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Center for Business & Applied Arts (continued)
Business & Marketing (continued)
Paralegal
Paralegal Post-baccalaureate Certificate
Property Management Certificate
Quality Management Certificate
Real Estate
Retail Management Certificate
Sales Academy Certificate
Small Business Entrepreneurship
Supervisory Management

Baking/Pastry Arts
Barber/Cosmetologist
Culinary Arts

Destination Management Certificate

Food Service Production

Health Club Technician Certificate

Home Baking Certificate

Hotel & Restaurant Management

Meeting & Event Management

Meeting & Event Management Certificate

Nail Technician Certificate

Recreation Management: Activity/Fitness Leader
Recreation Management: Facility Operations Specialist
Senior Activity Director Certificate

Center for College Preparedness & Academic Advancement (CPAAC)
Individual Studies

Individualized Technical Studies

Center for Construction, Manufacturing, Apprenticeship & Transportation (CMAT)

Construction

Cabinetmaking & Millwork
Construction & Remodeling
Technical Studies—Journeyworker

Manufacturing
CNC Specialist Certificate
HVAC Certificate
Industrial Automation Post Baccalaureate Certificate
Industrial Maintenance Technician
Industrial Maintenance Technician Certificate

This catalog is accurate as of April 1, 2010.
For the most up-to-date information,
visit the Madison College Website at matcmadison.edu.

119-120
121-122
123-124

125
126-127
128-129

130
131-132
133-134

135-136
137-138
139-140
141
142-143
144
145
146-147
148-149
150-151
152
153-154
155-156
157

158-159

160-161
162-163
164

165
166-167
168
169-170
171-172



Center for Construction, Manufacturing, Apprenticeship & Transportation (CMAT) (continued)
Manufacturing (continued)

Machine Tool Operations Certificate 173-174
Machine Tooling Technics 175-176
Welding 177-178

Transportation

Agricultural Equipment Technology 179-180
Auto Collision Repair & Refinish Technician — 1 year 181-182
Auto Collision Repair & Refinishing Technician — 2 year 183-184
Automotive Custom Painting Certificate 185-186
Automotive Technician 187-188
Automotive Technology 189-190
Diesel & Heavy Equipment Technician 191-192
Diesel Equipment Technology 193-194
Motorcycle, Marine & Outdoor Power Products Technician 195-196

Center of Health & Safety Education (CHASE)

Associate Degree Nursing 197-198
Nursing Assistant 199
Nursing Completion LPN to ADN 200-201
Practical Nursing 202-203

Health-Related Professions

Clinical Laboratory Technician 204-205
Clinical Ophthalmic Assistant Certificate 206-207
Dental Assistant 208-209
Dental Hygienist 210-211
Dietary Manager Certificate 212
Dietetic Technician 213-214
Language Interpreter for Health Services 215-216
Mammography Certificate (ATC) 217
Medical Assistant 218-219
Medical Coding Specialist - Advance 220-221
Occupational Therapy Assistant 222-223
Optometric Technician 224-225
Phlebotomy Certificate 226-227
Physical Therapist Assistant 228-229
Polysomnography Certificate (ATC) 230
Radiography 231-232
Respiratory Therapist 233-234
Restorative & Rehabilitation Therapy Aide Certificate 235

Surgical Technologist 236-237

This catalog is accurate as of April 1, 2010.
For the most up-to-date information,
visit the Madison College Website at matcmadison.edu.



Center of Health & Safety Education (CHASE) (continued)
Health-Related Professions (continued)
Therapeutic Massage 238-239

Center for Human and Protective Services

Early Childhood Education 240-241

Emergency Medical Services

Emergency Medical Technician-Basic (EMT-B) 242-243
Emergency Medical Technician-Intermediate Technician (EMT-Intermed. Tech.) 244-245
Emergency Medical Technician—Paramedic 246-247

Human Services

Human Services Associate 248-249

Protective Services

Criminal Justice-Law Enforcement 250-251
Criminal Justice-Law Enforcement Academy 252-253
Digital Forensics Certificate 254-255
Fire Protection Technician 256-257

Fire Services Certification 258-259

This catalog is accurate as of April 1, 2010.
For the most up-to-date information,
visit the Madison College Website at matcmadison.edu.



