Undergraduate Academic Board

Agenda
October 19, 2007
ADM 204
2:00 — 5:00 pm
I. Roll
() Barbara Brown () Fred Barbee () Len Smiley
() Caedmon Liburd () Gail Holtzman () Robin Wahto
() Catherine Sullivan () Grant Baker () Roy Poole
() Cheryl Smith () Hilary Davies () Stephen Gillon
() Deborah Mole () Hilary Seitz () Suzanne Forster
() Erik Hirschmann () Jack Pauli () Toni Croft

Il. Approval of the Agenda (pg. 1-4)
Il. Approval of Meeting Summary for October 12, 2007 (pg. 5-9)
V. Administrative Report

A. Assistant Provost Tom Miller

V. Chair’s Report
A. UAB Chair- Caedmon Liburd

B. GER Chair- Suzanne Forster
VI. Program/Course Action Request — Second Reading
A. CAS

Chg GEOL Alll1 Physical Geology (4 cr) (3+3) (pg. 20-23)
Initiator unable to attend GER

Chg GEOL A115 Environmental Geology (3 cr) (3+0) (pg. 24-26)
Initiator unable to attend GER

Chg GEOL Al15L Environmental Geology Laboratory (1 cr) (0+3) (pg. 27-29)
Initiator unable to attend GER

Chg ENGL A212 Technical Writing (3 cr) (3+0)
No revisions received at GER

Chg ENGL A301 Literature of Britain | (3 cr) (3+0)
No revisions received at GER

Chg ENGL A302 Literature of Britain I (3 cr) (3+0)
No revisions received at GER

Chg LING Al101 The Nature of Language (3 cr) (3+0) (pg. 30-35)
No revisions received at GER

Chg MUS A121 Music Appreciation (3 cr) (3+0) (pg. 36-40)
No revisions received at GER

Chg MUS A221 History of Music | (3 cr) (3+0) (pg. 41-45)
No revisions received at GER
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Chg MUS A222 History of Music Il (3 cr) (3+0) (pg. 46-50)
No revisions received at GER
Chg MUS A331 Form and Analysis (3 cr) (3+0) (pg. 51-55)
No revisions received at GER
Add Honors in Music (pg. 56-59)
No revisions received
B. CTC
Add ESL A190 Selected Topics in English as a Second Language (1-3 cr)
(1-3+0) (pg. 60-67)
Add Occupational Endorsement Certificate: Technical Support
Chg Associate of Applied Science, Computer Information and Office Systems
Del Undergraduate Certificate, Computer Information and Office Systems (pg. )
The following 3 programs were changed from Adds to Chgs:
Chg Occupational Endorsement Certificate: Office Foundations (pg. )
Chg Occupational Endorsement Certificate: Office Support (pg. )
Chg Occupational Endorsement Certificate: Office Digital Media (pg. )

The following 4 programs were withdrawn:

CIOoS

CIOoS

CIOos

CIOS

CIOS

CIoS

CIOoS

CIOoS

CIOoSs

CIOS

CIOoS

Al101 Keyboarding (3 cr) (3+0)

A101A Keyboarding A (1 cr) (1+0 or 0+3)

A101B Keyboarding B (1 cr) (1+0 or 0+3)

A101C Keyboarding C (1 cr) (1+0 or 0+3)

A102 Keyboarding Skillbuilding (1 cr) (1+0 or 0+3)

A103 Introduction to Personal Computers (1 cr) (1+0 or 0+3)
A108 Digital Design Fundamentals (1 cr) (1+0 or 0+3)

Al113 Operating Systems: MS Windows (1 cr) (1+0 or 0+3)

Al115 10 Key for Business Calculations (2 cr) (2+0 or 0+4)

Al117 Logic Concepts for Computer Technology (1 cr) (1+0 or 0+3)
A118 Payroll Procedures (2 cr) (2+0 or 0+6)

A120A Bookkeeping Software Applications I: QuickBooks (1 cr)
(1+0 or 0+3)

A125A Electronic Communications I: MS Outlook (1 cr) (1+0 or 0+3)
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Chg CIOS A130A Word Processing I: MS Word (1 cr) (1+0 or 0+3)
Chg CIOS A135A Spreadsheets I: MS Excel (1 cr) (1+0 or 0+3)
Chg CIOS Al40A Databases I: MS Access (1 cr) (1+0 or 0+3)
Chg CIOS Al146 Internet Concepts and Applications (2 cr) (1+2 or 0+4)
Chg CIOS A150A Presentations: MS PowerPoint (2 cr) (1+2 or 0+4)
Chg CIOS Al152A Digital Imaging Concepts and Applications: Photoshop (3 cr) (3+0)
Chg CIOS A153A Website Design: HTML (1 cr) (1+0 or 0+3)
Chg CIOS Al153B Website Design: Dreamweaver (3 cr) (3+0)
Chg CIOS Al156 Web Graphics: Fireworks (1 cr) (1+0 or 0+3)
Chg CIOS Al61A Proofreading (2 cr) (2+0 or 0+4)
Chg CIOS Al164 Filing (1 cr) (1+0 or 0+3)
Chg CIOS Al165 Office Procedures (3 cr) (3+0)
Add CIOS A190 Selected Topics in Office Technology (1-3 cr) (1-3+0 or 0+3-9)
Chg CIOS A208 Medical Transcription (3 cr) (3+0 or 0+9)
Chg CIOS A230A Word Processing Il: MS Word (2 cr) (2+0 or 0+6)
Chg CIOS A235A Spreadsheets II: MS Excel (2 cr) (2+0 or 0+6)
Chg CIOS A240A Databases Il: MS Access (2 cr) (2+0 or 0+6)
Chg CIOS A251A Desktop Publishing Concepts and Applications: InDesign (3 cr)
(3+0 or 0+9)
Chg CIOS A259 Preparing Electronic Documents: Adobe Acrobat (1 cr)
(1+0 or 0+3)
Chg CIOS A260A Business Communications (3 cr) (3+0)
Chg CIOS A261A Interpersonal Skills in Organizations (3 cr) (3+0)
Chg CIOS A262A Professional Development (3 cr) (3+0)
Chg CIOS A264A Records Management (2 cr) (2+0 or 0+6)
Chg CIOS A265 Office Management (3 cr) (3+0 or 0+9)
Chg CIOS A276A Independent Project (1-3 cr) (0+3 or 0+6 or 0+9)
Chg CIOS A282 Office Internship (1-3 cr) (0+3 or 0+6 or 0+9)
VII. Program/Course Action Request — First Reading

Chg

Chg

Occupational Endorsement Certificate: Bookkeeping Support (pg. )

Occupational Endorsement Certificate, Legal Office Support (pg. )
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VIII.

Chg

Chg HIST A131
Chg HIST A132
Chg ENGL A313
No revisions received
Old Business

New Business

Occupational Endorsement Certificate: Medical Office Support (pg. )
History of United States | (3 cr) (3+0) (pg. )
History of United States Il (3 cr) (3+0) (pg. )

Professional Writing (3 cr) (3+0)

Informational ltems and Adjournment

A. Chg HIST A101 Western Civilization | (3 cr) (3+0) (pg. )

B. Chg HIST A102 Western Civilization Il (3 cr) (3+0) (pg. )

C. Curriculum Log

D. Curriculum Handbook
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Summary
October 12, 2007
ADM 204
2:00 — 5:00 pm
I. Roll
(x) Barbara Brown (x) Fred Barbee (X) Len Smiley
() Caedmon Liburd (X) Gail Holtzman (x) Robin Wahto
(x) Catherine Sullivan () Grant Baker (xX) Roy Poole
() Cheryl Smith (x) Hilary Davies (x) Stephen Gillon
(x) Deborah Mole (xX) Hilary Seitz (x) Suzanne Forster
(x) Erik Hirschmann (x) Jack Pauli () Toni Croft
Il. Approval of the Agenda (pg. 1-4)
Approved
Il. Approval of Meeting Summary for September 28, 2007 (pg. 5-9)
Approved
V. Administrative Report
A. Assistant Provost Tom Miller
No report
V. Chair’s Report
A. UAB Chair- Caedmon Liburd
Unable to attend
B. GER Chair- Suzanne Forster
Discussed how to handle post 2000 GERs approved prior to revised category descriptors.
Anything pre 2004 will be brought back through the standard process
Proposed process for courses that are currently approved as GERs with latest approval dates
later than January 1, 2004 (handout distributed)
MOTION (Len Smiley): The UAB unanimously approves the approval process for courses
that are currently approved as GERs with the latest approval dates later than January 1,
2004.
2"":Gail Holtzman
Unanimously approved
VI. Program/Course Action Request — Second Reading

A. CAS

Chg HIST A101 Western Civilization | (3 cr) (3+0) (pg. 10-14)
Approved w/changes

Chg HIST A102 Western Civilization 11 (3 cr) (3+0) (pg. 15-19)
Approved w/ same changes as HIST A101
These items will be on next weeks agenda as Informational Items

Chg GEOL Alll Physical Geology (4 cr) (3+3) (pg. 20-23)
Tabled- Initiator did not attend

Chg GEOL Al1l15 Environmental Geology (3 cr) (3+0) (pg. 24-26)
Tabled- Initiator did not attend
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Chg GEOL A115L Environmental Geology Laboratory (1 cr) (0+3) (pg. 27-29)
Tabled- Initiator did not attend

Chg ENGL A212 Technical Writing (3 cr) (3+0)
Tabled- No revisions received at GERC

Chg ENGL A301 Literature of Britain | (3 cr) (3+0)
Tabled- No revisions received at GERC

Chg ENGL A302 Literature of Britain I (3 cr) (3+0)
Tabled- No revisions received at GERC

B. CTC

Tabled all CIOS courses and programs- no revisions were received
Add Occupational Endorsement Certificate: Office Foundations
No revisions received

Add Occupational Endorsement Certificate: Office Support
No revisions received

Add Occupational Endorsement Certificate: Office Digital Media
No revisions received

Add Occupational Endorsement Certificate: Technical Support
No revisions received

Chg Associate of Applied Science, Computer Information and Office Systems
No revisions received

Del Undergraduate Certificate, Computer Information and Office Systems
No revisions received

Del Occupational Endorsement Certificate, Administrative Office Support
No revisions received

Del Occupational Endorsement Certificate, Office Technology
No revisions received

Del Occupational Endorsement Certificate, Desktop Publishing and Graphics
No revisions received

Del Occupational Endorsement Certificate, Web Foundations
No revisions received

Chg CIOS A101 Keyboarding (3 cr) (3+0)
No revisions received

Chg CIOS Al01A Keyboarding A (1 cr) (1+0 or 0+3)
No revisions received

Chg CIOS A101B Keyboarding B (1 cr) (1+0 or 0+3)
No revisions received

Chg CIOS A101C Keyboarding C (1 cr) (1+0 or 0+3)
No revisions received

Chg CIOS A102 Keyboarding Skillbuilding (1 cr) (1+0 or 0+3)
No revisions received
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Chg ClIOS A103
No revisions received

