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l. Introduction

I. About On-line Learning

Online learning is a rapidly expanding mode of teaching and learning. It is ideal for students who
need the flexibility to work at their own pace, on their own time. While you must devote the
required amount of hours per week to succeed and meet course deadlines, you choose when and
where this happens. Planning and managing time are keys to success in online learning. If you
are a self-motivated, self-disciplined and organized person, online learning will offer many
benefits.

Ii. Benefits of On-Line Learning at North Island College

At North Island College, on-line training is available through two program areas: Applied
Business Technology (ABT) and the more advanced Office Management Program. Both are
designed to provide students with the technical, problem solving, administrative and human
relation skills required in today’s rapidly changing world of business. Graduates of the NIC on-
line programs have been successful in finding employment in the following types of
organizations: accounting, education, financial, legal, medical, government, real estate,
hospitality, and logging.

Statistics show that students who maintain connections to their instructors and peers have a higher
success rate than those working independently. NIC’s on-line programs offer what many other
online programs do not: both online flexibility and opportunities for connection to faculty and
peers. All of the NIC online courses are led by a college instructor who is available to guide your
learning, review course content and assist with any learning difficulties. You will have the use of
various online tools by which to maintain contact with both your instructor and peers such as:
Pager, LiveRoom Chat, discussion boards, bulletin boards, messaging and email. In addition, you
will receive calendars, study tips, quizzes, glossaries and links to other we-sites and resources.

In addition to these on-line connections, faculty are available at the Comox Valley, Campbell
River, Port Alberni and Port Hardy Learning Centres to provide on-site access and support
including personalized service, assessment, learner support, online testing, and keyboard testing.
You also have the option of working in local Learning Centre labs during dedicated access times.
See Appendix 1 for the hours of the Learning Centre closest to you.

Il. Applied Business Technology (ABT) On-line Program

I. Overview

North Island College is part of a consortium of BC colleges which have come together to increase
the study options of students through on-line learning. The consortium is called BC Campus and,



as part of this initiative, there are now 46 Applied Business Technology courses within five
different program areas available to students around the province.

The Applied Business Technology (ABT) program is designed to assist you to:

e attain employable skills and goals for an office career.

e acquire knowledge, skills, and abilities in a range of subjects.

e upgrade technological skills using current business software.

e use the latest advances in office technology.

e meet your schedule as a full- or part-time learner.

e enhance skills and knowledge to obtain a lateral transfer or a promotion.

Courses may be taken either full or part time with start dates between September and June,
depending on space availability. The online courses vary in length from four to fifteen weeks.
The time required for each course will vary, but you can expect to spend from four to ten hours
per week reading online materials, completing assignments, taking online quizzes, arranging and
taking online exams and communicating with your peers and online instructor.

ABT on-line is designed to provide certificate level credentials as outlined below. Applicants
who wish to take a single course in ABT may do so provided they meet the course pre-requisites
and take ABT 020, Online Learner Success, prior to registering in the single course. Students
accepted outside the regular program admission may take a maximum of two single courses.

Ii. Available Credentials with ABT On-line

The following five certificate level programs are available through ABT On-line. For a complete
list of each program’s requirements, including courses and prerequisites, please see Appendix 2.

a. Office Assistant I Certificate

This is the foundation program for all other ABT programs and is required before moving
on to any of the following four specialty areas.

Computing Accounting Assistant

Legal Administrative Assistant

Administrative Assistant

Medical Office Assistant

® oo o

Students registered in any of the above certificate level programs or courses are part of a dual
registration process with BC Campus. However, North Island College (your registering
institution) grants credit for the certificates.

1. Admission Requirements
Applicants to the Applied Business Technology Online Program must have:

1. A minimum C grade in Provincial English 12, or TPC 12, or NIC ENG 098, ENG 060 or
ESL 090, or equivalent, or successful English placement testing, and,



2. A minimum of C grade in Apprenticeship and Workplace Mathematics 10, or Essentials
Math 10, or Foundations of Math 10, or NIC upgrading MAT 024 (MAT 034 will be
required for the 2011FA intake), or equivalent, or successful math placement testing.

lll. Office Management On-line Program

I. Overview

Students who have completed one of the specialty areas of the ABT On-line program may
continue their studies within the Office Management Certificate Program. This program is
offered through North Island College, only, and is separate from the BC Campus consortium.

