AMGT- Administrative
Management

AMGT 127 Business Office Procedures: 3 Credits (3 Lec)

This course is designed to prepare students for performing various
administrative and office functions in the contemporary business
environment. Topics to be covered include the use of Microsoft Outlook,
records management and filing systems, processing mail, handling credit
and collections, managing and troubleshooting computer systems, and ten-

key typing skills.
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