Chg CIOS A108
No revisions received

Chg CIOS A113
No revisions received

Chg CIOS A1l15
No revisions received

Del CIOS A117
No revisions received

Chg CIOS A118
No revisions received

Chg
No revisions received

Chg
No revisions received

Chg
No revisions received

Chg
No revisions received

Chg
No revisions received

Chg CIOS Al46
No revisions received

Chg
No revisions received

Chg
No revisions received

Chg
No revisions received

Chg
No revisions received

Chg CIOS A156
No revisions received

Chg
No revisions received

Chg CIOS Al64
No revisions received

Chg CIOS A165

CIOS A120A

CIOS A125A

CIOS A130A

CIOS A135A

CIOS A140A

CIOS A150A

CIOS A152A

CIOS A153A

CIOS A153B

CIOS A1l61A

Introduction to Personal Computers (1 cr) (1+0 or 0+3)

Digital Design Fundamentals (1 cr) (1+0 or 0+3)

Operating Systems: MS Windows (1 cr) (1+0 or 0+3)

10 Key for Business Calculations (2 cr) (2+0 or 0+4)

Logic Concepts for Computer Technology (1 cr) (1+0 or 0+3)

Payroll Procedures (2 cr) (2+0 or 0+6)

Bookkeeping Software Applications I: QuickBooks (1 cr)
(1+0 or 0+3)

Electronic Communications I: MS Outlook (1 cr) (1+0 or 0+3)

Word Processing I: MS Word (1 cr) (1+0 or 0+3)

Spreadsheets I: MS Excel (1 cr) (1+0 or 0+3)

Databases I: MS Access (1 cr) (1+0 or 0+3)

Internet Concepts and Applications (2 cr) (1+2 or 0+4)

Presentations: MS PowerPoint (2 cr) (1+2 or 0+4)

Digital Imaging Concepts and Applications: Photoshop (3 cr) (3+0)

Website Design: HTML (1 cr) (1+0 or 0+3)

Website Design: Dreamweaver (3 cr) (3+0)

Web Graphics: Fireworks (1 cr) (1+0 or 0+3)

Proofreading (2 cr) (2+0 or 0+4)

Filing (1 cr) (1+0 or 0+3)

Office Procedures (3 cr) (3+0)



October 12, 2007 Undergraduate Academic Board

Page 4

Summary

VII.

No revisions received

Add CIOS A190 Selected Topics in Office Technology (1-3 cr) (1-3+0 or 0+3-9)
No revisions received

Chg CIOS A208 Medical Transcription (3 cr) (3+0 or 0+9)
No revisions received

Chg CIOS A230A Word Processing Il: MS Word (2 cr) (2+0 or 0+6)
No revisions received

Chg CIOS A235A Spreadsheets II: MS Excel (2 cr) (2+0 or 0+6)
No revisions received

Chg CIOS A240A Databases Il: MS Access (2 cr) (2+0 or 0+6)
No revisions received

Chg CIOS A251A Desktop Publishing Concepts and Applications: InDesign (3 cr)
(3+0 or 0+9)
No revisions received

Chg CIOS A259 Preparing Electronic Documents: Adobe Acrobat (1 cr)

(1+0 or 0+3)
No revisions received

Chg CIOS A260A Business Communications (3 cr) (3+0)
No revisions received

Chg CIOS A261A Interpersonal Skills in Organizations (3 cr) (3+0)
No revisions received

Chg CIOS A262A Professional Development (3 cr) (3+0)
No revisions received

Chg CIOS A264A Records Management (2 cr) (2+0 or 0+6)
No revisions received

Chg CIOS A265 Office Management (3 cr) (3+0 or 0+9)
No revisions received

Chg CIOS A276A Independent Project (1-3 cr) (0+3 or 0+6 or 0+9)
No revisions received

Chg CIOS A282 Office Internship (1-3 cr) (0+3 or 0+6 or 0+9)
No revisions received

Program/Course Action Request — First Reading

Chg LING Al101 The Nature of Language (3 cr) (3+0) (pg. 30-35)
Accepted for 1* reading, remanded to GERC

Chg MUS A121 Music Appreciation (3 cr) (3+0) (pg. 36-40)
Discussion on GER Fine Arts requirements remanded to GERC
Accepted for 1*' reading, remanded to GERC

Chg MUS A221 History of Music | (3 cr) (3+0) (pg. 41-45)
Accepted for 1* reading, remanded to GERC

Chg MUS A222 History of Music Il (3 cr) (3+0) (pg. 46-50)
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VIII.

Accepted for 1* reading, remanded to GERC
Chg MUS A331 Form and Analysis (3 cr) (3+0) (pg. 51-55)
Accepted for 1* reading, remanded to GERC

Add Honors in Music (pg. 56-59)
Approved

Add ESL A190 Selected Topics in English as a Second Language (1-3 cr) (1-3+0)
(pg. 60-67)

Approved

Chg ENGL A313 Professional Writing (3 cr) (3+0)

Tabled- No revisions received

Old Business

New Business

Informational ltems and Adjournment

A. Letter from Assistant Provost Miller on GER Updates (pg. 68-69)

B. Curriculum Log

C. Curriculum Handbook




Curriculum Action Request
University of Alaska Anchorage
Proposal to Initiate, Add, Change, or Delete a Course or Program of Study

la. School or College 1b. Division 1c. Department
CT CTC APRS DEVL
2. Course Prefix 3. Course Number | 4. Previous Course Prefix & Number 5a. Credits/CEU 5b. Contact Hours
(Lecture + Lab)
ESL A190 1-3 credits (1-3+0)
6. Complete Course/Program Title
Selected Topics in English as a Second Language
Selected Topics in ESL
Abbreviated Title for Transcript (30 character)
7. Type of Course |Z Academic |:| Non-credit |:|CEU |:| Professional Development
8. Type of Action Xl course 1 Program 9. Repeat Status Yes # of Repeats Max Credits
D] Add O Prefix L1 Course Number 10. GradingBasis [X] AF [ PNP [J NG
] change O credits [ contact Hours
(mark appropriate boxes) [ Title . . O Repeat Status 11. Implementation Date semesterfyear
] pelete [ Grading Basis [0 cross-Listed/Stacked From: Spring/2008 To: /9999
|:| Course Description |:| Course Prerequisites
[ Test Score Prerequisites [ ] Co-requisites .
[ other Restrictions ] Registration Restrictions | 12. [] Cross Listed witn
[ class O Level
O college [ Major I:‘ Stacked with Cross-Listed Coordination Signature
O other

13. List any programs or college requirements that require this course
none

14. Coordinate with Affected Units:  CAS English Department, CAS Languages Department, Listserve
Department, School, or College

Initiator Signature Date
15. I:l General Education Requirement [ oral communication [J written Communication [ ouantitative Skills [ Humanities
|:| Fine Arts |:| Social Sciences D Natural Sciences D Integrative Capstone

16. Course Description

Presents English as a Second Language related to a selected topic or field. Emphasizes increasing language proficiency for non-
native English speakers. Focuses on integrated skills: reading, writing, speaking, and listening. Special note: Repeatable for credit
with change of topics.

17a. Course Prerequisite(s) (st prefix and number) | 17b. Test Score(s) 17c. Co-requisite(s) (concurrent enrollment required)

17d. Other Restriction(s) 17e. Registration Restriction(s) (non-codable)
[ College [ Major [ Class [ Level Placement at the appropriate level for topic by ESL faculty.

18. X Mark if course has fees

19. Justification for Action

Creating a selected topics course will help meet specialized needs of ESL students within UAA programs, address areas of interest
in the community or professor expertise, and allow for further skill development for students in the academic ESL program. The repeat
status gives more opportunity for skills mastery in English and broader exposure to particular areas of language use.

—Approved
Disapproved:
Initiator (faculty only) Date Dean/Director of School/College Date
— Approved ____ Approved
Disapproved: Disapproved:
Department Chairperson Date Undergraduate or Graduate Date
Academic Board Chairperson
— Approved — Approved
—Disapproved: ____ Disapproved:

Curriculum Committee Chairperson Date Provost or Designee Date



COURSE CONTENT GUIDE

Department: College Preparatory & Developmental Studies Date: Fall 2007
Course Number: A190

Course Title: Selected Topics in ESL

Credits: 1-3 variable

. Course Description:

Presents English as a Second Language related to a selected topic or field.
Emphasizes increasing language proficiency for non-native English speakers. Focuses on
integrated skills: reading, writing, speaking, and listening. Special note: Repeatable for
credit with change of topics.

1. Course Design:

A. This course is designed for students with limited English language
proficiency with an interest in the selected topic.
Variable credits: 1-3
Total time of student involvement: 15 contact hours per credit, 30 outside
hours per credit, 45 total hours per credit.
Not required for any degree or certificate.
There is a fee associated with this course.
This course may be taught in any time frame, but no less than one week
per credit.
This is a new course.
This course is coordinated with English CAS, Languages CAS, Listserve
This course helps build academic and professional English language
proficiency in a focused area of language use.
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I11.  Course Activities:
This course is conducted with classroom lecture, discussions, and interactive
participation, as well as group discussions, projects, presentations, and
reading, composition, and listening activities as appropriate to topic.

IV.  Course Prerequisites:
Registration Restriction: Placement at the appropriate level for topic by ESL
faculty.

V. Course Evaluation:

Course graded A-F.

Students are graded based on course assignments, projects, quizzes/tests,
journals, and portfolios.

C. At the beginning of the course, instructors will explain in writing and in class
the grading policies.

w >



VI.  Course Curriculum:
1. Safety
2. Reading
2.1 Vocabulary
2.2 Dictionary
2.3 Idioms
3. Speaking
3.1 Pronunciation
3.2 Intonation
3.3 Stress
3.4 Conversation
4. Writing
4.1 Grammar
4.2 Mechanics
4.3 Spelling
4.4 Style
5. Listening
5.1 Note-taking
5.2 Strategies

Sample Topic and Outline:
Advanced ESL Composition (1 cr)
1. Safety
2. Research Reading
2.2 Academic vocabulary
2.2 Research skills
2.3 Articles and abstracts
3. Presenting Writing Topics
3.1 Visual aids
3.2 Organization and pace
3.3 Body Language
4. Academic Writing Skills
4.1 Citations



4.2 Annotations
4.3 Paraphrasing
4.4 Plagiarism
5. Academic Listening Skills
5.1 Group discussions
5.2 Peer review work

VII. Suggested Texts:
Varies with topic; possible resource texts:

Azar, B. (2002). Understanding and using English grammar (2nd ed.). Englewood
Cliffs, NJ: Longman.

Longman study dictionary of American English (1st ed.).(2006). New York: Pearson
Education.

VIIIl. Bibliography:
Birch, B. (2002). English L2 reading: Getting to the bottom. NJ: LEA

Celce-Murcia, M. (2001). Teaching English as a second or foreign language (3rd
ed.). Boston: Heinle & Heinle.

Echevarria, J., & Graves, A. (2003). Sheltered content instruction: Teaching English-
language learners with diverse abilities (2nd ed.). Boston: Allyn & Bacon.

Hahn, L. (2004). Primary stress and intelligibility: research to motivate the teaching
of suprasegmentals. TESOL Quarterly, a journal for teachers of English to
speakers of other languages and of standard English as a second dialect. vol.
38, no. 2, pp 201-223. Bloomington, IL: TESOL.

Harkalau, L., Losey, K., & Siegal, M. (Eds.) (1999). Generation 1.5 meets college
composition: Issues in the teaching of writing to U.S.-educated learners of
ESL. NJ:.LEA

Hyland, K. & Tse, P. (2007). Is there an academic vocabulary? TESOL Quarterly, a
journal for teachers of English to speakers of other languages and of standard
English as a second dialect. vol. 41, no. 2, pp 235-253. Bloomington, IL:
TESOL.