The NIC Office Management Online Certificate is designed to prepare students for positions as
supervisors, office managers, and administrative or executive assistants where knowledge of
administrative, human resource and organizational management will be the keys to success in
rapidly changing work environments. The courses in this program are designed to increase
students’ knowledge and skills in these areas and prepare them for new career and advancement
opportunities in entry-level administrative supervisory positions.

Online classes are team oriented and highly interactive, drawing on students’ work experience to
help relate theory to practical work situations. Many office employees appreciate the opportunity
to advance their knowledge, skills, and credentials while remaining employed throughout their
studies.

Ii. Program Course Requirements

ABT 200 Organizational Management 3 Credits
ABT 210 Written Business Communications and Presentations 3 Credits
ABT 220 Leadership and Supervision 3 Credits
ABT 230 Human Resource Management 3 Credits
ABT 240 Interpersonal Relations 3 Credits
ABT 250 Office Systems and Computer Essentials 3 Credits

Three courses, ABT 200, ABT 230 and ABT 240, are offered in the fall term. The remaining
three, ABT 210, ABT 220 and ABT 250 are offered in the winter term.

As an elective option, one of the following courses may be substituted for any Office
Management course:

Any university transferable Business Administration course; or
ENG-115 Essay Writing and Critical Analysis; or

PSY-130 Introductory Psychology I; or

PSY-131 Introductory Psychology II.


http://www.nic.bc.ca/course/ENG/115/
http://www.nic.bc.ca/course/PSY/130/
http://www.nic.bc.ca/course/PSY/131/

Ii. Admission Requirements

To apply to the Office Management Program you must satisfy the following three conditions:

1.

2.

OR

Have a minimum of two years of office or business work experience, or approval of the
department;

Have a minimum C grade in Provincial English 12 or one of ENG 060, ENG 098, ESL
090 or English assessment;

Supply a letter of reference from a supervisor along with the NIC Office Management
skills checklist

Be a graduate of the ABT Office Assistant | Certificate and one of the following
certificates: Administrative Assistant, Computing Accounting Assistant, Legal
Administrative Assistant, Medical Office Assistant;

Have a letter of reference from a supervisor or instructor, along with the NIC Office
Management skills checklist.

V. System and Equipment Needs

I. General Needs

The minimum system requirements to participate in the core Office Assistant | program can be
found at: http://abt.bccampus.ca/ABT/ABTGeneralInformation.htm . Scroll down to “Computer
requirements for all ABT courses”. (Please note that the Wavpedal, Foot Pedal and Way Player
software are only required for the Legal Administrative and Medical Office Assistant
Certificates.)

Ii. Specific Needs

Following are system and equipment needs for specific courses or programs:

For the Business Math and Calculators course you will need a basic desktop calculator.

If you plan to pursue the Medical Office Assistant Certificate or the Legal

Administrative Office Assistant Certificate, please visit the following websites for the

most current hardware and software requirements:

o http://abt.bccampus.ca/MedicalOfficeAssistant/MedicalOfficeAssistantGeneralInform
ation.htm or

o http://abt.bccampus.ca/L egalAdmininistrativeAssistantOnline/Legal AdministrativeAss
istantGeneralInformation.htm .



