
Administrative Office 

First Trimester 

AOTT 1120 LEARNING STRATEGIES 9781-3055-9757-0 

AOTT 1130 PROFESSIONALISM 9781337119269 

AOTT 1150 COLLEGE KEYBOARDING 9780077824631 

AOTT 1160 PRACTICAL MATH 978-0-53873-115-7 

Cirrus Benchmark Office 2019 9780763888022 

AOTT 1120 LEARNING STRATEGIES 9781-3055-9757-0 
 

 

Second Trimester 

Microsoft Word 2016 Levels 1 & 2  9780763869212 

Microsoft Word 2016 Desktop Publishing  9780763874254 

AOTT 1210 Excel 2016 9780763869885 

AOTT 1220 THE ADMINISTRATIVE 
PROFESSIONAL 

9781-3055-8116-6 

Business Communications 9781337736350 

Microsoft Word 2016 Levels 1 & 2  9780763869212 

Microsoft Word 2016 Desktop Publishing  9780763874254 
 

Third Trimester 

Accounting 

AOTT 1300 ACCOUNTING 9780357531822 

AOTT 1310 PAYROLL 9781337619776 

AOTT 1340 CUSTOMER SERVICE 9780132742399 

AOTT 1350 COLLEGE ACCOUNTING 9780357531822 
 

Third Trimester 

Medical 

AOTT 1370 MEDICAL TERMS 9780323444927 

AOTT 1375 MEDICAL ETHICS/OFFICE 
MANAGEMENT 

978-0-323-39672-1 

AOTT 1380 INTRO TO MEDICAL INSURANCE 978-0-323-59440-0 

AOTT 1385 ELECTRONICS HEALTH 
RECORDS/SIMS CHART 

9780323757973 

AOTT 1370 MEDICAL TERMS 9780323444927 

AOTT 1375 MEDICAL ETHICS/OFFICE 
MANAGEMENT 

978-0-323-39672-1 

 