Lewis, J. (2005). Changing contexts and shifting paradigms in pronunciation
teaching. TESOL quarterly, a journal for teachers of English to speakers of



other languages and of standard English as a second dialect. vol. 39, no. 3,
pp 369-377. Bloomington, IL: TESOL.

Li, Y. (2007). Apprentice scholarly writing in a community of practice: an intraview
of an NNES graduate student writing a research article. TESOL Quarterly, a
journal for teachers of English to speakers of other languages and of standard
English as a second dialect. vol. 41, no. 1, pp 55-79. Bloomington, IL:

TESOL.

Lippi-Green, R. (2003) English with an accent: Language, ideology, and
discrimination in the United States. New York: Routledge.

Liu, J. (2004). Effects of comic strips on L2 learners’ reading comprehension. TESOL
Quarterly, a journal for teachers of English to speakers of other languages
and of standard English as a second dialect. vol. 38, no. 2, pp 225-243.

Bloomington, IL: TESOL.

Nairn, L. (2003). Faculty response to ESL student errors [Electronic version]. ESL in
higher education e-section. March, Part 1 of 2. TESOL.

Shingal, M. (2004). Academic writing and generation 1.5: Pedagogical goals and
instructional issues in the college composition classroom [Electronic version].
The Reading Matrix. vol. 4, no. 3, pp 1-13.

IX.  Instructional Goals, Student Outcomes, and Assessment Procedures:
Instructional Goals : This course is designed to prepare students for professional
and academic instances requiring specialized English language skills.

Student Outcomes

After successful completion of the course,
students will be expected to demonstrate
achievement of outcomes commensurate with the
number of credits in the course:

Assessment Procedures

Use vocabulary and expressions of study.

Class participation, Skills test, Project

Improve English proficiency in target field
or topic.

Class participation, Skills pre- and post-test

Demonstrate development of reading,
writing, speaking, and listening skills in
field or topic language area.

Class portfolio, project, and/or presentation




6.

7.

8.

Fee Request Form

School/College CTC
Course Prefix and Number ESL 190
Title Selected Topics in ESL

Lab Fee Account Number:
Org 11163 Obj 9159 Fund 104110

Type of Action:
Add |X| Deletion I:' Change I:' (I:l Increase or [] Decrease)

Fee Amount: $ 25 If a Change, please indicate the current approved lab fee $
Anticipated Student enrollment per class section: 20

Projected costs of material per class section: $ 20,640.00 total per semester for all

courses using the tutoring lab

9.

(Provide details under #10 Justification for lab fee)

Implementation Date Spring 2008

10. Justification for fee (include materials/supplies used and the cost per item).

Helps cover costs of trained and certified tutors for student assistance and

language development.

Approved

Disapproved Department Chair Date

Approved

Disapproved

Dean/Director of School/College Date

Approved

Disapproved

Provost Date



Curriculum Coordination Form

Notification Date: September 28, 2007

Initiating unit: CPDS

Affected unit(s): CAS English , CAS Languages, Listserve

Course Prefix and Number: ESL A190 Previous Prefix and Number: na
Complete Course/Program Title:Selected Topics in ESL

Previous Course/Program Title: na
Description of Action: new course
Supporting documentation of the proposal is attached.

Initiating faculty are also REQUIRED to send an email to
uaa-faculty@uaa.alaska.edu describing the proposal, including the proposed
action and the course prefix, number, course description, prerequisite, and any
other relevant information.

Any questions concerning the proposed changes may be addressed to the appropriate department chair,
or the chair of the appropriate curriculum committee. Written comments may also be sent to the UAB or
GAB, in care of the Governance Office, at the following address:

University of Alaska Anchorage
Governance Office, ADM 213
3211 Providence Drive
Anchorage, AK 99508

If no written comments are received by the UAB or GAB within ten (10) days of notification date shown
above, it is assumed that there are no objections to the proposal.

Note: Acknowledgement of coordination does not mean approval, it is only meant to verify that
coordination has occurred.



Library Resource Form

Excerpts from the Northwest Association of Schools and Colleges Accreditation Handbook 1999 Edition

Standard Five - Library And Information Resources

Standard 5.A - Purpose and Scope

The primary purpose for library and information resources is to support teaching, learning, and, if applicable, research in ways consistent with,
and supportive of, the institution's mission and goals. Adequate library and information resources and services, at the appropriate level for
degrees offered, are available to support the intellectual, cultural, and technical development of students enrolled in courses and programs
wherever located and however delivered.

Standard Two - Educational Program And lts Effectiveness

Standard 2.A. - General Requirements

2.A.8 Faculty, in partnership with library and information resources personnel, ensure that the use of library and information resources is
integrated into the learning process.

Program/Course Title: selected Topics in ESL

1. Please identify the library liaison consulted in preparation of this proposal.

Name: none

To see who your library liaison is at:

UAA go to: http://www.lib.uaa.alaska.edu/webgroup/liaison.php3

Kenai Peninsula College go to: :http://www.uaa.alaska.edu/kenai/KPC%20L ibrary%20Webpage/frameset.html
Kodiak College go to: http://www.koc.alaska.edu/library/default.htm|

Mat-Su College go to: http://www.matsu.alaska.edu/library/library _staff.htm

2. Please list any new library and information recommended to support the
proposal.

none

Initiator signature



Curriculum Action Request
University of Alaska Anchorage
Proposal to Initiate, Add, Change, or Delete a Course or Program of Study

la. School or College 1b. Division 1c. Department
CTC CET
2. Course Prefix 3. Course Number | 4. Previous Course Prefix & Number 5a. Credits/CEU 5b. Contact Hours
(Lecture + Lab)
n/a n/a n/a nla (n/a)
6. Complete Course/Program Title
Occupational Endorsement Certificate: Technical Support
OEC: Technical Support
Abbreviated Title for Transcript (30 character)
7. Type of Course |Z Academic |:| Non-credit |:|CEU |:| Professional Development
8. Type of Action [ course X' Program 9. Repeat Status n/a # of Repeats n/a  Max Credits n/a
D Add L] Prefix L] Course Number 10. GradingBasis nla [ ] A-F [0 PNP [] NG
] change O credits [ contact Hours
(mark appropriate boxes) D Title D Repeat Status 11. Implementation Date semester/year
] Delete [ Grading Basis [0 Cross-Listed/Stacked From: Fall/2008 To: /9999
[J course Description [J course Prerequisites
[ Test Score Prerequisites [] Co-requisites _
[ other Restrictions Ol Registration Restrictions | 12. [] Cross Listed with n/a
|:| Class |:| Level
O college [ Mmajor D Stacked with n/a Cross-Listed Coordination Signature
[ other
13. List any programs or college requirements that require this course n/a
14. Coordinate with Affected Units: CTC, CBPP, KPC, Kodiak, Mat-Su, PWS, UAS, & UAF
Department, School, or College
Initiator Signature Date
15. [] General Education Requirement n/a [] oral Communication [ written Communication [ ouantitative Skills [ Humanities
D Fine Arts D Social Sciences D Natural Sciences D Integrative Capstone
16. Course Description
See attached catalog copy.
17a. Course Prerequisite(s) (st prefix and number) | 17b. Test Score(s) 17c. Co-requisite(s) (concurrent enrollment required)
n/a n/a n/a
17d. Other Restriction(s) n/a 17e. Registration Restriction(s) (non-codable)
O] college [ Major [ Class [ Level Must complete the CIOS Office Foundations OEC before enrolling in this certificate.
18. |:| Mark if course has fees n/a
19. Justification for Action
The CIOS Advisory Committee recommended that being familiar with the networking side of computers would be beneficial to small
businesses that don’t have their own network technician and suggested a “blended” certificate that supplies both office skills and
administrative skills. This OEC also allows students who don’t know which program they’re interested in to experience both sides of the
profession before making a choice.

— Approved
Disapproved:
Initiator (faculty only) Date Dean/Director of School/College Date
— Approved _____Approved
Disapproved: Disapproved:
Department Chairperson Date Undergraduate or Graduate Date
Academic Board Chairperson
— Approved — Approved
—Disapproved: ____ Disapproved:

Curriculum Committee Chairperson Date Provost or Designee Date



Curriculum Action Request
University of Alaska Anchorage
Proposal to Initiate, Add, Change, or Delete a Course or Program of Study

la. School or College 1b. Division 1c. Department
CTC CET
2. Course Prefix 3. Course Number | 4. Previous Course Prefix & Number 5a. Credits/CEU 5b. Contact Hours
(Lecture + Lab)
n/a n/a n/a n/a n/a
6. Complete Course/Program Title
Associate of Applied Science, Computer Information and Office Systems
AAS CIOS

Abbreviated Title for Transcript (30 character)
7. Type of Course |Z Academic |:| Non-credit |:|CEU |:| Professional Development
8. Type of Action [ course X' Program 9. Repeat Status n/a # of Repeats n/a  Max Credits n/a
L] Add L] Prefix L1 Course Number 10. GradingBasisn/a [ A-F [0 PINP  [] NG
X change O credits [ contact Hours
(mark appropriate boxes) D Title D Repeat Status 11. Implementation Date semester/year
] Delete [ Grading Basis [0 Cross-Listed/Stacked From: Fall/2008 To: /9999

[J course Description [J course Prerequisites

[ Test Score Prerequisites [] Co-requisites _

[ other Restrictions Ol Registration Restrictions | 12. [] Cross Listed with n/a

|:| Class |:| Level
O college [ Mmajor D Stacked with n/a Cross-Listed Coordination Signature

[ Other
13. List any programs or college requirements that require this course
14. Coordinate with Affected Units: CTC, CBPP, KPC, Kodiak, Mat-Su, PWS, UAS, & UAF

Department, School, or College
Initiator Signature Date
15. [] General Education Requirement n/a [] oral Communication [ written communication [ ouantitative Skills [ Humanities
|:| Fine Arts |:| Social Sciences D Natural Sciences D Integrative Capstone
16. Course Description
See attached catalog copy.
17a. Course Prerequisite(s) (list prefix and number) | 17b. Test Score(s) 17c. Co-requisite(s) (concurrent enrollment required)
n/a n/a n/a
17d. Other Restriction(s) n/a 17e. Registration Restriction(s) (non-codable)
[ college [ Major [ Class [ Level nfa

18. |:| Mark if course has fees n/a
19. Justification for Action
CIOS AAS is being repackaged as part of a new program direction.

