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Typing I  
GIT101. Students  learn  to  master  the  computer  key‐
board,  develop  speed  and  accuracy,  and  prepare  basic 
business documents. Prerequisite: None / 3 credits.  
 
Office CommunicaƟons Systems 
GIT105. This course is designed to expose the student to 
the variety of informaƟon/communicaƟon modes availa‐
ble to individuals employed in today’s office environ‐
ment. The following major areas are addressed: commu‐
nicaƟon theory, electronic communicaƟons in the auto‐
mated office, oral presentaƟon, ethical pracƟces, and 
wriƩen business documentaƟon. The importance of 
accurate communicaƟons and the development of lan‐
guage art skills are emphasized. Business communica‐
Ɵons and formats, including business reports, leƩers, and 
memos are studied. Prerequisite: ENL020 and ENL050 or 
saƟsfactory basic skills assessment scores / 3 credits.  
 
AccounƟng I with Computer ApplicaƟons 
ACC111. (formerly ACC101) IntroducƟon to the ac‐
counƟng cycle: recording transacƟons, posƟng to ledgers, 
preparing work sheets and financial statements. Includes: 
special journals, inventory valuaƟon, receivables, paya‐
bles and interest on notes. Hands‐on introducƟon to 
computerized accounƟng, solving selected problems 
using general ledger soŌware including QuickBooks is 
included. This is the first course of a two‐course series 
(ACC111 and ACC112) intended for A.S. Business Admin‐
istraƟon concentraƟons covering the topics of Financial 
AccounƟng. Prerequisite: MAT020 and ENL020 or saƟs-
factory basic skills assessment scores / 3 credits.  
 
 
Microcomputer ApplicaƟons SoŌware 
GIT110. This course focuses on the use of the microcom‐
puter in various business seƫngs. A lab/lecture environ‐
ment is used to enable students to learn the Windows 
operaƟng system and four commonly used soŌware 
packages selected from applicaƟons in word processing, 
spreadsheets, databases, and presentaƟon graphics. 
Students are introduced to the soŌware and then pro‐
gress through various challenging assignments, including 
integraƟng applicaƟons. Basic concepts in Internet usage, 
including electronic mail, are an integral part of the 
course. Prerequisite: GIT102 or equivalent, ENL020, and 
ENL050 or saƟsfactory basic skills assessment score / 3 
credits.  
 
IntroducƟon to Business 
BUS100. Students examine the purpose, role and re‐
sponsibility of business in American society and gain 

a broad overview of the funcƟons, insƟtuƟons, principles 
and pracƟces of business and other organizaƟons. This 
course provides a basic foundaƟon for those students 
who will specialize in business and an opportunity for non
‐business majors to learn about the business world as a 
major social insƟtuƟon. Prerequisite: None / 3 credits.  

 

Advanced Word Processing ApplicaƟons GIT220. 
Students learn proficiency using many of the advanced 
funcƟons and special features of a comprehensive word 
processing package. Course content includes: tabs, print 
styles and sizes; macros; data manipulaƟon; basic mathe‐
maƟcal computaƟons; special text features like outline, 
columns, and merges; and graphic elements. GIT110 and 
GIT220 cover all the material for the MicrosoŌ Office 
Specialist Word Expert CerƟficaƟon exam. Prerequisite: 
GIT110 / 3 credits.  

Standard Office Procedures BIT202. Students devel‐
op the concepts and skills needed to funcƟon effecƟvely 
in an administraƟve assistant posiƟon. The course in‐
cludes the following: human relaƟons; customer service; 
communicaƟon services; meeƟngs, minutes, and agen‐
das; travel arrangements and iƟneraries; financial state‐
ments and reports; professionalism; machine transcrip‐
Ɵon; and resumes and interview techniques. Prerequi‐
site: GIT110 / 3 credits.  
 

General Psychology PSY101. IntroducƟon to the 
major concepts and principles underlying human behav‐
ior and mental processes. Topics include personality 
theory, development, learning and thought, brain and 
nervous system, sensaƟon and percepƟon, moƟvaƟon 
and emoƟon, stress and physical health, abnormal psy‐
chology, psychotherapy, and social psychology. Prerequi-
site: ENL020 and ENL050 or saƟsfactory basic skills as-
sessment scores / 3 credits. SaƟsfies a Behavioral & Social 
Sciences general educaƟon requirement.  

InformaƟon Technology CooperaƟve Work Experi-
ence BIT261. The student works in an informaƟon sys‐
tems office for 150 hours to gain pracƟcal training in one 
of the varied aspects of informaƟon technology. All stu‐
dents in InformaƟon Technology tracks are encouraged 
to take a cooperaƟve work experience. Limited to stu‐
dents enrolled in the InformaƟon Technology program. 
Prerequisite: CompleƟon of at least 2 semesters of Busi-

ness & IT courses and/or comparable pracƟcal work expe-
rience. Permission of IT Coordinator / 3 credits; may be 
repeated once for credit.  