http://www.nic.bc.ca/PDF_docs/prog_apps_handout/Office_Management_Skills_Checklist_MAR2010.pdf
http://www.nic.bc.ca/PDF_docs/prog_apps_handout/Office_Management_Skills_Checklist_MAR2010.pdf
http://www.nic.bc.ca/PDF_docs/prog_apps_handout/Office_Management_Skills_Checklist_MAR2010.pdf
http://www.nic.bc.ca/PDF_docs/prog_apps_handout/Office_Management_Skills_Checklist_MAR2010.pdf
http://abt.bccampus.ca/ABT/ABTGeneralInformation.htm
http://abt.bccampus.ca/MedicalOfficeAssistant/MedicalOfficeAssistantGeneralInformation.htm
http://abt.bccampus.ca/MedicalOfficeAssistant/MedicalOfficeAssistantGeneralInformation.htm
http://abt.bccampus.ca/LegalAdmininistrativeAssistantOnline/LegalAdministrativeAssistantGeneralInformation.htm
http://abt.bccampus.ca/LegalAdmininistrativeAssistantOnline/LegalAdministrativeAssistantGeneralInformation.htm

V. Application and Registration Process

I. How to Apply

Applications to either the ABT or Office Management programs follow the regular NIC
admissions process as follows:

a)

b)

Submit an application for admission. You can access an application form at:
http://www.nic.bc.ca/services/recordsandregistration/forms.aspx or go to the website

(http://www.nic.bc.ca) and click on the following links:
» Click Student Services

» Click Registration, Policies and Student Records

» Click NIC Forms.

Note: NIC accepts applications by mail, fax, in person or online. There is a one-time
application fee of $25.00. (Thus, this fee will not apply if you have previously attended
North Island College.)

Provide proof of pre-requisites and any other admission requirements.

Official transcripts must be provided as proof of high school or post-secondary marks.

If you do not have proof of admission requirements for the ABT Office Assistant |
Certificate, please contact your local campus to write a placement test. Students applying
to other ABT Certificate programs or the Office Management Program should be able to
obtain proof of admission requirements. If your credentials are from NIC, you will not
need to submit proof; simply state that you attended NIC, give the program name, and
state the year you completed your certificate.

NIC Admissions will notify you when you are accepted into the program or if your
admission requirements have not been fulfilled.

Ii. Preparing a Study Plan

Whether you are starting the Office Assistant | Certificate Program or moving on to another
certificate, your next step is to meet with an Educational Advisor to assist with course selection.
Because students must complete each certificate within three years of beginning the first course
in the program, individualized learning plans become essential to ensure students complete their
credentials. The Educational Advisor will prepare a Study Plan with you and, once in place, you
will be ready to register for your classes. You may set up an appointment with an Educational
Advisor through the registration office at your local campus.

lii. Registration & Purchasing of Course Materials

a)

Registration for both the ABT and Office Management program takes place through North
Island College. The NIC registration clerk will also process the BC Campus Registration
for the ABT courses.


http://www.nic.bc.ca/services/recordsandregistration/forms.aspx
http://www.nic.bc.ca/

b)

You should be aware that registration policy states that a $100 tuition deposit must be paid
at the time of registration. If the course registration costs are less than $100, the full
amount will be due. Any remaining fees are due at the start of the study term, or
immediately upon registering if the term has already started. If you are being sponsored
for your course(s), please ensure all authorizing documentation is in order and submitted
to the Registration Office.

Next you will need to purchase your textbooks and accompanying learning materials.
(These are not included in your registration package, nor are they covered by your course
fees.) For a list of required course materials see the link to our bookstore on the NIC
website: http://www.nic.bc.ca/services/campusinfo/book_search.aspx.

Course material is available from your local campus bookstore. However, if you are
unable to get there in person, you may call one of the toll-free numbers listed below to
have the material shipped to you.

e Comox Valley 1-800-715-0914, ext. 5013
e Campbell River 1-888-293-3177, ext. 9705
e Port Alberni 1-888-414-8242, ext. 8720
e Port Hardy 1-866-332-1133

You are advised to have purchased textbooks and received them by the Thursday before
your on-line class begins.

Educational versions of software can be purchased at the College Bookstore. Information
on system needs is outlined in Section 1V, System and Equipment Needs.

VI. Getting Started and Important Time Lines

Please note the following procedures and regulations:

1.

2.

3.