Madison Area Technical College
Basic Horticulture

Associate Degree Transfer Program

Agriculture and Natural Resources Program Cluster
Center for Agriscience and Technologies

Courses offered at Madison Campuses

For information call: (608) 246-6800 or
(800) 322-6282 Ext. 6800

Effective: 2010-2011
Program Number: 30-001-5

About the Program

Madison Area Technical College offers eight associate-degree
courses dealing specifically with ornamental horticulture- the
cultivation and use of plants and flowers to control, beautify and
improve our environment.

Although a full associate degree program is not available at
Madison Area Technical College, these courses offer students a
foundation in horticulture and with additional Madison Area
Technical College courses can provide up to 40 credits that can
transfer to Gateway Technical College’s Horticulture Program in
Kenosha, Wisconsin. We recommend communicating directly with
Gateway Technical College regarding transfer of credits and other
advising on how best to pursue this degree by calling (262) 564-
2434.

Students enroll in horticulture courses for varying reasons. Some
take one or more courses to explore the field. Others take a few
horticulture courses to further training. Others are interested in
graduating with an associate degree in horticulture. For those
individuals, staff can arrange a specific schedule including general
education, business and marketing courses that will transfer to
Gateway Technical College. Students planning to pursue an
associate degree should contact the Agriscience Department
before or at the time of registration.

Horticulture classes, except field trips, are held at the Commercial
Avenue Education Center, 2125 Commercial Avenue, during the
regular college semester. Three courses are typically offered each
semester and are taught in the evening.

Curriculum

The courses listed below outline the requirements for graduation for students entering
this program in the 2010-2011 academic year. Requirements for graduation may vary
depending on the semester in which a student is admitted to their program.
Current/continuing students should consult their degree progress report available
through their inside MATC account for specific graduation requirements. Program
requirements are subject to change.

In a typical semester, three courses are offered.

Courses

10-001-111
10-001-120
10-001-134
10-001-140
10-001-143
10-001-144
10-001-145
10-001-155

Hrs/week
Credits Lec-Lab
Introduction to Horticulture .............cccoevvevevieneirevene. K 2-2

Landscaping -Interior
Turf and Lawn Management ..........ccccoeeueeueeuerenseinennns
Introduction to Landscape Design...........c.veeeeererieennes
Garden and Bedding Plants...........
Floral Design 1.........ccccvveunee.
Floral Design 2..................
Garden Center Operations ............cccoucecvnieenccecssiencceene, KT 2-2
Semester Total 24

w w
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Madison Area Technical College
Basic Horticulture

Program Courses

10-001-111  Introduction to Horticulture 3 credits
Introduces plant science and the four branches of horticulture with
an emphasis on ornamental horticulture. Covers the structure
and function of plants and how they are affected by light, water,
temperature, soil, pests, climate and nutrient availability. Labs
combine hands-on experience, videos and demonstrations.
10-001-120  Landscaping-Interior 3 credits
Students learn to choose plants to create pleasing and
professional interior displays. Includes diagnosing and solving
plant problems, drawing plans and writing maintenance contracts.
Labs provide hands-on experience.

10-001-134  Turf and Lawn Management 3 credits
Examines how to effectively start and maintain professional
appearing lawns/turf. Discusses which grasses to use, turf
chemicals, equipment and diagnosing problems. Labs include
identification of weeds and several field trips to study various uses
of turf.

10-001-140 Introduction to Landscape Design 3 credits
Teaches how to plan and draw a professional landscape design.
Focuses on selecting correct plant material, proper placement and
uses of landscape construction elements. Lab provides practical
design and drawing experience.

10-001-143  Garden and Bedding Plants 3 credits
Covers greenhouse propagation and growing of annual and
perennial plants used for bedding plants in landscaping
Covers bedding plant identification, culture, landscape use
and flower-bed design. Labs include hands-on experience
emphasizing proper technique in propagating and
transplanting bedding plants, applying growth regulators and
controlling pests.