Course Descriptions 



This work is licensed under a CreaƟve Commons 3.0 License hƩp://creaƟvecommons.org/licenses/by/3.0 
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or ownership. MassachuseƩs Community Colleges are equal opportunity employers. AdapƟve equipment is available upon request for persons with disabiliƟes. 

http://creativecommons.org/licenses/by/3.0�


<<

  /ASCII85EncodePages false

  /AllowTransparency false

  /AutoPositionEPSFiles true

  /AutoRotatePages /None

  /Binding /Left

  /CalGrayProfile (Dot Gain 20%)

  /CalRGBProfile (sRGB IEC61966-2.1)

  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)

  /sRGBProfile (sRGB IEC61966-2.1)

  /CannotEmbedFontPolicy /Error

  /CompatibilityLevel 1.4

  /CompressObjects /Tags

  /CompressPages true

  /ConvertImagesToIndexed true

  /PassThroughJPEGImages true

  /CreateJobTicket false

  /DefaultRenderingIntent /Default

  /DetectBlends true

  /DetectCurves 0.0000

  /ColorConversionStrategy /CMYK

  /DoThumbnails false

  /EmbedAllFonts true

  /EmbedOpenType false

  /ParseICCProfilesInComments true

  /EmbedJobOptions true

  /DSCReportingLevel 0

  /EmitDSCWarnings false

  /EndPage -1

  /ImageMemory 1048576

  /LockDistillerParams false

  /MaxSubsetPct 100

  /Optimize true

  /OPM 1

  /ParseDSCComments true

  /ParseDSCCommentsForDocInfo true

  /PreserveCopyPage true

  /PreserveDICMYKValues true

  /PreserveEPSInfo true

  /PreserveFlatness true

  /PreserveHalftoneInfo false

  /PreserveOPIComments true

  /PreserveOverprintSettings true

  /StartPage 1

  /SubsetFonts true

  /TransferFunctionInfo /Apply

  /UCRandBGInfo /Preserve

  /UsePrologue false

  /ColorSettingsFile ()

  /AlwaysEmbed [ true

  ]

  /NeverEmbed [ true

  ]

  /AntiAliasColorImages false

  /CropColorImages true

  /ColorImageMinResolution 300

  /ColorImageMinResolutionPolicy /OK

  /DownsampleColorImages true

  /ColorImageDownsampleType /Bicubic

  /ColorImageResolution 300

  /ColorImageDepth -1

  /ColorImageMinDownsampleDepth 1

  /ColorImageDownsampleThreshold 1.50000

  /EncodeColorImages true

  /ColorImageFilter /DCTEncode

  /AutoFilterColorImages true

  /ColorImageAutoFilterStrategy /JPEG

  /ColorACSImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /ColorImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /JPEG2000ColorACSImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /JPEG2000ColorImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /AntiAliasGrayImages false

  /CropGrayImages true

  /GrayImageMinResolution 300

  /GrayImageMinResolutionPolicy /OK

  /DownsampleGrayImages true

  /GrayImageDownsampleType /Bicubic

  /GrayImageResolution 300

  /GrayImageDepth -1

  /GrayImageMinDownsampleDepth 2

  /GrayImageDownsampleThreshold 1.50000

  /EncodeGrayImages true

  /GrayImageFilter /DCTEncode

  /AutoFilterGrayImages true

  /GrayImageAutoFilterStrategy /JPEG

  /GrayACSImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /GrayImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /JPEG2000GrayACSImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /JPEG2000GrayImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /AntiAliasMonoImages false

  /CropMonoImages true

  /MonoImageMinResolution 1200

  /MonoImageMinResolutionPolicy /OK

  /DownsampleMonoImages true

  /MonoImageDownsampleType /Bicubic

  /MonoImageResolution 1200

  /MonoImageDepth -1

  /MonoImageDownsampleThreshold 1.50000

  /EncodeMonoImages true

  /MonoImageFilter /CCITTFaxEncode

  /MonoImageDict <<

    /K -1

  >>

  /AllowPSXObjects false

  /CheckCompliance [

    /None

  ]

  /PDFX1aCheck false

  /PDFX3Check false

  /PDFXCompliantPDFOnly false

  /PDFXNoTrimBoxError true

  /PDFXTrimBoxToMediaBoxOffset [

    0.00000

    0.00000

    0.00000

    0.00000

  ]

  /PDFXSetBleedBoxToMediaBox true

  /PDFXBleedBoxToTrimBoxOffset [

    0.00000

    0.00000

    0.00000

    0.00000

  ]

  /PDFXOutputIntentProfile ()

  /PDFXOutputConditionIdentifier ()

  /PDFXOutputCondition ()

  /PDFXRegistryName ()