Soon after you have registered, a Welcome Letter will be sent to you providing specific
instructions for logging into the class.

You will have access to the online course the Friday before the course start date and
until one week after the end of the course.

You must have purchased your books prior to the start of your course.

If you are new to ABT, you will be required to complete Online Learner Success before
proceeding to other classes.

Note that you must log into your course by the second day of classes and introduce
yourself to your instructor.

A formal withdrawal must take place within 10 days AFTER the course start date to
receive a full refund. A failure to withdraw may result in missed assignments, a score of 0
on an assignment and/or a DNC (Did Not Complete) on your transcript. You may
withdraw without academic penalty only before 25% of course has been completed.


http://www.nic.bc.ca/services/campusinfo/book_search.aspx

VIl. Student Services Information

Following is information on various student services that you may find helpful. For more detailed
information on these or other services, see the NIC website @www.nic.bc.ca or contact an
Educational Advisor or Registration Assistant.

I. Prior Learning Assessment

Prior Learning Assessment (PLA) is a process that enables learners to gain credit for knowledge
and skills that they already possess. In order to undertake PLA, you must have applied to your
program of choice and have met the program admission requirements as described in the College
Calendar. PLA is available for a number of courses. See your educational advisor for more
information on ABT courses that are eligible for PLA.

Note that PLA is considered on an individual basis. The cost for the PLA process is 75% of the
course fee. Grades for PLA will be awarded in the same manner as a regular program. To be
successful, applicants will be expected to achieve a minimum of 70% in the course work or
testing for which credit is requested.

Ii. Money Matters
a. Financial Aid

Full-time students in the following programs may be eligible for student loans: Office
Assistant I, Administrative Assistant, Computing Accounting Assistant and Legal
Administrative Assistant. As a general rule, a student must enrol and complete at least
60% of a full course load to qualify for a student loan. (Nine credits successfully
completed in a regular five month term constitute full time studies for the purposes of
Student Aid BC.) However, students with a disability are considered full-time if they
have 40% of a designated full course load. See the Financial Aid Officer at your local
campus for further information or assistance.

b. Fee and Tuition Sponsorship

If you are being sponsored for your fees through an agency, a letter of authorization must
be given to the registration office at your local campus. You may bring this letter with
you when visiting your educational advisor, or when registering for your courses.

c. Grants, Scholarships and Bursaries

There are a multitude of grants, bursaries and scholarships available to NIC students,
generally, and many that are specifically dedicated to ABT or Office Management
students. Applicants to these programs are encouraged to review what is available on the
NIC website @ http://www.nic.bc.ca/services/educationplanning/awards.aspx. If you
need assistance with the application process, feel free to contact your Financial Aid
Officer.



http://www.nic.bc.ca/
http://www.nic.bc.ca/services/educationplanning/awards.aspx

Ii. Program Outcomes and Transfer Credit

The on-line learning programs at NIC have been developed according to provincially articulated
standards. This means that students graduating from an Applied Business Technology program at
North Island College will have met the same learning outcomes of students in the same or similar
programs at other provincial institutions. As a result, students starting their studies at one
institution can apply for transfer credit to another institution, should this need arise.

Students will be awarded transfer credit for courses upon presentation of transcripts, provided the
course credit was awarded no more than two years prior to the application for transfer credit to a
maximum of 50% of the certificate’s required courses.

In addition, it is possible that some senior level high school credits may be eligible for transfer
credit. Recent graduates from high school should ensure that they meet with an educational
advisor to determine whether any of their high school credits are eligible for transfer.

Need Help?

Educational advisors and NIC ABT Faculty members

are always happy to assist. Please call your local
campus at anytime to set up an appointment.

VIIl. Student Responsibilities

I. Staying on Track

There may be a time when you find yourself struggling with course material or juggling all the
demands in your life. Remember to keep the withdrawal dates in mind if you are having any
difficulties at the start of your courses. You are advised to communicate with your on-line
instructor and educational advisors for assistance prior to making a decision to withdraw from a
course.