10-001-144  Floral Design 1/Commercial 3 credits
Students practice basic principles, elements and mechanics
of floral design. Involves identification, care and handling of
flowers and foliages. Includes hands-on designing of
corsages, primary arrangements and holiday arrangements.

10-001-145  Floral Design 2/Commercial 3 credits
Covers hands-on use of fresh flowers, fresh foliage, dried
materials, silks and fruit in the more advanced floral designs.
Includes discussion of color theory and development of floral
creativity. Prerequisite: 10-001-144.

10-001-155  Garden Center Operations 3 credits
Covers garden center establishment and operation. Course
content includes financial records, merchandising/promotion
strategies and the selection/maintenance of quality plant
materials. Labs include hands-on experiences and field trips.

Program Number: 30-001-5

Career Potential:

Nursery Grower
Greenhouse Grower
Sales and Marketing
Representative
Floral Designer

Golf Course
Maintenance Worker

With additional education and/or
work experience, graduates may
find employment as:

Landscape Designer
Landscape Maintenance
Technician

Interior Plantscaper
Production Supervisor
Floral Shop Owner/Manager
Garden Center
Manager/Owner

More detailed and updated information
on this program may be available at:
matcmadison.edu. The college reserves
the right to make changes in the
regulations and courses announced in
this publication without notice.

Madison Area Technical College
provides equal opportunity in education
and employment.

Rev. 03/10
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Madison Area Technical College Effective: 2010-2011

Farm BUSineSS and Program Number: 30-090-1
Production Management

Less-Than-One-Year Diploma

Agriculture & Natural Resources Program Cluster C urricu I um

Center for Agrisci d Technoloai The courses listed below outline the requirements for graduation for students entering
enter 1or Agriscience ana fechnologies this program in the 2010-2011 academic year. Requirements for graduation may vary

depending on the semester in which a student is admitted to their program.
Program offered at Portage, Reedsburg and Western Dane Current/continuing students should consult their degree progress report available

campuses through their inside MATC account for specific graduation requirements. Program
. . requirements are subject to change.
For information call: (608) 246-6800 or ! . 9
(800) 322-6282 Ext. 6800 Courses Credits
30-090-381  Operating the Farm BUSINESS..........cocuvvvueerrnreviiieinnnn. 3
30-090-382  Soils Management ............. .3
About the Program 30-090-383  Crop Management..... .3
— . . 30-090-384  Livestock Nutrition ..... 3
The objective of the Farm Business and Production Management 30-090-385 L:zgztgzk Ml;r::sgmem _____________________ T3
Program is to meet the needs of persons who are becoming 30-090-386  Farm Records and Busingss ANalYSIS .............cceee 3
established in the business of farming. Instruction is planned over a Total 18

six-year period, but individual enrollment is on an annual basis.
Courses include group instruction and workshops at centers
throughout the districts. On-farm instruction is pre-scheduled with
the instructor.

FSA Borrowers

Individuals with FSA loans may satisfy their advanced training in
crop production, livestock management, financial analysis and
record keeping through enroliment in the Farm Business and
Production Management program. FSA has contracted with the
Wisconsin Technical College System to provide these classes.

Farmers with FSA loans with conditional education requirements
should contact the nearest technical college for information and
registration. The FSA will monitor farmers’ progress via technical
college reporting.

Unique Requirements for Admission

Enrollment for this program is open to any individual who is beyond
high school age and is actively engaged in or about to enter
farming. This includes farm owners, operators, renters, partners,
managers and hired persons. Both men and women are

encouraged to enroll. Many farm couples attend classes together. Unique Requirements for Graduation

Enrollees should plan to attend reqularly scheduled group To graduate from this program, a student must successfully complete the
instruction sessions and allow time for individual instruction on their six required courses, 18 credits.

farms.

Since training in this program is on a year-round basis, registration
can take place at any time. It is advised, however, to enroll during
the summer or early fall.

