Technology or Business/Computer Technology

· College Credit

· OHLAP Credit 

· Computer Science/Computer Technology Credit
	Microsoft Office Specialist:

· Word

· Excel

(and additional BB tests)
	
	Required Brainbench:

· Word 

· Excel

· Telephone Etiquette

· Office Procedures
	120 hrs.

	
	8106 Career Major Capstone

Substitute course- Advanced Career Major Capstone
· Pre-requisite course-All courses completed within a career major
· College Credit
	No tests required for this course.  It is used to demonstrate mastery in the field through the pursuit of advanced certifications, complete advanced projects with limited supervision, or used for an OJT (on the job training) component.
	120 hrs.

	
	
	
	
	
	

	Scopist – 

(780 Hours)
	8169 Fundamentals of Technology

Substitute course-Business Computer Technology

· Pre-requisite course-None
· College Credit

· OHLAP Credit
	Internet and Computer Core Certification (IC3) - Certiport
	Fundamentals of Technology or Business & Computer Technology (OD30901)
	Required Brainbench: (choose 1)
· Computer Fundamentals
· Computer Literacy
	120 hrs.

	
	Court Reporting Theory

Pre-requisite course- Fundamentals of Technology or Business/Computer Technology
	
	
	Required Brainbench: 

Listening Skills
	120 hrs.

	
	Court Reporting Lab

Pre-requisite course-Court Reporting Theory (may take in conjunction with Court Reporting Theory)
	 
	
	
	60 hrs.

	
	Beginning Speed Building

Pre-requisite course-Court Reporting Theory
	· Q&A at 60 to 100 at 95% accuracy

· Literacy at  60 to 100 at 95% accuracy 

· Jury Charter at 60 to 100 at 95% accuracy
	
	
	120 hrs.

	
	Intermediate Speed Building

Pre-requisite course-Beginning Speed Building
	· Q&A at 120 to 160 at 95% accuracy

· Literacy at  120 to 160 at 95% accuracy 

Jury Charter at 120 to 160 at 95% accuracy
	
	
	120 hrs.

	
	Legal/Medical Terminology

Pre-requisite course-Intermediate Speed Building
	
	
	Required Brainbench: 
· Medical Terminology
· Editing and Proofreading
	120 hrs.

	
	8106 Career Major Capstone

Substitute course- Advanced Career Major Capstone
· Pre-requisite course-All courses completed within a career major
· College Credit
	No tests required for this course.  It is used to demonstrate mastery in the field through the pursuit of advanced certifications, complete advanced projects with limited supervision, or used for an OJT (on the job training) component.
	
	120 hrs.

	
	
	
	
	
	

	Court Reporter – (1,020 Hours)
	8169 Fundamentals of Technology

Substitute course-Business Computer Technology

· Pre-requisite course-None
· College Credit

· OHLAP Credit
	Internet and Computer Core Certification (IC3) - Certiport
	Fundamentals of Technology or Business & Computer Technology (OD30901)
	Required Brainbench: (choose 1)
· Computer Fundamentals
· Computer Literacy
	120 hrs.

	
	Court Reporting Theory

Pre-requisite course- Fundamentals of Technology or Business/Computer Technology
	
	
	Required Brainbench:

Listening Skills
	120 hrs.

	
	Court Reporting Lab

Pre-requisite course-  Court Reporting Theory (may be taken in conjunction with Court Reporting Theory)
	
	
	
	60 hrs.

	
	Beginning Speed Building

Pre-requisite course-Court Reporting Theory
	· Q&A at 60 to 100 at 95% accuracy

· Literacy at  60 to 100 at 95% accuracy 

· Jury Charter at 60 to 100 at 95% accuracy
	
	
	120 hrs.

	
	Intermediate Speed Building

Pre-requisite course-Beginning Speed Building
	· Q&A at 120 to 160 at 95% accuracy

· Literacy at  120 to 160 at 95% accuracy 

Jury Charter at 120 to 160 at 95% accuracy
	
	
	120 hrs.

	
	Advanced Speed Building

Pre-requisite course-Intermediate Speed Building
	· Q&A at 180 to 225 wpm at 95% accuracy

· Literacy at 180 to 225 wpm at 95% accuracy

· Jury Charge at 180 to 225 wpm at 95% accuracy
	
	
	120 hrs.

	
	Realtime Applications

Pre-requisite course-Beginning Speed Building

	
	
	
	120 hrs.

	
	Legal/Medical Terminology

Pre-requisite course-Realtime Applications


	
	
	Required Brainbench:

· Editing and Proofreading
	120 hrs.

	
	8106 Career Major Capstone

Substitute course- Advanced Career Major Capstone
· Pre-requisite course-All courses completed within a career major
· College Credit
	No tests required for this course.  It is used to demonstrate mastery in the field through the pursuit of advanced certifications, complete advanced projects with limited supervision, or used for an OJT (on the job training) component.
	120 hrs.

	
	
	
	
	
	

	Bilingual Customer Service Representative – (780 Hours)
	8169 Fundamentals of Technology

Substitute course-Business Computer Technology

· Pre-requisite course-None
· College Credit

· OHLAP Credit
	Internet and Computer Core Certification (IC3) - Certiport
	Fundamentals of Technology or Business & Computer Technology (OD30901)
	Required Brainbench: (choose 1)
· Computer Fundamentals
· Computer Literacy
	120 hrs.

	
	8103 Fundamentals of Administrative Technologies
· Pre-requisite course-Fundamentals of Technology or Business/Computer Technology

· College Credit

· OHLAP Credit 

· Computer Science/Computer Technology Credit
	Microsoft Office Specialist:

· Word

· Excel

(and additional BB tests)
	
	Required Brainbench:

· Word 

· Excel

· Telephone Etiquette

· Office Procedures
	120 hrs.