In addition, remember that you are responsible for the accuracy of your registration to ensure that
you remain on track to complete your certificate within the allotted period of time. Thus, it is
wise to see your student advisor if you have made, or anticipate making, any changes to your
study plan. For example, if a course is cancelled or you are moved to another course, the advisor
will help to update your plan to ensure your program is completed in a timely manner. Or, if you
are unsuccessful in a class, your plan will need to be updated accordingly.



ii. Personal Data

Please advise your Educational Advisor and Online Coordinator if there are any changes in course
registrations, mailing address, e-mail address, or telephone numbers. In addition, changes to your
contact information should be provided to registration officials or changed by you using NIC
Connect.

Ii. NIC Policies and Regulations

Students have a responsibility to become informed about College policies that define their
responsibilities as a student and affect their academic lives. Please refer to the North Island
College website, http://www.nic.bc.ca/about_us/policies.aspx , for a complete listing of College
Policies and Regulations. The Education Policies of Section 3 will be most relevant to your
course work and responsibilities as a student.

Iv. Attendance and Performance in Courses and Program

Similar to any college program, there are attendance expectations within the ABT and Office
Management programs. Students are expected to log-in on the first day of class, to attend online
regularly, to be punctual, and to demonstrate a satisfactory level of performance and rate of
progress (individually or as a member of a team).

REMEMBER!! As with most courses, you cannot wait until the
last week to submit all or most of your assignments or take all of
the tests. Your online instructor may not accept last-minute

assignments. Thus, it is important to establish regular
communication with your online instructor and the online
coordinator.



http://www.nic.bc.ca/about_us/policies.aspx

IX. Assignments, Grades and Examinations

I. Assignments and Postings

Students are responsible for timely submission of postings and assignments. Students will have
only one opportunity to write an assignment.

ii. Grades

To be eligible to receive an Applied Business Technology certificate, students must achieve a
minimum of 70% (B-) in all courses. Extensions are not permitted for online courses unless
the student has a medical certificate.

i.Presi dent’s and Dean’s Honour Rol | A

Each academic year, North Island College recognizes eligible students who have demonstrated excellence in
programs of study by placing their names on the President’s or Deans’ Honour Rolls. For more
information, please consult the following North Island College policies:

Policy # 3-08 President’s Award for Academic Excellence
Policy # 3-21 Dean’s Honour Roll Awards

iIv. Online Exams

In courses where online students require an invigilator, the student is responsible for making the
appropriate arrangements. Normally, these exams will take place in the local ABT Learning
Centre labs. Here are the required steps for reserving exam times:

» Exams must be booked at least 14 working days before the intended exam date so
that all arrangements can be made.
The student should first look at the hours of operation for their local ABT Learning Centre
(Appendix 1) to determine if they are able to write their exam within the designated times.
If the times posted are not suitable, the student should contact the Centre’s instructor to
see if an alternative time can be arranged.

» The student must then inform their course instructor that they are ready to write an
exam and provide the instructor with the location and the invigilator’ s n a me
Specific instructions are sent from the online instructor to the invigilator detailing his or
her responsibility for ensuring test criteria are met; i.e., closed- or open-book, timed,
number of timed writings permitted, etc.

v. Off-Campus Exams

When a student does not live in close proximity to one of the NIC campuses, arrangements can be
made to write in an alternative setting. However, in order to ensure that all off-campus exams are
supervised by suitable proctors and in suitable environments, an Application for Off Campus
Exam form must be completed and submitted to the ABT Online Coordinator for approval

10



no less than 3 weeks before a scheduled exam in order for that exam to be released and
delivered on time (one form for each exam). A copy of this form can be found on the website
under Services/ Planning Your Education/Assessment Services. From here, scroll down towards
the bottom of the page and look for “Exam Invigilation/Proctor Services” where you will find the
Off-Campus Exam Application form. The form is also available on the following link:
http://www.nic.bc.ca/services/educationplanning/pdf/OC_Exam_Application.pdf .