—Approved
Disapproved:
Initiator (faculty only) Date Dean/Director of School/College Date
— Approved ____ Approved
Disapproved: Disapproved:
Department Chairperson Date Undergraduate or Graduate Date
Academic Board Chairperson
— Approved — Approved
—Disapproved: ____ Disapproved:

Curriculum Committee Chairperson Date Provost or Designee Date



Curriculum Action Request
University of Alaska Anchorage
Proposal to Initiate, Add, Change, or Delete a Course or Program of Study

la. School or College 1b. Division 1c. Department
CTC CET
2. Course Prefix 3. Course Number | 4. Previous Course Prefix & Number 5a. Credits/CEU 5b. Contact Hours
(Lecture + Lab)
N/A N/A N/A N/A (N/A)
6. Complete Course/Program Title
Undergraduate Certificate, Computer Information and Office Systems
Abbreviated Title for Transcript (30 character)
7. Type of Course |Z Academic |:| Non-credit |:|CEU |:| Professional Development
8. Type of Action [ course X Program 9. Repeat Status N/A # of Repeats Max Credits
L Add O prefix O course Number 10. GradingBasis [] A-F [I PNP [ NG
] change O credits [ contact Hours
(mark appropriate boxes) D Title D Repeat Status 11. Implementation Date semester/year
X Delete [ Grading Basis [0 cross-Listed/Stacked From: Fall/2008 To: /9999
[J course Description [J course Prerequisites
[ Test Score Prerequisites [ ] Co-requisites _
[ other Restrictions O] Registration Restrictions | 12. [] Cross Listed wih N/A
|:| Class |:| Level
O college [ Mmajor D Stacked with N/A Cross-Listed Coordination Signature
[ Other
13. List any programs or college requirements that require this course
14. Coordinate with Affected Units: CTC, CBPP, KPC, Kodiak, Mat-Su, PWS, UAS, UAF
Department, School, or College
Initiator Signature Date
15. I:l General Education Requirement D Oral Communication D Written Communication |:| Quantitative Skills |:| Humanities
N/A |:| Fine Arts |:| Social Sciences D Natural Sciences D Integrative Capstone
16. Course Description
N/A
17a. Course Prerequisite(s) (st prefix and number) | 17b. Test Score(s) 17c. Co-requisite(s) (concurrent enrollment required)
N/A N/A N/A
17d. Other Restriction(s)N/A 17e. Registration Restriction(s) (non-codable)
[ college [ Major [ Class [ Level N/A
18. |:| Mark if course has fees N/A
19. Justification for Action
Certificate is being deleted as part of the CIOS program revision and is being replaced with a series of Occupational Endorsement Certificates.

— Approved
Disapproved:
Initiator (faculty only) Date Dean/Director of School/College Date
— Approved _____Approved
Disapproved: Disapproved:
Department Chairperson Date Undergraduate or Graduate Date
Academic Board Chairperson
— Approved — Approved
—Disapproved: ____ Disapproved:

Curriculum Committee Chairperson Date Provost or Designee Date



Curriculum Action Request
University of Alaska Anchorage
Proposal to Initiate, Add, Change, or Delete a Course or Program of Study

la. School or College 1b. Division 1c. Department
CTC CET
2. Course Prefix 3. Course Number | 4. Previous Course Prefix & Number 5a. Credits/CEU 5b. Contact Hours
(Lecture + Lab)
n/a n/a n/a n/a (n/a)
6. Complete Course/Program Title
Occupational Endorsement Certificate: Office Foundations
OEC: Office Foundations
Abbreviated Title for Transcript (30 character)
7. Type of Course |:| Academic |:| Non-credit |:|CEU |:| Professional Development
8. Type of Action [ course X' Program 9. Repeat Status n/a # of Repeats n/a  Max Credits n/a
L] Add L] Prefix L] Course Number 10. GradingBasis nla [ ] A-F [0 PNP [] NG
X change O credits [ contact Hours
(mark appropriate boxes) & Title D Repeat Status 11. Implementation Date semester/year
] Delete [ Grading Basis [0 Cross-Listed/Stacked From: Fall/2008 To: /9999
[J course Description [J course Prerequisites
[ Test Score Prerequisites [] Co-requisites _
[ other Restrictions O Registration Restrictions | 12. [_] Cross Listed with n/a
|:| Class |:| Level
O college [ Major D Stacked with n/a Cross-Listed Coordination Signature
[XI Other Program Requirements

13. List any programs or college requirements that require this course
CIOS Office Support, CIOS Office Digital Media, CIOS Technical Support, CIOS Bookkeeping, & CIOS Medical Office Support Occupational
Endorsement Certificates

14. Coordinate with Affected Units: CTC, CBPP, KPC, Kodiak, Mat-Su, PWS, UAS, & UAF
Department, School, or College

Initiator Signature Date

15. I:l General Education Requirement n/a D Oral Communication D Written Communication |:| Quantitative Skills |:| Humanities

|:| Fine Arts |:| Social Sciences D Natural Sciences D Integrative Capstone
16. Course Description
See attached catalog copy.
17a. Course Prerequisite(s) (st prefix and number) | 17b. Test Score(s) 17c. Co-requisite(s) (concurrent enrollment required)
n/a n/a n/a
17d. Other Restriction(s) n/a 17e. Registration Restriction(s) (non-codable)
[J college [ Major [ Class [] Level n/a

18. [] Mark if course has fees n/a

19. Justification for Action

Old program title: Administrative Office Support Occupational Endorsement Certificate. New Program title: Office Foundations Occupational
Endorsement Certificate. Requirements are being reorganized into a series of Occupational Endorsement Certificates that feed into the CIOS Associate
of Applied Science degree. Two surveys conducted in 2006 indicated administrative professionals are employed without a degree or certification and the
industry is focusing more on skill sets rather than degrees. We also receive students seeking to learn a skill set quickly because they’'ve been displaced
from their job. This OEC combines the core courses plus courses from the certificates in the old program to provide students an opportunity to acquire
entry level skills for immediate employment while progressing to increasingly complex office skills.

—Approved
Disapproved:
Initiator (faculty only) Date Dean/Director of School/College Date
— Approved ____ Approved
Disapproved: Disapproved:
Department Chairperson Date Undergraduate or Graduate Date
Academic Board Chairperson
— Approved — Approved
—Disapproved: ____ Disapproved:

Curriculum Committee Chairperson Date Provost or Designee Date



Curriculum Action Request
University of Alaska Anchorage
Proposal to Initiate, Add, Change, or Delete a Course or Program of Study

la. School or College 1b. Division 1c. Department
CTC CET
2. Course Prefix 3. Course Number | 4. Previous Course Prefix & Number 5a. Credits/CEU 5b. Contact Hours
(Lecture + Lab)
n/a n/a n/a nla (n/a)
6. Complete Course/Program Title
Occupational Endorsement Certificate: Office Support
OEC: Office Support

Abbreviated Title for Transcript (30 character)
7. Type of Course |:| Academic |:| Non-credit |:|CEU |:| Professional Development
8. Type of Action [ course X' Program 9. Repeat Status n/a # of Repeats n/a  Max Credits n/a
L] Add L] Prefix L] Course Number 10. GradingBasis nla [ A-F [0 PNP [] NG
X change O credits [ contact Hours
(mark appropriate boxes) & Title D Repeat Status 11. Implementation Date semester/year
] Delete [ Grading Basis [0 Cross-Listed/Stacked From: Fall/2008 To: /9999

[J course Description [J course Prerequisites

[ Test Score Prerequisites [] Co-requisites _

[ other Restrictions O Registration Restrictions | 12. [_] Cross Listed with n/a

|:| Class |:| Level
O college [ Major . D Stacked with n/a Cross-Listed Coordination Signature

[XI Other Program Requirements
13. List any programs or college requirements that require this course n/a
14. Coordinate with Affected Units: CTC, CBPP, KPC, Kodiak, Mat-Su, PWS, UAS, & UAF

Department, School, or College
Initiator Signature Date
15. [] General Education Requirement n/a [] oral Communication [ written Communication [ ouantitative Skills [ Humanities
D Fine Arts D Social Sciences D Natural Sciences D Integrative Capstone
16. Course Description
See attached catalog copy.
17a. Course Prerequisite(s) (st prefix and number) | 17b. Test Score(s) 17c. Co-requisite(s) (concurrent enrollment required)
n/a n/a n/a
17d. Other Restriction(s) n/a 17e. Registration Restriction(s) (non-codable)
O] college [ Major [ Class [ Level Must complete the CIOS Office Foundations OEC before enrolling in this certificate.

18. |:| Mark if course has fees n/a
19. Justification for Action
Old program title: Office Technology Occupational Endorsement Certificate. New Program title: Office Support Occupational Endorsement Certificate.
Requirements are being reorganized into a series of Occupational Endorsement Certificates that feed into the CIOS Associate of Applied Science
degree. Two surveys conducted in 2006 indicated administrative professionals are employed without a degree or certification and the industry is
focusing more on skill sets rather than degrees. We also receive students seeking to learn a skill set quickly because they've been displaced from their
job. This OEC combines courses from the old OECs to provide students an opportunity to build on the entry level skills gained in the Office Foundations
OEC while progressing to increasingly complex office skills in the AAS.

—Approved
Disapproved:
Initiator (faculty only) Date Dean/Director of School/College Date
— Approved ____ Approved
Disapproved: Disapproved:
Department Chairperson Date Undergraduate or Graduate Date
Academic Board Chairperson
— Approved — Approved
—Disapproved: ____ Disapproved:

Curriculum Committee Chairperson Date Provost or Designee Date



Curriculum Action Request
University of Alaska Anchorage
Proposal to Initiate, Add, Change, or Delete a Course or Program of Study

la. School or College 1b. Division 1c. Department
CTC CET
2. Course Prefix 3. Course Number | 4. Previous Course Prefix & Number 5a. Credits/CEU 5b. Contact Hours
(Lecture + Lab)
n/a n/a n/a n/a n/a

6. Complete Course/Program Title
Occupational Endorsement Certificate: Office Digital Media

OEC: Office Digital Media
Abbreviated Title for Transcript (30 character)

7. Type of Course |:| Academic |:| Non-credit DCEU |:| Professional Development
8. Type of Action [] Course Xl Program 9. Repeat Status n/a # of Repeats n/a  Max Credits n/a
L] Add L] Prefix L1 Course Number 10. GradingBasisn/a [] A-F [ PINP [] NG
Xl change [ credits [ contact Hours
(mark appropriate boxes) & Title D Repeat Status 11. Implementation Date semesterlyear
L] Delete [ Grading Basis [0 Cross-Listed/Stacked From: Fall/2008 To: /9999
[ course Description [ course Prerequisites
[ Test Score Prerequisites [ ] Co-requisites _
[ other Restrictions ] Registration Restrictions | 12. [] Cross Listed with n/a
[ class O Level
O college [ Major D Stacked with n/a Cross-Listed Coordination Signature
[XI Other Program requirements

13. List any programs or college requirements that require this course n/a

14. Coordinate with Affected Units: CTC, CBPP, KPC, Kodiak, Mat-Su, PWS, UAS, & UAF
Department, School, or College

Initiator Signature Date

15. [] General Education Requirement n/a [] oral Communication [ written Communication [ ouantitative Skills [ Humanities

|:| Fine Arts |:| Social Sciences |:| Natural Sciences |:| Integrative Capstone
16. Course Description
See attached catalog copy.
17a. Course Prerequisite(s) (st prefix and number) | 17b. Test Score(s) 17c. Co-requisite(s) (concurrent enrollment required)
n/a n/a n/a
17d. Other Restriction(s) n/a 17e. Registration Restriction(s) (non-codable)
[ college [ Major [ Class [ Level Must complete the CIOS Office Foundations OEC before enrolling in this certificate.

18. |:| Mark if course has fees n/a

19. Justification for Action

Old program titles: Desktop Publishing and Graphics Occupational Endorsement Certificate and Web Foundations Occupational
Endorsement Certificate. The CIOS Advisory Committee agreed that a specialized web or graphic design background isn’t necessary
for administrative professionals’ typical skill set; however, since their duties sometimes involve creating online or print communication,
having fundamental knowledge of web design and desktop publishing is beneficial for them to communicate more effectively through
these media. This OEC combines courses from the Desktop Publishing and Graphics and Web Foundations OECs to provide a skill set
for updating or maintaining websites and creating desktop publishing documents commonly needed in an office setting.