Note: This program does not qualify for federal veteran’s benefits.
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Madison Area Technical College

Farm Business and Production Management

Program Courses

30-090-381  Operating the Farm Business 3 credits
Emphasizes the management skills and concepts necessary for
students to continue farming with today’s changing technology
and farm business financing. Builds the foundation for other
courses in this program. Special emphasis is given to
establishing and recording farm business and family goals.
Students organize and maintain farm business records, and
interpret and analyze the records to assist in making sound farm
business management decisions. Students evaluate goals and
objectives upon completion of the course.

30-090-382  Soils Management 3 credits
Covers preparation and implementation of a land-use plan and
helps students understand soil testing procedures and reports.
Students receive instruction on understanding and implementing
fertilizer recommendations and budgets. Covers application of
farm manures, chemicals, soil conservation practices, and the
management and safe use of farm machinery and equipment.
Students learn to choose plants to create pleasing and
professional interior displays. Includes diagnosing and solving
plant problems, drawing plans and writing maintenance contracts.
Labs provide hands-on experience.

30-090-383  Crop Management 3 credits
Crop management emphasizes analysis of the farming business
and planning cropping practices and strategies to meet student
needs. Specific topics relate to variety, selection, planning, pest
control, harvesting, storing and marketing. In addition, the farm
cropping program is related to the total farm enterprise on a short-
and long-term basis.

30-090-384  Livestock Nutrition 3 credits
This course emphasizes the skills, techniques and concepts
necessary for sound feeding management. It covers the
determination of feed values; the economics of feed;
nutritional terminology and requirements; feed consumption
of livestock, breeding; understanding feed tag labels for
protein, energy, minerals and vitamins; evaluation of base
feed and feeding programs; and metabolic diseases of
lactating livestock. Not part of nutrition, but also included in
this course, is a discussion of how the farm family can deal
with stress factors and identify its role in the community.

30-090-385 Livestock Management 3 credits
The livestock management course provides instruction on the
various phases of selection, breeding, herd health, raising of
replacement stock, and marketing livestock and livestock
products. It includes the selection, operation and
maintenance of milking, feeding, ventilation, manure
handling, equipment and farm buildings.

30-90-386  Farm Records and

Business Analysis 3 credits
Instruction emphasizes the practical use of a record system in
farm management and financial analysis. It includes the
establishment of farm business goals, selection and use of
farm credit, farm business arrangements, farm estate
planning and farm income taxes. Instruction is provided on
the use of computers and/or computer records.

Recommended Elective:

30-090-387  Farm Management Update 3 credits
Because of changing production technology and farm
management decisions, established farmers need to receive
up-to-date instruction and information on current practices for
farm records and analysis, soils, crop management, and
livestock nutrition and management. The specific objectives
of this course are modified on a yearly basis to meet the
needs of area farmers.

Program Number: 30-090-1

Career Potential:

=  Family Farm Operator
=  Family Farm Owner

With additional education and/or
work experience, graduates may
find employment as:

= Dairy Herdsman

= General Farm Manager

=  Field Equipment Operator

= Livestock Production
Specialist

= Crop Production Specialist

More detailed and updated information
on this program may be available at:
matcmadison.edu. The college reserves
the right to make changes in the
regulations and courses announced in
this publication without notice.

Madison Area Technical College
provides equal opportunity in education
and employment.

Rev. 03/10
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Madison Area Technical College

Veterinary Technician

Associate in Applied Science Degree
Agriculture & Natural Resources Program Cluster
Center for Agriscience & Technologies

Program offered at Madison Campuses

For information call: (608) 246-6800 or
(800) 322-6282 Ext. 6800

About the Program

Students are taught the skills and procedures to effectively contribute
to the health and well being of veterinary patients. Veterinary
technicians, while always working under the supervision of a
veterinarian, provide many services. Routine duties include restraint
of animals, sample collection, nursing care (IV catheter placement,
bandage application, medication administration, etc.), feeding of
animals, record keeping, office procedures, and client education and
communication. Other skills include administration of anesthesia,
surgical nursing, radiographic procedures, dental prophylaxis, clinical
pathology procedures and medication preparation. This job requires
the physical strength to lift and carry 50 pounds, the ability to
distinguish colors, and to have good vision and good hearing.