When completing the form, you will need to note the location of the exam site as well as identify
your invigilator. Generally, it is preferred that testing take place at a post secondary institution
but alternative sites are approved when there is not a postsecondary institution within a reasonable
distance. Similarly, it is preferred that the invigilator be someone assigned to this task through
the local post-secondary institution but, when this is not possible, substitutes can be arranged.

Once approved by the Online Coordinator, both the course instructor and student will receive an
email confirmation that the requested invigilator and exam site has been approved. The course
instructor will then mail the exam to the invigilator.

vi. Summative Evaluations

The last task for online students in every course should be to complete the course evaluation.
Results of the evaluations will be given to the Online Coordinator to use in suggesting revisions
to the course and its delivery.

X. Transcripts and Certificates

I. Transcripts

You may obtain an official transcript of your academic record www.nic.bc.ca. Once there,
follow the links below:

» Click Student Services

» Click Registration, Policies and Student Records

» Click NIC Forms

» Official Transcript/Document Request
This form is also available through the following link: @ NIC Forms .

Ii. Obtaining Certificates

Students must complete the certificates within three years of beginning the first course in the
program. Completing the program is dependent upon availability of courses and student success
in all required courses. This is why developing a plan with your educational advisor, and keeping
it updated, is essential.

The credential bearing the official seal of North Island College will be produced after all course
grades have been entered and all outstanding debts to the College have been paid. Students
nearing the end of their program must apply for their certificate at their local registration office.
Certificates are not sent out as a matter of course.

11


http://www.nic.bc.ca/services/educationplanning/pdf/OC_Exam_Application.pdf
http://www.nic.bc.ca/
http://www.nic.bc.ca/services/recordsandregistration/forms.aspx

APPENDICES
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Appendix 1: Instructor Schedules at ABT Learning Centres
Fall, Winter, and Spring Terms

Campbell River Campus, Room C205

Tuesday 1:00 p.m. to 3:30 p.m.

Wednesday 1:00 p.m. to 8:30 p.m.

Contact ABT Instructor — Janet Richardson
Email: janet.richardson@nic.bc.ca
Phone: 250-923-9707

Comox Valley Campus, Village H (portables)
Wednesday 6:00 p.m. to 9:00 p.m.
Thursday 9:00 a.m. to 1:00 p.m.
Contact ABT Instructor - Jeannette Gingras
Email: jeannette.gingras@nic.bc.ca
Phone: 250-334-5000 ext. 4247

Port Alberni Campus, N115

Monday 1:00 p.m. to 4:00 p.m.

Wednesday 9:00 a.m. to noon

Contact ABT Instructor - Mary Louise Harrison
Email: marylouise.harrison@nic.bc.ca
Phone: 250-724-8724

Port Hardy Campus, PH 101

Tuesday 9:00 a.m. to 3:00 p.m.

Contact ABT Instructor - Shirley Ackland
Email: shirley.ackland@nic.bc.ca
Phone: 250-949-2867



mailto:janet.richardson@nic.bc.ca
mailto:jeannette.gingras@nic.bc.ca
mailto:marylouise.harrison@nic.bc.ca
mailto:shirley.ackland@nic.bc.ca

Appendix 2: ABT Program Requirements

Note: Course descriptions and start dates for specific courses can be obtained from the BCCampus website at
www.portal.bccampus.ca or from an Educational Advisor at your local North Island College campus.
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Core Program: Office Assistant | Certificate

All course dates are subject to change depending on enrolment.
Please check BCcampus portal for current course dates.

Admission Requirements:
1. A minimum of C grade in Provincial English 12, or TPC 12, or NIC upgrading ENG 098, ENG 060 or ESL 090, or
equivalent, or successful English placement testing; and,
2. A minimum of C grade in Apprenticeship and Workplace Mathematics 10, or Essentials Math 10, or Foundations
of Math 10, or NIC upgrading MAT 024 (Note MAT 034 will be required for the 2011FA intake), or equivalent, or

successful math placement testing.