—Approved
Disapproved:
Initiator (faculty only) Date Dean/Director of School/College Date
— Approved ____ Approved
Disapproved: Disapproved:
Department Chairperson Date Undergraduate or Graduate Date
Academic Board Chairperson
— Approved — Approved
—Disapproved: ____ Disapproved:

Curriculum Committee Chairperson Date Provost or Designee Date



COMPUTER INFORMATION AND OFFICE SYSTEMS
Anchorage
http://www.uaa.alaska.edu/ctc/computers/cios/index.cfm
University Center (UC), Suite 130, (907) 786-6423

Kenai
www.kpc.alaska.edu/academics/CIOSAAS.html
Ward Building, Room 118 (907)262-0355

Kodiak
http://www.koc.alaska.edu
Campus Center, Room 123D, (907) 486-1212

Matanuska-Susitna
http://www.matsu.alaska.edu/cios/
FSM 108, (907) 745-9763

Administrative professionals are at the information center of every office and their titles reflect
the shifting role they play and the increased responsibilities they have assumed. A few of these
titles include administrative assistant, executive assistant, technical assistant, receptionist or
information clerk, payroll assistant, information/database specialist, help-desk technician, and
desktop or website publishing specialist.

The Computer Information and Office Systems (CIOS) program provides career education
leading to an Associate of Applied Science degree or Occupational Endorsement Certificates that
prepare students for career entry or advancement while developing and refining lifelong learning
skills, fostering flexible career path options and building confidence to adapt to new
technological demands in the workplace.

The CIOS program prepares entry-level, experienced, or workforce re-entry level office workers
to successfully engage in business office environments where communication, technical,
organizational, interpersonal, and teamwork skills are essential to business success. CIOS
courses also cover topics that help prepare students for the Microsoft Office Specialist (MOS)
certification exams and the Certified Administrative Professional (CAP) and Certified
Professional Secretary (CPS) certification exams.

The following programs are available:
OCCUPATIONAL ENDORSEMENT CERTIFICATES

Occupational Endorsement Certificates (OECs) are designed to give students skills in a specific
occupational field and indicate competence in a technical and professional area. The
Occupational Endorsement Certificate areas are articulated with the A.A.S. in Computer
Information and Office Systems. Students must receive a satisfactory grade (C or higher, or P) in
all CIOS courses required to be awarded an Occupational Endorsement Certificate. The CIOS
Department offers the following OECs:

CIOS Catalog Copy FA08
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Office Foundations

Bookkeeping Support (available only through UAA Community Campuses)
Medical Office Support

Office Digital Media

Office Support

Technical Support

REQUIREMENTS

Admission

See Occupational Endorsement Certificate admissions in Chapter 7 of this catalog.
Advising

Students should contact the CI1OS faculty for assistance with course planning toward
Occupational Endorsement Certificates.

Academic Progress
Students must earn a satisfactory grade (C or higher, or P) in all CIOS courses required for each
certificate.

General University Requirements

See General University Requirements for Occupational Endorsement Certificates at the
beginning of this chapter.

OCCUPATIONAL ENDORSEMENT CERTIFICATE, OFFICE FOUNDATIONS
Provides foundational skills required for entry into the administrative office professional field.

OUTCOMES:

Upon completion of this OEC, students will demonstrate:

e Keystroke skills of 28 net words per minute minimum.

Entry level skills in word processing and spreadsheets.

Entry level skills using the Internet to obtain information.

Customer service skills.

Knowledge of proper grammar and mechanics used in business documents.
The ability to create and maintain an electronic file system.

REQUIREMENTS:

1. All students must take the following basic computer skills courses or possess equivalent
knowledge. Students may take challenge exams or placement tests to prove proficiency in these
areas. Beginning computer users are encouraged to take CIOS A113 Operating Systems: MS
Windows as the first course.

CIOS A101A  Keyboarding A: Basic Keyboarding 1

CIOS Catalog Copy FA08
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CIOS Al113 Operating Systems: MS Windows 1
CIOS A130A  Word Processing I: MS Word 1
CIOS A135A  Spreadsheets I: MS Excel 1
CIOS A146 Internet Concepts and Applications 2
CIOS A161A  Proofreading 2
CNT Al165 Customer Service Fundamentals 1

2. A total of 9 credits is required for this OEC.

OCCUPATIONAL ENDORSEMENT CERTIFICATE, BOOKKEEPING SUPPORT
(offered only through UAA Community Campuses)
Provides essential skills to handle financial transactions and recordkeeping.

OUTCOMES:
Upon completion of this OEC, students will demonstrate:
e Basic skills in financial transactions, payroll, and bookkeeping procedures.

REQUIREMENTS:
1. Must complete the 9-credit Office Foundations OEC before admission to this program.
2. Complete 1 credit from the following: 1

CIOS A101B Keyboarding B: Business Documents | (1)
CIOS Al101C Keyboarding C: Business Documents Il (1)

3. Complete 3 credits from the following: 3
ACCT A101 Principles of Financial Accounting | (3)
ACCT A102 Principles of Financial Accounting 11(3)
ACCT A120 Bookkeeping for Business 1 (3)
4. Complete the following 10 credits:
CIOS Al115 10-Key for Business Calculations 2
CIOS A118 Payroll Procedures 2
CIOS A120A Bookkeeping Software Applications I: QuickBooks 1
CIOS Al165 Office Procedures 3
CIOS A220A Bookkeeping Software Applications I1: QuickBooks 2

5. A total of 14 credits is required for this OEC.

OCCUPATIONAL ENDORSEMENT CERTIFICATE, MEDICAL OFFICE SUPPORT
Provides a solid foundation for individuals seeking a support position in a medical office.

OUTCOMES:

Upon completion of this OEC, students will demonstrate:

o Kaeystroke skills of 35 net words per minute minimum.

e Effective communication using appropriate medical terminology.
e The ability to create and maintain a file system.

CIOS Catalog Copy FA08
Page 3 of 8



REQUIREMENTS:
1. Must complete the 9-credit Office Foundations OEC before admission to this program.
2. Complete 1 credit from the following: 1
CIOS A101B Keyboarding B: Business Documents | (1)
CIOS Al101C Keyboarding C: Business Documents Il (1)

3. Complete the following 11 credits:

CIOS A140A Databases I: MS Access 1

CIOS A164 Filing 1

CIOS A264A Records Management 2

MA A101 Medical Terminology I 3

MA A120 Medical Office Procedures 4
4. Complete 3 elective credits approved by the CIOS Department: 3

Recommended Courses:

BIOL A100 Human Biology (3)

CIOS A208 Medical Transcription (3)

MA A104 Essentials of Human Disease (3)

MA A140 Medical Transcription | (2-3)

MA A220 Coding for the Medical Office (3)

5. A total of 15 credits is required for this OEC.

OCCUPATIONAL ENDORSEMENT CERTIFICATE, OFFICE DIGITAL MEDIA
Builds on the Office Foundations OEC with basic skills in website maintenance and desktop
publishing sometimes required of administrative assistants in an office setting.

OUTCOMES:

Upon completion of this OEC, students will demonstrate:

e The ability to design and create business-quality electronic and print documents using a
variety of media (digital imaging, website design, and desktop publishing programs).

REQUIREMENTS:
1. Must complete the 9-credit Office Foundations OEC prior to admission to this program.
2. Complete one credit from the following: 1

CIOS A101B Keyboarding B: Business Documents | (1)

CIOS A101C Keyboarding C: Business Documents Il (1)

3. Complete the following 11 credits:

CIOS A108 Digital Design Fundamentals 1
CIOS A152A Digital Imaging Concepts and Applications: Photoshop 3
CIOS A153B Website Design: Dreamweaver 3

CIOS Catalog Copy FA08
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CIOS A251A Desktop Publishing Concepts and Applications: InDesign 3
CIOS A259 Preparing Electronic Documents: Adobe Acrobat 1

4. Complete 3 elective credits approved by the CIOS Department: 3
Suggested Courses:
CIOS A153A Website Design: HTML (1)
CIOS A156 Web Graphics Applications: Fireworks (1)
Programming or other related courses (1-3)

5. A total of 15 credits is required for this OEC.

OCCUPATIONAL ENDORSEMENT CERTIFICATE, OFFICE SUPPORT
Builds on the Office Foundations OEC with additional skills an administrative assistant would
typically use in an office setting.

OUTCOMES:

Upon completion of this OEC, students will demonstrate:

o Keystroke skills of 35 net words per minute minimum.

e Entry level skills in managing data using a variety of media.

e The ability to develop digital presentations and documents using a variety of media.

REQUIREMENTS:
1. Must complete the 9-credit Office Foundations OEC prior to admission to this program.

2. Complete the following required courses:

CIOS A101B Keyboarding B: Business Documents | 1
CIOS A101C Keyboarding C: Business Documents |1 1
CIOS Al115 10-Key for Business Calculations 2
CIOS A125A Electronic Communications: MS Outlook 1
CIOS A140A Databases I: MS Access 1
CIOS A150A Presentations: MS PowerPoint 2
CIOS A164 Filing 1
CIOS Al165 Office Procedures 3
CIOS A259 Preparing Electronic Documents: Adobe Acrobat 1

3. Atotal of 13 credits is required for this OEC.

OCCUPATIONAL ENDORSEMENT CERTIFICATE, TECHNICAL SUPPORT

This OEC blends the skills of a network technician with those of the administrative support
professional by providing basic skills for setting up and troubleshooting computer hardware and
networks.

OUTCOMES:

Upon completion of this OEC, students will demonstrate:

e Entry-level skills in word processing, spreadsheets, and databases.

e Basic skills in computer hardware, networking, and operating systems.

CIOS Catalog Copy FA08
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REQUIREMENTS:
1. Must complete the 9-credit Office Foundations OEC prior to admission to this program.

2. Complete the following 1 credit:

CIOS A140A Databases I: MS Access 1
3. Complete 12 credits from the following: 12
CNT A160 PC Operating Systems (3)
CNT Al162 PC Building, Upgrading, and Architecture (3)
CNT A183 Local Area Networks (3)
CNT A210 PC Technician Fundamentals (3)
(offered only at Mat-Su College)
CNT A290 Selected Topics in Information Technology (1-3)

4. A total of 13 credits is required for this OEC.

ASSOCIATE OF APPLIED SCIENCE, COMPUTER INFORMATION AND OFFICE
SYSTEMS

This Associate of Applied Science Degree program prepares students for career entry or career
advancement in a variety of office settings and also offers skill building for personal use. It
provides students with the technical, administrative, and human relations skills required of office
professionals. Both the Office Foundations and the Office Support OEC articulate directly into
this degree.

OUTCOMES:

Upon completion of this program, students will demonstrate:

e Keyboarding skills of 40 net words per minute minimum.

e Intermediate skills that utilize advanced features of word processing, spreadsheet, and
database software.

e Oral and written communications skills that meet business standards.

e Application of critical thinking skills to make effective decisions and solve problems.

e Professional behavior and interpersonal skills.

REQUIREMENTS

Admission
Complete the Associate Degree Program admission requirements in Chapter 7 of this catalog.

