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The Microsoft Office Excel Applications Certificate offers in-depth competency in utilizing business spreadsheet software to organize, manipulate, and graph numeric data.  This 
program will prepare students for positions requiring expertise in the use of Microsoft Excel. 
 

Requirements for the Microsoft Office Excel Applications 
Certificate: (E355) 
(Non-transcripted) GRADE IP NEED UNITS 
BUSOT 40A Beginning Computer Keyboarding (or BUSOT 29,  

Fundamentals of Computer Keyboarding, 1.5)    3 

BUSOT 63 Microsoft Office Excel-Comprehensive (or BUSOT  
63A, Microsoft Office Excel-Specialist, 1.5 and BUSOT 
63B, Microsoft Office Excel-Expert, 1.5) 

   3 

BUSOT 452 Office Financial Recordkeeping (or ACCTG 1A,   
Principles of Accounting I, 4)    3 

 
Plus three units from the following: GRADE IP NEED UNITS 
BUS 49 Business and Consumer Math    3 
BUSOT 60A Microsoft Office Word—Specialist    3 
BUSOT 61 Microsoft Office PowerPoint    1.5 
BUSOT 64A Microsoft Office Access-Specialist    1.5 
BUSOT 444 Concepts and Techniques of Data Entry    2 

 
 

The Microsoft Word Specialist Certificate offers in-depth competency in utilizing current business software.  
This program will prepare students for positions requiring expertise in the use of Microsoft Word. 

 

Requirements for the Microsoft Word Specialist Certificate: (L352) 

(Non-transcripted) GRADE IP NEED UNITS 
BUSOT 40B Computer Keyboarding:  

Speed and Accuracy Development    3 

BUSOT 60A Microsoft Office Word—Specialist    3 
BUSOT 60B Microsoft Office Word—Expert    3 
BUSOT 455 Fundamentals of English for Business    3 

 
 

Recommended GRADE IP NEED UNITS 
BUSOT 496ABCD Internships in Business and Office Technologies    1-4 
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