Course Code Course Name & Prerequisite Credits Course Fee*
Hours
oo | s
ABT100 | Neyboarding 14'2 ‘;{ggri;s $126.54
ABT 101 Lr:etrregzdigtTi%QOto Computers and the Internet 15% (r:]r(;eljjri;s $126.54
potios | T A
poTiio | peerts Meragenen Lot T saass
poTin | e e Looedts | siaese
poTite | oL LSoedts | gia654
poTiir | b g Sordts | sizese
ABT 147 FI)Srl:rsggeiE Mggh & Calculators 1455 (k:]r(;eljzlri;s $126.54
ABT 148 IDBrgrS;g]e,sﬁ?BEr:)%y ?Coreq: 100 SOCLeOdJﬁ $253.08
iedts | s

Estimated Total Fees: $1391.94
Estimated NISU Fees: $53.96
Estimated Books & Equipment Fees: $1100.00

* Course and associated fees are estimates only and subject to change.
Required Proficiencies:
To be eligible to receive a certificate, a student must achieve a minimum of 70% (B-) in each

course listed for the certificate.

Keyboarding speed requirement for the Office Assistant | Certificate is 40 words per minute
with a maximum error rate of three errors on each of three two-minute timings.
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Computing Accounting Assistant Certificate

All course dates are subject to change depending on enrolment.
Please check BCcampus portal for current course dates.

Admission Requirements:
Office Assistant I Certificate

nggze Course Name & Prerequisite Credits Course Fee*
Hours
ABT 102 Fﬁgxg?fgingz(l)!lg%peed Development) 315Cy:23irts $84.36
ABT 120 g?e?eﬁ:e pesh 020, 116, 148 3locr:gﬂirts $84.36
ABT 126 | presnitn ot ooy | 36436
ABT 135 IE)rS;[:ql?ai%T 020, 101 15% %rgfrif $126.54
i | sunss
Pt | P S | s
cons | 56872
ABT 162 nge?qthﬁBnTgolzlo, 147, 161 SOCL?JE $253.08
sooedts | som0m

* Course and associated fees are estimates only and subject to change.

Required Proficiencies:

To be eligible to receive a certificate, a student must achieve a minimum of 70% (B-) in each

course listed for the certificate.

Estimated Total Fees:$1265.40
Estimated NISU Fees: $49.05
Estimated Books & Equipment Fees: $1100.00

Keyboarding speed requirement for the Computing Accounting Assistant certificate is 50 words

per minute with a maximum error rate of three errors on each of three five-minute timings.
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Legal Administrative Assistant Online Courses

All course dates are subject to change depending on enrolment.
Please check BCcampus portal for current course dates.

Admission Requirements:
Office Assistant | Certificate and ABT 120 Job Search

Course Credits
Code Course Name & Prerequisite Course Fee*
Hours
Keyboarding Il (Speed Development) 1 credit
ABT 102 | prereq: ABT 020, 100 35 hours $84.36
Introduction to the Canadian Legal System 1 credit
ABT 170 Core Preresq: ABT 020, 101, 102, 117, 148 30 hours $84.36
Legal Office Procedures 1.5 credits
ABT 171 Core prereqs. 45 hours $126.54
Litigation Procedures | 2 credits
ABT 172 Core prereqgs. plus pre- or corequisites: ABT 170, 171 60 hours $168.72
Litigation Procedures Il 2 credits
ABT 173 Core preregs. plus ABT 170, 171, 172 60 hours $168.72
Family Litigation Procedures 2 credits
ABT 174 Core preregs. plus ABT 147, 170, 171, 172 and co- 60 h $168.72
requisite: ABT 173 ours
Conveyancing Procedures | 2 credits
ABT 175 Core prereqgs. plus ABT 170, 171 60 hours $168.72
Conveyancing Procedures Il 2 credits
ABT 176 Core preregs. plus ABT 170, 171, 175 60 hours $168.72
Corporate Procedures | 2 credits
ABT 177 Core prereqgs. plus ABT 170, 171 60 hours $168.72
Corporate Procedures Il 1 credit
ABT 178 Core preregs. plus ABT 170, 171, 177 30 hours $84.36
Wills and Estates 2 credits
ABT 179 Core preregs. plus ABT 170, 171 60 hours $168.72

Estimated Total Fees: $1560.66
Estimated NISU Fees: $60.50
Estimated Books & Equipment Fees: $1100.00

* Course and associated fees are estimates only and subject to change.
Required Proficiencies:
To be eligible to receive a certificate, a student must achieve a minimum of 70% (B-) in each

course listed for the certificate.