Advising

Students should contact the CIOS faculty for assistance with course planning toward the
Associate of Applied Science Degree.

Academic Progress

CIOS Catalog Copy FA08
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Students must earn a satisfactory grade (C or higher, or P) in all CIOS courses required for the
degree.

General University Requirements
1. Complete the General University Requirements for Associate Degrees at the beginning of this
chapter.

2. Complete the Associate of Applied Science General Degree Requirements at the beginning of
this chapter. CIOS A260A or ENGL A212, and PSY A153 recommended.

Note: Students should consider courses from the Baccalaureate Degree General Education
Requirements List to prepare for possible future Baccalaureate degree work.

Major Degree Requirements

[

. Complete the 9-credit Office Foundations OEC.
2. Complete the 13-credit Office Support OEC.

3. Complete the following 15 credits:

CIOS A102 Keyboarding Skill Building 1
CIOS A230A Word Processing II: MS Word 2
CIOS A235A Spreadsheets 11: MS Excel 2
CIOS A240A Databases I1: MS Access 2
CIOS A262A Professional Development 3
CIOS A264A Records Management 2
CIOS A265 Office Management 3
4. Complete 3 credits from the following: 3
ACCT A101 Principles of Financial Accounting | (3)
ACCT A120 Bookkeeping for Business 1 (3)
ACCT A201 Principles of Financial Accounting (3)
5. Complete 3 credits from the following: 3
CIOS A261A Interpersonal Skills in Organizations (3)
PSY A153 Human Relations (3)
6. Complete 1 — 3 credits from the following: 1-3
CIOS A276A Independent Project (1-3)
or
CIOS A282 Office Internship (1-3)
7. Complete a minimum of 1 elective credit 1
8. Atotal of 60 credits is required for this degree.
FACULTY

Brenda Forsythe, Instructor, Matanuska-Susitna, pfblf@matsu.alaska.edu
Darlene Gill, Assistant Professor, Anchorage, darlene.gill@uaa.alaska.edu
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Identify parts of business letters

General information test; assignments

Create multi-column tables, center
horizontally and vertically, insert
appropriate headings and data

Document processing tests; assignments

Keyboard and apply correct formatting
to unbound and leftbound reports with
bullets, quotations, and references

Document processing tests; assignments

Identify parts of reports

General information test; assignments

Demonstrate a minimum keyboarding
speed and accuracy of 35 net words
per minute

Official timed writings

Correct all errors on production work
and apply proofreading skills to ensure
accuracy

Document processing tests; assignments

Course Content Guide
CIOS A101 Keyboarding
Page 4 of 4




Curriculum Action Request
University of Alaska Anchorage
Proposal to Initiate, Add, Change, or Delete a Course or Program of Study

la. School or College 1b. Division 1c. Department
CTC CET

2. Course Prefix 3. Course Number | 4. Previous Course Prefix & Number 5a. Credits/CEU 5b. Contact Hours

(Lecture + Lab)
(1+0 or 0+3)

CIOS A101A N/A 1.0 CREDIT

6. Complete Course/Program Title
Keyboarding A: Basic Keyboarding

Keyboard A: Basic Keyboarding
Abbreviated Title for Transcript (30 character)

[ course Description Course Prerequisites

[J Test Score Prerequisites
[ other Restrictions
[ class O Level

Co-requisites )
Registration Restrictions | 12. [ ] Cross Listed with N/A

7. Type of Course |z Academic |:| Non-credit DCEU |:| Professional Development
8. Type of Action X1 course O Program 9. Repeat Status N/A # of Repeats Max Credits
L] Add O Prefix 00 Course Number 10. GradingBasis [X] AF [ PNP [] NG
Xl change [ credits [ contact Hours
(mark appropriate boxes) & Title D Repeat Status 11. Implementation Date semesteriyear
L] Delete [ Grading Basis [0 cCross-Listed/Stacked Erom: Eall/2008 To: /9999
C
|
O

[ college [ Major

Stacked ith N/A
[XI Other Course Content Guide I:l "

Cross-Listed Coordination Signature

13. List any programs or college requirements that require this course
CIOS Office Foundations, Office Support, Office Digital Media, Technical Support, Medical Office Support, and Bookkeeping Support Occupational
Endorsement Certificates and the CIOS AAS Degree

14. Coordinate with Affected Units: CTC, CBPP, KPC, Kodiak, Mat-Su, PWS, UAS, UAF

Department, School, or College

Initiator Signature Date
15. [] General Education Requirement [ oral communication [ written Communication [ ouantitative Skills [ Humanities
N/A D Fine Arts D Social Sciences D Natural Sciences D Integrative Capstone

16. Course Description
Introduces the keyboard alphabet, number, and symbol keys. Emphasizes technigues and mechanics of keyboarding by touch.
Special Note: Credit will not be counted for BOTH CIOS A101 (3) and CIOS A101A (1), A101B (1), and A101C (1).

17a. Course Prerequisite(s) (st prefix and number) | 17b. Test Score(s) 17c. Co-requisite(s) (concurrent enrollment required)
N/A N/A N/A

17d. Other Restriction(s)N/A
[ college [ Major [ class [ Level

17e. Registration Restriction(s) (non-codable)
N/A

18. [X] Mark if course has fees A one-time lab fee is charged at the beginning of each semester.

19. Justification for Action
Updated course to reflect CIOS program changes. Changed course title to better reflect course content.

____Approved
Disapproved:
Initiator (faculty only) Date Dean/Director of School/College Date
— Approved _____Approved
Disapproved: Disapproved:
Department Chairperson Date Undergraduate or Graduate Date

Academic Board Chairperson

— Approved
—Disapproved:

____ Approved
__Disapproved:

Curriculum Committee Chairperson Date

Provost or Designee

Date



COURSE CONTENT GUIDE
University of Alaska Anchorage
Community and Technical College

Department: CET Date: Fall 2008
Course Number: CIOS A101A Credits: 1
Course Title: Keyboarding A: Basic Keyboarding

|. Course Description:

Introduces the keyboard alphabet, number, and symbol keys. Emphasizes techniques
and mechanics of keyboarding by touch.

Special Note: Credit will not be counted for BOTH CIOS A101 (3) and CIOS A101A (1),
A101B (1), and A101C (1).

Il. Course Design:

A. This course is designed for students needing keyboarding skills for various positions
in business and industry or for academic or personal use.

B. Credits: 1
Total student involvement time: 45 hours

Required for the CIOS Office Foundations, Office Support, Office Digital Media,
Technical Support, Medical Office Support, and Bookkeeping Support Occupational
Endorsement Certificates and the CIOS Associate of Applied Science degree.

O 0

A one-time lab fee is charged at the beginning of each semester.

The course may be taught in any time frame, but not more than one credit per week.
This is a revised course.

Coordinated with CTC, CBPP, KPC, Kodiak, Mat-Su, PWS, UAS, UAF.

Course level justification: Introduces a field of knowledge and develops basic skills.

moow?>

I1l. Course Activities:

May be offered online or in a structured class setting with classroom lectures, hands-on
practice exercises, and individual assistance, or as open-entry, self-paced where
students progress at their own rate through the instructional materials and exercises with
instructor assistance as needed.

IV. Course Prerequisites:

None.

V. Course Evaluation:

1. Grading Basis: A - F.

Course Content Guide
CIOS A101A Keyboarding A
Page 1 of 3



2. Grades are based on student assignments and official timed writings that demonstrate
typing speed and accuracy. Specific grading criteria will be discussed in the course
syllabus at the beginning of the course. Students must satisfactorily complete all
assigned work to receive a grade.

VI. Course Outline:
1.0 Safety
1.1  University policy
1.2 Campus

2.0

3.0

4.0

5.0

1.3 Classroom
1.4  Emergency procedures
1.5 Online course safety

Learn Keyboard by Touch

2.1  Alphabet
2.2  Numbers
2.3  Symbols

Keyboarding Techniques

3.1 Master reaches

3.2  Keystroking precision (direction and distance)
3.3  Spacing, shifting, and entering

Keyboarding Speed and Accuracy

4.1  Dirills, sentences and paragraphs concentrating on various keyboarding
reaches and patterns

4.2  Keystroking control

Proofreading Skills
5.1 Proofreader’s symbols
5.2  Error identification

VII. Suggested Text(s):

Ober, S., Johnson, J., & Zimmerly, A. (2006). Gregg college keyboarding & document

processing (10th ed.). New York: McGraw-Hill.

VIIIl. Bibliography:

Mitchell, W., & Kapper, R. (2006). Paradigm keyboarding and applications (5th ed.). St.

Paul, MN: EMC Paradigm.

Vanhuss, S., Forde, C., & Woo, D. (2007). College keyboarding (17th ed.). Boston, MA:

Thomson South-Western.

Course Content Guide
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IX. Instructional Goals, Student Outcomes, and Assessment Procedures:

A. Instructional Goal:
Provide students with skills to keyboard by touch, improve speed and accuracy using

correct keyboarding techniques, create memos, letters, tables, and reports using
computer software, and proofread keyboarding work.

B. Student Outcomes and Assessment Procedures

Student Outcomes

After successful completion of the
course, students will be able to do the
following:

Assessment Procedures
This outcome will be assessed by one
or more of the following:

Operate the alphabetic, numeric, and

symbol keys by touch Official timed writing; assignments

Demonstrate keystroking precision and

proper technigues Visual demonstration; assignments

Demonstrate keyboarding speed and
accuracy of 28 net words per minute Official timed writings
minimum

Correct all errors on production work
and apply proofreading skills to ensure | Official timed writings; assignments
accuracy

Course Content Guide
CIOS A101A Keyboarding A
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Curriculum Action Request
University of Alaska Anchorage
Proposal to Initiate, Add, Change, or Delete a Course or Program of Study

la. School or College 1b. Division 1c. Department
CTC CET
2. Course Prefix 3. Course Number | 4. Previous Course Prefix & Number 5a. Credits/CEU 5b. Contact Hours
(Lecture + Lab)
CIOS A101B N/A 1.0 CREDIT (1+0 or 0+3)
6. Complete Course/Program Title
Keyboarding B: Business Documents |
Keyboard B: Business Docs |
Abbreviated Title for Transcript (30 character)
7. Type of Course |z Academic |:| Non-credit |:|CEU |:| Professional Development
8. Type of Action [ course 1 Program 9. Repeat Status N/A # of Repeats Max Credits
L] Add L] Prefix L] Course Number 10. GradingBasis [X] AF [ PNP [] NG
Xl change [ credits [ contact Hours
(mark appropriate boxes) & Title D Repeat Status 11. Implementation Date semesterlyear
Delete [ Grading Basis [0 cross-Listed/Stacked From: Fall/2008 To: /9999
|:| Course Description |:| Course Prerequisites
[ Test Score Prerequisites [ ] Co-requisites _
[ other Restrictions ] Registration Restrictions | 12. [] Cross Listed with N/A
[ class [ Level
O college [ Major I:‘ Stacked with N/A Cross-Listed Coordination Signature
X Other CCG

13. List any programs or college requirements that require this course
CIOS Office Support, Office Digital Media, Medical Office Support, and Bookkeeping Support Occupational Endorsement Certificates and the CIOS
AAS Degree

14. Coordinate with Affected Units: CTC, CBPP, KPC, Kodiak, Mat-Su, PWS, UAS, UAF
Department, School, or College

Initiator Signature Date

15. [] General Education Requirement N/A [] oral Communication [ written Communication [ ouantitative skills [0 Humanities
|:| Fine Arts |:| Social Sciences |:| Natural Sciences |:| Integrative Capstone

16. Course Description
Introduces keyboarding of memos, personal and business letters, and envelopes in a word processing program and continues to
develop keyboarding speed and accuracy.