  /PDFXTrapped /False



  /CreateJDFFile false

  /Description <<



    /BGR <>

    /CHS <FEFF4f7f75288fd94e9b8bbe5b9a521b5efa7684002000410064006f006200650020005000440046002065876863900275284e8e9ad88d2891cf76845370524d53705237300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c676562535f00521b5efa768400200050004400460020658768633002>

    /CHT <FEFF4f7f752890194e9b8a2d7f6e5efa7acb7684002000410064006f006200650020005000440046002065874ef69069752865bc9ad854c18cea76845370524d5370523786557406300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c4f86958b555f5df25efa7acb76840020005000440046002065874ef63002>

    /CZE <>

    /DAN <>

    /DEU <>

    /ESP <>

    /ETI <>

    /FRA <>

    /GRE <>



    /HRV (Za stvaranje Adobe PDF dokumenata najpogodnijih za visokokvalitetni ispis prije tiskanja koristite ove postavke.  Stvoreni PDF dokumenti mogu se otvoriti Acrobat i Adobe Reader 5.0 i kasnijim verzijama.)

    /HUN <>

    /ITA <>

    /JPN <FEFF9ad854c18cea306a30d730ea30d730ec30b951fa529b7528002000410064006f0062006500200050004400460020658766f8306e4f5c6210306b4f7f75283057307e305930023053306e8a2d5b9a30674f5c62103055308c305f0020005000440046002030d530a130a430eb306f3001004100630072006f0062006100740020304a30883073002000410064006f00620065002000520065006100640065007200200035002e003000204ee5964d3067958b304f30533068304c3067304d307e305930023053306e8a2d5b9a306b306f30d530a930f330c8306e57cb30818fbc307f304c5fc59808306730593002>

    /KOR <FEFFc7740020c124c815c7440020c0acc6a9d558c5ec0020ace0d488c9c80020c2dcd5d80020c778c1c4c5d00020ac00c7a50020c801d569d55c002000410064006f0062006500200050004400460020bb38c11cb97c0020c791c131d569b2c8b2e4002e0020c774b807ac8c0020c791c131b41c00200050004400460020bb38c11cb2940020004100630072006f0062006100740020bc0f002000410064006f00620065002000520065006100640065007200200035002e00300020c774c0c1c5d0c11c0020c5f40020c2180020c788c2b5b2c8b2e4002e>

    /LTH <>

    /LVI <>

    /NLD (Gebruik deze instellingen om Adobe PDF-documenten te maken die zijn geoptimaliseerd voor prepress-afdrukken van hoge kwaliteit. De gemaakte PDF-documenten kunnen worden geopend met Acrobat en Adobe Reader 5.0 en hoger.)

    /NOR <>

    /POL <>

    /PTB <>

    /RUM <>

    /RUS <>

    /SKY <>

    /SLV <>

    /SUO <>

    /SVE <>

    /TUR <>

    /UKR <>

    /ENU (Use these settings to create Adobe PDF documents best suited for high-quality prepress printing.  Created PDF documents can be opened with Acrobat and Adobe Reader 5.0 and later.)

  >>

  /Namespace [

    (Adobe)

    (Common)

    (1.0)

  ]

  /OtherNamespaces [

    <<

      /AsReaderSpreads false

      /CropImagesToFrames true

      /ErrorControl /WarnAndContinue

      /FlattenerIgnoreSpreadOverrides false

      /IncludeGuidesGrids false

      /IncludeNonPrinting false

      /IncludeSlug false

      /Namespace [

        (Adobe)

        (InDesign)

        (4.0)

      ]

      /OmitPlacedBitmaps false

      /OmitPlacedEPS false

      /OmitPlacedPDF false

      /SimulateOverprint /Legacy

    >>

    <<

      /AddBleedMarks false

      /AddColorBars false

      /AddCropMarks false

      /AddPageInfo false

      /AddRegMarks false

      /ConvertColors /ConvertToCMYK

      /DestinationProfileName ()

      /DestinationProfileSelector /DocumentCMYK

      /Downsample16BitImages true

      /FlattenerPreset <<

        /PresetSelector /MediumResolution

      >>

      /FormElements false

      /GenerateStructure false

      /IncludeBookmarks false

      /IncludeHyperlinks false

      /IncludeInteractive false

      /IncludeLayers false

      /IncludeProfiles false

      /MultimediaHandling /UseObjectSettings

      /Namespace [

        (Adobe)

        (CreativeSuite)

        (2.0)

      ]

      /PDFXOutputIntentProfileSelector /DocumentCMYK

      /PreserveEditing true

      /UntaggedCMYKHandling /LeaveUntagged

      /UntaggedRGBHandling /UseDocumentProfile

      /UseDocumentBleed false

    >>

  ]

>> setdistillerparams

<<

  /HWResolution [2400 2400]

  /PageSize [612.000 792.000]

>> setpagedevice