Keyboarding speed requirement for the Legal Administrative Assistant certificate is 50 words
per minute with a maximum error rate of three errors on each of three five-minute timings.
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Administrative Assistant Certificate

All course dates are subject to change depending on enrolment.
Please check BCcampus portal for current course dates.

Admission Requirements:
Office Assistant | Certificate

Course Credits

Code Course Name Hours Course Fee*
ABT 102 PKrgr)gg?erdTir;golyllg%peed Development) 3150;?)3?8 $84.36
ABT 120 ‘Il(rjebreﬁ:e 2§Th 020, 116, 148 310Cr:gﬂirts $84.36
ens | 812654
AT s | SpreaeEl oo | 812658
ABT 126 | presetation Softre s | 39430
ABT 135 Erg:sqb:a:gT 020, 101 15% c;]rslji:;s $126.54
ABT 150 IDOrg:e!;O:BT 020, 102, 117 3locr:§ﬂirts, $84.36
ABT 152 Lrlteiggétfgfgfffﬁ,Zgéﬂ]if‘iﬂizﬁ,ems, 151, 102 14% %rfgriés $126.54
e

Estimated Total Fees:$1138.86
Estimated NISU Fees: $44.15
Estimated Books & Equipment Fees: $1100.00

* Course and associated fees are estimates only and subject to change.

Required Proficiencies:
To be eligible to receive a certificate, a student must achieve a minimum of 70% (B-) in each
course listed for the certificate.

Keyboarding speed requirement for the Administrative Assistant certificate is 50 words per
minute with a maximum error rate of three errors on each of three five-minute timings.



Medical Office Assistant Certificate

All course dates are subject to change depending on enrolment.
Please check BCcampus portal for current course dates.

Admission Requirements:
Office Assistant | Certificate

Course Credits
Code Course Name Course Fee*
Hours
Keyboarding Il (Speed Development) 1 credit
ABT 102 Prereq: ABT 020, 100 35 hours $84.36
Job Search 1 credit
ABT 120 Prereq: ABT 020, 116, 148 30 hours $84.36
Medical Terminology | 1 credit
ABT 182 Prereq: ABT 020 30 hours $84.36
Medical Terminology Il & Related 3 credits
ABT 183 ANA/PHYS 90 hours $253.08
Prereq: ABT020, 182
Medical Transcription 2 credits
ABT 184 Prereq:, ABT 020, 182, 183 60 hours $168.72
Medical Administrative Procedures 2 credits
ABT 185 Prereq:, ABT 020 60 hours $168.72
Medical Terminology Il 1 credit
ABT 186 Prereq: ABT 020, 182, 183 30 hours $84.36
Medical Billing — Manual 1 credit
ABT 187 Prereq: ABT 020, 182, 183 30 hours $84.36
Medical Billing — Computerized 1 credit
ABT 188 Prereq: ABT 020, 187 30 hours $84.36
Clinical Procedures and Practice 2 credits
ABT 189 ABT 020 60 hours $168.72

Estimated Total Fees:$1265.40
Estimated NISU Fees: $49.05

* Course and associated fees are estimates only and subject to change.

Required Proficiencies:
To be eligible to receive a certificate, a student must achieve a minimum of 70% (B-) in each
course listed for the certificate.

Keyboarding speed requirement for the Medical Office Assistant certificate is 50 words per
minute with a maximum error rate of three errors on each of three five-minute timings.