Special Note: Credit will not be counted for BOTH CIOS A101 (3) and CIOS A101A (1), A101B (1), and A101C (1).

17a. Course Prerequisite(s) (list prefix and number) | 17b. Test Score(s) 17c. Co-requisite(s) (concurrent enrollment required)
CIOS A101A N/A N/A
17d. Other Restriction(s) N/A 17e. Registration Restriction(s) (non-codable)

[ college [ Major [ class [ Level N/A

18. [X] Mark if course has fees A one-time lab fee is charged at the beginning of each semester.

19. Justification for Action
Course content guide is being updated to reflect the CIOS program changes. Title changed to better reflect course content.

— Approved
Disapproved:
Initiator (faculty only) Date Dean/Director of School/College Date
— Approved _____Approved
Disapproved: Disapproved:
Department Chairperson Date Undergraduate or Graduate Date
Academic Board Chairperson
— Approved — Approved
—Disapproved: ____ Disapproved:

Curriculum Committee Chairperson Date Provost or Designee Date



COURSE CONTENT GUIDE
University of Alaska Anchorage
Community and Technical College

Department: CET Date: Fall 2008
Course Number: CIOS A101B Credits: 1
Course Title: Keyboarding B: Business Documents |

Course Description:

Introduces keyboarding of memos, personal and business letters, and envelopes in a
word processing program and continues to develop keyboarding speed and accuracy.

Special Note: Credit will not be counted for BOTH CIOS A101 (3) and CIOS A101A (1), A101B (1), and A101C (1).

A.

o 0

I @ mm

. Course Design:

This course is designed for students needing keyboarding skills for various positions
in business and industry or for academic or personal use.

Credits: 1

. Total student involvement time: 45 hours

Required for CIOS Office Support, Office Digital Media, Medical Office Support, and
Bookkeeping Support Occupational Endorsement Certificates and the CIOS
Associate of Applied Science degree.

A one-time lab fee is charged at the beginning of each semester.
The course may be taught in any time frame, but not more than one credit per week.

. This is a revised course.

Coordinated with CTC, CBPP, KPC, Kodiak, Mat-Su, PWS, UAS, UAF.
Course level justification: Introduces a field of knowledge and develops basic skills.

Course Activities:

This class may be offered online or in a structured class setting with classroom lectures,
hands-on practice exercises, and individual assistance, or as open-entry, self-paced
where students progress at their own rate through the instructional materials and
exercises with instructor assistance as needed.

IV. Course Prerequisites:

CIOS 101A Keyboarding A: Basic Keyboarding

Course Content Guide
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V. Course Evaluation:

1. Grading Basis: A - F.

2. Grades are based on student assignments and official timed writings that demonstrate
typing speed and accuracy. Specific grading criteria will be discussed in the course
syllabus at the beginning of the course. Students must satisfactorily complete all
assigned work to receive a grade.

VI. Course Curriculum:

1.0 Safety
1.1  University policy
1.2 Campus

1.3 Classroom
1.4  Emergency procedures
1.5 Online course safety

2.0 Develop Keyboarding Techniques
2.1 Keyboard from edited copy
2.2  Keyboard from script
2.3 Compose sentences at the computer

3.0 Keyboarding Speed and Accuracy
3.1 Dirills, sentences, and paragraphs concentrating on various keyboarding
reaches and patterns
3.2  Keystroking control

4.0 Word Formatting Basics
4.1 Commands
4.2  Editing and formatting
4.3  Proofreading

5.0 Correspondence
51 Memos
5.2  Personal letters
5.3  Business letters
5.4  Envelopes

6.0 Proofreading Skills
6.1 Proofreader’s symbols
6.2  Edited copy
6.3  Error identification

VII. Suggested Text(s):

Ober, S., Johnson, J., & Zimmerly, A. (2006). Gregg college keyboarding & document
processing (10th ed.). New York: McGraw-Hill.

Course Content Guide
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VIIl. Bibliography:

Mitchell, W., & Kapper, R. (2006). Paradigm keyboarding and applications (5th ed.). St.
Paul, MN: EMC Paradigm.

Vanhuss, S., Forde, C., & Woo, D. (2007). College keyboarding (17th ed.). Boston, MA:
Thomson South-Western.

IX. Instructional Goals, Student Outcomes, and Assessment Procedures:
A. Instructional Goal:

Provide students with skills to create memos, letters, and envelopes in a word processing
program, to improve keyboarding speed and accuracy, and further emphasize
proofreading of keyboarding work.

B. Student Outcomes and Assessment Procedures

Student Outcomes Assessment Procedures

After successful completion of the This outcome will be assessed by one or
course, students will be able to do the | more of the following:

following:

Demonstrate keyboarding from edited | Document processing tests; assignments
copy, script, and compose original
sentences

Keyboard memos, personal and Document processing tests; assignments
business letters in block and modified
block style using correct formatting
techniques

Identify parts of business letters Document processing tests; assignments

Demonstrate keyboarding speed and Official timed writings
accuracy of 32 net words per minute
minimum

Correct all errors on production work Document processing tests; assignments
and apply proofreading skills to ensure
accuracy

Course Content Guide
CIOS A101B Keyboarding B
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Curriculum Action Request
University of Alaska Anchorage
Proposal to Initiate, Add, Change, or Delete a Course or Program of Study

la. School or College 1b. Division 1c. Department
CTC CET
2. Course Prefix 3. Course Number | 4. Previous Course Prefix & Number 5a. Credits/CEU 5b. Contact Hours
(Lecture + Lab)
CIOS A101C N/A 1.0 CREDIT (1+0 or 0+3)
6. Complete Course/Program Title
Keyboarding C: Business Documents |l
Keyboard C: Business Docs Il
Abbreviated Title for Transcript (30 character)
7. Type of Course |Z Academic |:| Non-credit |:|CEU |:| Professional Development
8. Type of Action [X] Course 1 Program 9. Repeat Status N/A # of Repeats Max Credits
L] Add O Prefix L1 Course Number 10. GradingBasis [X] AF [ PNP [J NG
X change O credits [ contact Hours
(mark appropriate boxes) & Title D Repeat Status 11. Implementation Date semesterfyear
] pelete [ Grading Basis [0 cross-Listed/Stacked From: Fall/2008 To: /9999
|:| Course Description |:| Course Prerequisites
[ Test Score Prerequisites [ ] Co-requisites .
[ other Restrictions [] Registration Restrictions | 12. [] Cross Listed wih N/A
[ class O Level
O college [ Major . I:‘ Stacked with N/A Cross-Listed Coordination Signature
X Other Course Content Guide

13. List any programs or college requirements that require this course
CIOS Office Support, Office Digital Media, Bookkeeping Support, and Medical Office Support Occupational Endorsement Certificates and the CIOS
AAS Degree

14. Coordinate with Affected Units: CTC, CBPP, KPC, Kodiak, Mat-Su, PWS, UAS, UAF
Department, School, or College

Initiator Signature Date

15. [] General Education Requirement N/A [] oral Communication [ written Communication [ ouantitative skills [ Humanities
|:| Fine Arts |:| Social Sciences |:| Natural Sciences |:| Integrative Capstone

16. Course Description
Introduces keyboarding of simple reports and tables in a word processing program and continues to develop keyboarding speed
and accuracy.

Special Note: Credit will not be counted for BOTH CIOS A101 (3) and CIOS A101A (1), A101B (1), and A101C (1).

17a. Course Prerequisite(s) (st prefix and number) | 17b. Test Score(s) 17c. Co-requisite(s) (concurrent enrollment required)
CIOS A101B N/A N/A
17d. Other Restriction(s) N/A 17e. Registration Restriction(s) (non-codable)
[ college [ Major [ class [ Level N/A

18. XI Mark if course has fees A one-time lab fee is charged at the beginning of each semester.

19. Justification for Action
Course content guide updated to reflect CIOS program changes. Title changed to better reflect course content.

— Approved
Disapproved:
Initiator (faculty only) Date Dean/Director of School/College Date
— Approved _____Approved
Disapproved: Disapproved:
Department Chairperson Date Undergraduate or Graduate Date
Academic Board Chairperson
— Approved — Approved
—Disapproved: ____ Disapproved:

Curriculum Committee Chairperson Date Provost or Designee Date



COURSE CONTENT GUIDE
University of Alaska Anchorage
Community and Technical College

Department: CET Date: Fall 2008
Course Number: CIOS A101C Credits: 1
Course Title: Keyboarding C: Business Documents Il

Course Description:
Introduces keyboarding of simple reports and tables in a word processing
program and continues to develop keyboarding speed and accuracy.

Special Note: Credit will not be counted for BOTH CIOS A101 (3) and CIOS
A101A (1), A101B (1), and A101C (1).

. Course Design:

A. This course is designed for students needing keyboarding skills for various
positions in business and industry or for academic or personal use.

B. Credits: 1
C.Total student involvement time: 45 hours

D. Required for CIOS Office Support, Office Digital Media, Bookkeeping Support,
and Medical Office Support Occupational Endorsement Certificates and the
CIOS Associate of Applied Science degree.

E. A one-time lab fee is charged at the beginning of each semester.

F. The course may be taught in any time frame, but not more than one credit per
week.

G.This is a revised course.
H. Coordinated with CTC, CBPP, KPC, Kodiak, Mat-Su, PWS, UAS, & UAF.

I. Course level justification: Introduces a field of knowledge and develops basic
skills.

Il. Course Activities:

May be offered online or in a structured class setting with classroom lectures,
hands-on practice exercises, and individual assistance, or as open-entry, self-
paced where students progress at their own rate through the instructional
materials and exercises with instructor assistance as needed.

IV. Course Prerequisites:

CIOS 101B Keyboarding B: Business Documents |

Course Content Guide
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V. Course Evaluation:

1. Grading Basis: A —F.

2. Grades are based on student assignments and official timed writings that
demonstrate typing speed and accuracy. Specific grading criteria will be
discussed in the course syllabus at the beginning of the course. Students
must satisfactorily complete all assigned work to receive a grade.

VI. Course Curriculum:

1.0
11
1.2
1.3
1.4
15

2.0
2.1

2.2

3.0
3.1
3.2
3.3
3.4

4.0
4.1
4.2
4.3
4.4
4.5
4.6

5.0
5.1
5.2
5.3

Safety

University policy
Campus

Classroom

Emergency procedures
Online course safety

Keyboarding Speed and Accuracy

Drills, sentences and paragraphs concentrating on various
keyboarding reaches and patterns

Keystroking control

Tables
Create
Format
Revise
Change appearance

Reports

Outlines

Unbound

Leftbound

Top-bound

Two-page

Two-page with quotations and references

Proofreading Skills
Proofreader’s symbols
Edited copy

Error identification

VII. Suggested Text(s):

Ober, S., Johnson, J., & Zimmerly, A. (2006). Gregg college keyboarding &
document processing (10th ed.). New York: McGraw-Hiill.