	
	8104 Fundamentals of Administrative Technologies II

· Pre-requisite course-Fundamentals of Administrative Technologies

· College Credit

· OHLAP Credit 

· Computer Science/Computer Technology Credit
	Microsoft Office Specialist:

· Access

· PowerPoint
	
	Required Brainbench:

· Access

· PowerPoint
	120 hrs.

	
	Bilingual Interpersonal Communications I

Pre-requisite course-None
	
	
	Required Brainbench:

· Listening Comprehension - Spanish
	60 hrs.

	
	8105 Office Administration and Management

· Pre-requisite course-Fundamentals of Technologies II

· College Credit

· OHLAP Credit 

· Computer Science/Computer Technology Credit
	
	
	Required Brainbench:

· Interpersonal Communications

· Microsoft Office Fundamentals

· Office Management

· Managing People
	120 hrs.

	
	Customer Assistance

Pre-requisite course-Fundamentals of Technology or Business/Computer Technology
	
	
	Required Brainbench: 
· Customer Assistance
· Listening Skills
	120 hrs.

	
	8106 Career Major Capstone

Substitute course- Advanced Career Major Capstone
· Pre-requisite course-All courses within a career major
· College Credit
	No tests required for this course.  It is used to demonstrate mastery in the field through the pursuit of advanced certifications, complete advanced projects with limited supervision, or used for an OJT (on the job training) component.
	120 hrs.

	
	
	
	
	
	

	Human Resources Assistant – (960 hours)
	8169 Fundamentals of Technology

Substitute course-Business Computer Technology

· Pre-requisite course-None
· College Credit

· OHLAP Credit
	Internet and Computer Core Certification (IC3) - Certiport
	Fundamentals of Technology or Business & Computer Technology (OD30901)
	Required Brainbench: (choose 1)
· Computer Fundamentals
· Computer Literacy
	120 hrs.

	
	8103 Fundamentals of Administrative Technologies
· Pre-requisite course-Fundamentals of Technology or Business/Computer Technology

· College Credit

· OHLAP Credit 

· Computer Science/Computer Technology Credit
	Microsoft Office Specialist:

· Word

· Excel

(and additional BB tests)
	
	Required Brainbench:

· Word 

· Excel

· Telephone Etiquette

· Office Procedures
	120 hrs.

	
	8105 Office Administration and Management

· Pre-requisite course-Fundamentals of Administrative Technologies

· College Credit

· OHLAP Credit 

· Computer Science/Computer Technology Credit
	
	
	Required Brainbench:

· Interpersonal Communications

· Microsoft Office Fundamentals

· Office Management

· Managing People
	120 hrs.

	
	8114 Human Resources Concepts

Pre-requisite course-Office Administration and Management
	
	
	Required Brainbench:

· Human Resource s Concepts 
	120 hrs.

	
	8117 Human Resources Information Systems

Pre-requisite course-Office Administration and Management
	
	
	Required Brainbench:

· Human Resources Information Systems Concepts
	120 hrs.

	
	8115 Employee & Labor Relations

Pre-requisite course-Human Resources Concepts
	
	
	Required Brainbench:

· Legal Issues for Human Resources & Management
	120 hrs.

	
	8116 Benefits & Compensation Management

Pre-requisite course-Employee and Labor Relations
	
	
	Required Brainbench:

· Compensation Management

· Benefits Management (US)
	120 hrs.

	
	8106 Career Major Capstone

Substitute course- Advanced Career Major Capstone
· Pre-requisite course-All courses completed within a career major
· College Credit
	No tests required for this course.  It is used to demonstrate mastery in the field through the pursuit of advanced certifications, complete advanced projects with limited supervision, or used for an OJT (on the job training) component.
	120 hrs.

	
	
	
	
	
	

	Entrepreneur-ship – (840 hours)
	8169 Fundamentals of Technology

Substitute course-Business Computer Technology

· Pre-requisite course-None
· College Credit

· OHLAP Credit
	Internet and Computer Core Certification (IC3) - Certiport
	Fundamentals of Technology or Business & Computer Technology (OD30901)
	Required Brainbench: (choose 1)
· Computer Fundamentals
· Computer Literacy
	120 hrs.

	
	8179 Intro to Entrepreneurship

· Pre-requisite course-Fundamentals of Technology or Business/Computer Technology
	
	
	Required Brainbench: 
· Business Concepts
	120 hrs.

	
	Personal Finance

Pre-requisite course-None

	
	
	· 
	120 hrs.

	
	8177 Business Communications
· Pre-requisite course-Fundamentals of Technology or Business/Computer Technology

· College Credit


	
	
	Required Brainbench: 
· Telephone Etiquette

· Listening Skills

· Business Communication

· Interpersonal Communication
	120 hrs.

	
	8113 Entrepreneurship:  Business Development

Pre-requisite course-Intro. To Entrepreneurship
	
	
	Required Brainbench: 
· Managing People

· Business Ethics Awareness

· Office Management (U.S.)
	120 hrs.

	
	8113 Entrepreneurship:  Business Management

Pre-requisite course-Entrepreneurship Business Development
	
	
	Required Brainbench: 
· Operations Concepts
· Retail Industry Knowledge
	120 hrs.

	
	8106 Career Major Capstone

Substitute course- Advanced Career Major Capstone
· Pre-requisite course-All courses completed within a career major
College Credit
	No tests required for this course.  It is used to demonstrate mastery in the field through the pursuit of advanced certifications, complete advanced projects with limited supervision, or used for an OJT (on the job training) component.
	120 hrs.
	· 
	

	
	
	
	
	
	

	
	
	
	
	· 
	

	
	
	
	
	· 
	

	
	
	
	
	· 
	

	
	· 
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