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Clayton State University
Credit by Exam Procedures

Students who have taken a class listed here (grade of W, F, WF, I) or are currently enrolled in the class cannot test out of the class.  Students are allowed only one attempt per course to test for Credit by Exam.  
A fee is assessed for each test that is taken.  This fee is to be paid in the Testing Center at the time of testing and is non-refundable.

Call the Testing Center at 678-466-4495 to schedule an appointment to take the theory test.  Upon successful completion of that test, call Joan Bass in the School of Technology at 678-466-4633 to be directed to the appropriate instructor for the hands-on portion of the exam.

OFFC 1100—Business English

Take comprehensive exam in the Testing Center; must make 85% or higher to receive credit by examination.  Test consists of 200 questions and has a time limit of 2.5 hours.
Recommended For Study:  Current textbook used in OFFC 1100.  
Guffey, Mary Ellen.  Professional English, 3rd ed.  Thomson, South-Western, 2005.
OFFC 1101—Introduction to Office Computing

1. Theory Test - Take theory test in the Testing Center; must make 75% or higher to proceed to the next step in testing.  Test consists of 40 questions and has a time limit of 45 minutes.
2. Performance Test – Take Performance Test.  This is a hands-on test covering Windows functions and computer operations and has a time limit of 1 hour.  Test will be graded within one week.  Must achieve 85% to receive credit by examination. Performance Test will be administered by an Office Administration faculty member.  

Software Used:  Windows 2000, XP, or higher; Internet Explorer 5.0 or higher
Recommended For Study:  Current textbooks used in OFFC 1101.  
Ambrose, Ann; Bergerud, Marly; Bushe, Donald; Morrison, Connie; Wells-Pusins, Delores.  IC3 BASICS, Internet and Computing Core Certification.  Thomson Course Technology, 2003.
OFFC 1111—Word Processing I/Keyboarding
1. Theory Test—Take theory test in the Testing Center; must make 75% or higher to proceed to the next step in testing.  Test consists of approximately 100 questions and has a time limit of 1.5 hours.

2. Timed Writing—Take five-minute timed writings (three chances allowed); must have 40 words per minute with five or fewer errors or a net speed of 40 words per minute (obtained by deducting two words per error) on one of these timed writings to proceed to the next step in testing.  Timed writings will be administered by an Office Administration faculty member.

3. Performance Test—Take Performance Test; this test will be graded at a later date and you will be notified within one week.  Test is graded on number of documents completed and accuracy.  Must achieve 85% to receive credit by examination.  Performance Test will be administered by an Office Administration faculty member.

Software Used:  Microsoft Word 2003
Recommended For Study:  Current textbook used in OFFC 1111.  
VanHuss, Susie H.; Forde, Connie; and Woo, Donna L.   Keyboarding and Formatting Essentials, Lessons 1-60.  Thomson South-Western, 2005.

OFFC 1112—Word Processing II/Document Processing

1. Theory Test—Take theory test in the Testing Center; must make 75% or higher to proceed to the next step in testing.  Test consists of approximately 50 questions and has a time limit of one hour.

2. Timed Writing—Take five-minute timed writings (three chances allowed); must have 50 words per minute with five or fewer errors or a net speed of 50 words per minute (obtained by deducting two words per error) on one of these timed writings to proceed to the next step in testing.  Timed writings will be administered by an Office Administration faculty member.

3. Performance Test—Take Performance Test; this test will be graded at a later date and you will be notified within one week.  Test is graded on number of documents completed and accuracy.  Must achieve 85% to receive credit by examination.  Performance Test will be administered by an Office Administration faculty member.  

Software Used:  Microsoft Word 2003
Recommended For Study:  Current textbook used in OFFC 1112.  
VanHuss, Susie H.; Forde, Connie; and Woo, Donna L.  Formatting and Document Processing Essentials, Lessons 61-120.  Thomson South-Western, 2005.
OFFC 2202—Business Math

1. Part One—Take test (multiple choice and true or false) in the Testing Center; must make 80% or higher to proceed to the next step in testing.  Test consists of 100 questions and has a time limit of two hours.  Students may use a calculator.

2. Part Two—Take word problem test; this test will be graded at a later date and students will be notified within one week.  Test consists of 20 word problems and has a time limit of 90 minutes.  Students may use a calculator.  Must achieve 80% to proceed to the next step in testing.  Part Two of the test will be administered by an Office Administration faculty member.

3. Part Three—Take proficiency test on using an electronic calculator; this test will be graded at a later date and students will be notified within one week.  Must achieve 80% to receive credit by examination.  Part Three of the test will be administered by an Office Administration faculty member.

Recommended For Study:  Current textbook used in OFFC 2202. 

Slater, Jeffrey.  Practical Business Math Procedures, Ninth Edition.  Boston:  McGraw-Hill/Irwin, 2008.
OFFC 2206—Presentation Software

OFFC 2209/2210—Spreadsheet for the Office I/Spreadsheet for the Office II
OFFC 2214--Database
Credit is given for these courses by passing certain tests in the Microsoft Office Specialist certification program.  See chart below:
	To get credit for this CSU course:
	Successfully complete this Microsoft Office Specialist Test*

	OFFC 2206
	PowerPoint 2003 Specialist Certification

	OFFC 2209
	Excel 2003 Specialist Certification

	OFFC 2210
	Excel 2003 Expert Certification

	OFFC 2214
	Access 2003 Specialist Certification


*Students must present the official Microsoft certification as proof of successful completion.

Skill standards for each test can be found at http://www.microsoft.com/learning/mcp/officespecialist/requirements.asp.  It is strongly suggested that students check their competency against these standards before making an appointment for an exam.

Testing appointments can be made through Advanced Technology Group (ATG) at http://www.atg.org/. Clayton State University is a testing location for ATG, so you may take the test in the testing center on campus; but the appointment must be made through ATG (404)252-9611               
Important:  Any cost incurred in testing is the student’s responsibility.

Credit for CPS Certification
Clayton State University awards credit for the Certified Professional Secretaries (CPS) examination program.  When a student has completed CPS certification, credit will be given for the following courses:

OFFC 1100
Business English

OFFC 2205
Business Communication

OFFC 2207
Administrative Procedures
OFFC 2250
Office Accounting I

SUPR 1101
Interpersonal Employee Relations
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