Course Content Guide
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VIII. Bibliography:

Mitchell, W., & Kapper, R. (2006). Paradigm keyboarding and applications (5th
ed.). St. Paul, MN: EMC Paradigm.

Vanhuss, S., Forde, C., & Woo, D. (2007). College keyboarding (17th ed.).
Boston, MA: Thomson South-Western.

VII. Instructional Goals, Student Outcomes, and Assessment Procedures:
A. Instructional Goal:
Provide students with skills to create outlines, reports, and tables in a word

processing program, to further improve students’ keyboarding speed and
accuracy, and to continue to emphasize proofreading of keyboarding work.

B. Student Outcomes and Assessment Procedures

Student Outcomes Assessment Procedures
After successful completion of the course, [This outcome will be assessed by
students will be able to do the following: one or more of the following:

Keyboard and apply correct formatting to
unbound and leftbound reports with bullets,
guotations, and references

Document processing tests;
assignments

Document processing tests;

Identify parts of reports assignments

Demonstrate keyboarding speed and
accuracy of 35 net words per minute Official timed writings
minimum

Correct all errors on production work and Document processing tests;
apply proofreading skills to ensure accuracy jassignments

Course Content Guide
CIOS A101B Keyboarding C
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Curriculum Action Request
University of Alaska Anchorage
Proposal to Initiate, Add, Change, or Delete a Course or Program of Study

la. School or College 1b. Division 1c. Department
CTC CET
2. Course Prefix 3. Course Number | 4. Previous Course Prefix & Number 5a. Credits/CEU 5b. Contact Hours
(Lecture + Lab)
CIOS A102 N/A 1.0 CREDIT (0+3)
6. Complete Course/Program Title
Keyboarding Skill Building
Abbreviated Title for Transcript (30 character)
7. Type of Course |Z Academic |:| Non-credit |:|CEU |:| Professional Development
8. Type of Action [X] Course 1 Program 9. Repeat Status Yes # of Repeats 1 credit/semester Max Credits N/A
L] Add O Prefix L1 Course Number 10. GradingBasis [ ] AF X PNP [J NG
X change O credits [ contact Hours
(mark appropriate boxes) [ Title O Repeat Status 11. Implementation Date semesterfyear
] pelete [ Grading Basis [0 cross-Listed/Stacked From: Fall/2008 To: /9999
|:| Course Description |:| Course Prerequisites
[ Test Score Prerequisites [ ] Co-requisites _
[ other Restrictions [] Registration Restrictions | 12. [] Cross Listed wih N/A
[ class O Level
O college [ Major . I:‘ Stacked with N/A Cross-Listed Coordination Signature
X Other Course Content Guide
13. List any programs or college requirements that require this course
CIOS AAS Degree
14. Coordinate with Affected Units: CTC,CBPP, KPC, Kodiak, Mat-Su, PWS, UAS, UAF
Department, School, or College
Initiator Signature Date
15. [] General Education Requirement N/A [] oral Communication [ written communication [ ouantitative Skills [ Humanities
|:| Fine Arts |:| Social Sciences D Natural Sciences D Integrative Capstone
16. Course Description
Emphasizes development of keyboarding speed and accuracy. Special Note: may be repeated with only 1 credit in each semester.
17a. Course Prerequisite(s) (st prefix and number) | 17b. Test Score(s) 17c. Co-requisite(s) (concurrent enrollment required)
CIOS A101A N/A N/A
17d. Other Restriction(s)N/A 17e. Registration Restriction(s) (non-codable)
[] college [ Major [ Class [] Level N/A
18. [X] Mark if course has fees A one-time lab fee is charged at the beginning of each semester.
19. Justification for Action
Updated course content guide to reflect CIOS program changes.
____Approved
Disapproved:
Initiator (faculty only) Date Dean/Director of School/College Date
— Approved _____Approved
Disapproved: Disapproved:
Department Chairperson Date Undergraduate or Graduate Date
Academic Board Chairperson
— Approved —_Approved
—Disapproved: ____ Disapproved:

Curriculum Committee Chairperson Date Provost or Designee Date



COURSE CONTENT GUIDE
University of Alaska Anchorage
Community and Technical College

Department: CET Date: Fall 2008
Course Number: CIOS A102 Credits: 1
Course Title: Keyboarding Skill Building

Course Description:

Emphasizes development of keyboarding speed and accuracy.

Special Note: May be repeated with only 1 credit in each semester.

A.

T oG mmoOo W

. Course Design:

This course is designed for students who want to improve their keyboarding speed
and accuracy for business or academic or personal use.

Credits: 1

Total student involvement time: 45 hours

Required for the CIOS Associate of Applied Science (AAS) degree.

A one-time lab fee is charged at the beginning of each semester.

May be taught in any time frame, but not more than one credit per week.

. This is a revised course.

Coordinated with CTC, CBPP, KPC, Kodiak, Mat-Su, PWS, UAS, & UAF.
Course level justification: Introduces a field of knowledge and develops basic skills.

Course Activities:

This class may be offered online or in a structured class setting with hands-on practice
exercises and individual assistance, or as open-entry, self-paced where students
progress at their own rate through the instructional materials and exercises with instructor
assistance as needed.

Course Prerequisites:

CIOS A101A Keyboarding A: Basic Keyboarding

Course Evaluation:

1. Grading Basis: Pass/No Pass

Course Content Guide
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2. Evaluation is based on accomplishment of the goal established with the instructor.
The goal may be the attainment of a predetermined number of words a minute, a
decrease in the number of errors, or a combination of both speed and accuracy
improvement. Students must also satisfactorily complete all of the assigned work.

VI. Course Curriculum:

1.0 Safety
1.1  University policy
1.2 Campus

1.3 Classroom
1.4  Emergency procedures
1.5 Online course safety

2.0 Keyboarding Speed
2.1  Dirills, sentences and paragraphs concentrating on various keyboarding
reaches and patterns
2.2 Keystroking control
2.3  Diagnostic tests
2.4  Speed drills
2.5  Timed writings

3.0 Keyboarding Accuracy
3.1 Dirills, sentences and paragraphs concentrating on various keyboarding
reaches and patterns
3.2  Keystroking control
3.3  Diagnostic tests
3.4  Accuracy drills
3.5 Timed writings

4.0 Proofreading Skills

4.1  Proofreader’s symbols
4.2  Error identification

VII. Suggested Text(s):

Peters, C. (2005). Championship keyboarding drills (3rd ed.). Columbus, OH:
Glencoe/McGraw-Hill.

VIIIl. Bibliography:

Sharp, W., Olinzock, A., & Santos, O. (2004). KeyChamp. Boston, MA: Thomson South-
Western.

Course Content Guide
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IX. Instructional Goals, Student Outcomes, and Assessment Procedures:
A. Instructional Goal:

Provide drills to improve student keyboarding speed and accuracy.

B. Student Outcomes and Assessment Procedures

Student Outcomes Assessment Procedures

After successful completion of the This outcome will be assessed by one
course, students will be able to do the | or more of the following:

following:

Demonstrate improved speed and Official timed writings

accuracy on drill work and reach
practice goals based on diagnostic
evaluations

Apply proofreading skills to ensure Official timed writings; assignments
accuracy

Course Content Guide
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Curriculum Action Request
University of Alaska Anchorage
Proposal to Initiate, Add, Change, or Delete a Course or Program of Study

la. School or College 1b. Division 1c. Department
CTC CET

2. Course Prefix 3. Course Number | 4. Previous Course Prefix & Number 5a. Credits/CEU 5b. Contact Hours

(Lecture + Lab)

CIOS A103 N/A 1.0 CREDIT (0+1 or 0+3)

6. Complete Course/Program Title
Introduction to Personal Computers

Intro to PCs
Abbreviated Title for Transcript (30 character)

7. Type of Course |z Academic |:| Non-credit |:|CEU |:| Professional Development
8. Type of Action X course ] Program 9. Repeat Status No # of Repeats n/a Max Credits n/a
L] Add L] Prefix L] Course Number 10. GradingBasis [ ] AF [ PINP [] NG
Xl change [ credits [ contact Hours
(mark appropriate boxes) D Title D Repeat Status 11. Implementation Date semesterlyear
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COURSE CONTENT GUIDE
University of Alaska Anchorage
Community and Technical College

Department: CET Date: Fall 2008
Course Number: CIOS A103 Credits: 1
Course Title: Introduction to Personal Computers

|. Course Description:

Introduces personal computers to novice users. Includes basics of start-up and using a
mouse to perform Windows operations.

Il. Course Design:
A. This course is designed for students who have limited knowledge of how to use a
computer.
Credits: 1
Total student involvement time: 45 hours
Not required for any certificate or degree.
A one-time lab fee is charged at the beginning of each semester.
The course may be taught in any time frame, but not more than one credit per week.
. This is a revised course.
Coordinated with CTC, CBPP, KPC, Kodiak, Mat-Su, PWS, UAS, UAF.
Course level justification: Introduces a field of knowledge and develops basic skills.

T oG mmoOO0O W

I1l. Course Activities:

May be taught as a lecture based course with hands-on, instructor-led activities or as an
open-entry, self-paced course with lab work and instructor assistance.

IV. Course Prerequisites:

None

V. Course Evaluation:

1. Grading Basis: Pass/No Pass.

2. Grades will be based on student participation in activities and completion of
assignments. Specific grading criteria will be discussed in the syllabus at the beginning of
class.
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VI. Course Curriculum:

1.0 Safety
1.1  University policy
1.2 Campus

1.3 Classroom
1.4  Emergency procedures

2.0  Terminology

2.1 Hardware Basics
2.1.1 Input/output devices
2.1.2 Storage devices
2.1.3 CPU

2.2 Software Basics
2.2.1 System
2.2.2 Applications

2.3 Type of computers

3.0 Windows

3.1 Desktop
3.2 Mouse
3.3 Help
3.4 Explorer

3.5 File manipulation
3.5.1 Copy, delete, move, find, open
3.5.2 Extensions

3.6 Disk properties and contents

4.0 Internet
4.1 Web browsers
4.2 Searches

5.0 Computer Security and Privacy
5.1 Antivirus software
5.2 Antispyware software
5.3 Protection against Internet fraud
5.4 Protection against system failures

Optional Topic:
6.0 Brief Introduction of Application Software
6.1 Word processing
6.2 Spreadsheets
6.3 Different email applications
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VII. Suggested Text(s):

Parsons, J., & Oja, D. (2008). Computer concepts (6th ed). Boston, MA : Thomson
Course Technology.

VIIl. Bibliography:

Fuller, F., & Larson, B. (2008). Computers: Understanding technology (3rd ed). St. Paul,
MN: EMC Paradigm.

IX. Instructional Goals, Student Outcomes, and Assessment Procedures:

A. Instructional Goal:

Provide students with information to enable them operate a personal computer with
confidence.

B. Student Outcomes and Assessment Procedures
Student Outcomes
After successful completion of the course, students will
be able to do the following:

Assessment Procedures
This outcome will be assessed by
one or more of the following:

Demonstration, discussion,
assignments
Power on a computer and use the mouse to perform Demonstration, discussion,
various Windows functions assignments

Define basic computer terminology

Demonstration, discussion,

Use a web browser to find information on the Internet k
assignments

Identify the risks to privacy and security and how to
safeguard against viruses, spyware, hardware loss or
damage, and system failure

Demonstration, discussion,
assignments

Demonstration, discussion,
assignments

Use removable storage devices
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