Upon completion of the program, graduates are eligible to take the
Veterinary Technician National Exam (VTNE) administered by the
Veterinary Examining Board of the Wisconsin Department of
Regulation and Licensing. Receiving a passing score on the VTNE
permits the use of the title of Certified Veterinary Technician.

This program is accredited by the American Veterinary Medical
Association’s Committee on Veterinary Technician Education and
Activities.

A completed packet consists of the completed application form,
$30 application fee (if not previously paid), high school transcripts,
GED/HSED test scores, college transcript(s) and ACT/COMPASS
test scores. An incomplete packet will be returned without being
considered for admissions. If the transcripts were previously
submitted, a new copy(s) needs to be included with the admissions
packet.

Unique Requirements for Admission

1) High school graduation or equivalency; 2) high school and post-
secondary transcripts; 3) one year of high school algebra, biology and
chemistry with a grade of C or better; and 4) satisfactory score on
ACT test (or COMPASS or equivalent assessment test prior to
admission).

It is recommended that applicants obtain occupational experience
with animals prior to applying for admission. Applicants without
algebra, biology and chemistry can take these courses at Madison
College; however, they must complete them by the end of spring
semester for admission the following fall. Courses in accounting,
agriculture, math, keyboarding and computer skills may be helpful.

Unique Requirements for Graduation

To succeed in the program, a student must receive a grade of C or
higher in all program courses; students who fail to do so, or withdraw
while the course is in progress, may re-enroll in that course only
once.

Effective: 2010-2011
Program Number: 10-091-1

Curriculum

The courses listed below outline the requirements for graduation for students entering this
program in the 2010-2011 academic year. Requirements for graduation may vary
depending on the semester in which a student is admitted to their program.
Current/continuing students should consult their degree progress report available through
their inside MATC account for specific graduation requirements. Program requirements
are subject to change.

FIRST YEAR Hrs/week
First Semester Credits Lec-Lab
10-091-105  Occupational Preparation ..........ccccceveeveeerrerenniens | P 1-0
10-091-123  Laboratory Animal Science 1...

10-091-170  Veterinary Medical Terminology ...

10-091-171  Animal Care and Management 1..

10-801-195  Written Communication.............

10-806-105  Principles of Animal Biology........c.ccoueeinieinieinieniennee.

Semester Total

Second Semester

10-091-107  Animal Disease 1......

10-091-109  Pharmacology 1 .......ccccovvenee

10-091-120  Veterinary Clinical Pathology 1.

10-091-131  Veterinary Office Procedures 1.....

10-091-172  Animal Care and Management 2..

10-806-178  Life Science Chemistry ......cocccevccecsvicssceccsiinsiecnne,
Semester Total

Summer Session

10-091-158  Internship (8 weeks/288 hours minimum)................. b 40
SECOND YEAR
First Semester
10-091-108  Animal DiSEase 2..........ccccvrumrvmrinrinreerierierienienes 2
10-091-124  Veterinary Clinical Pathology 2.........cccccveereinieneunns 3
10-091-127  Surgical NUISING 1......c.oovvivnieneninineireeeeeeeieees 3
10-091-128  Animal Nursing 1........ccc..uc... 2.
10-091-132  Veterinary Office Procedures 2.... 1.
10-091-140  Animal Anatomy and Physiology 1 .......c.ccocrenieneenee 4
10-801-197  Technical Reporting .......ccocceveveeenscessisicecssisiecnee, 3
Semester Total 18

Second Semester

10-091-110  Pharmacology 2 .........ccoueeneeneeneeneerneeneeneiseeseeeneinens
10-091-121  Veterinary Clinical Pathology 3.

10-091-133  Veterinary Office Procedures 3.

10-091-152  Surgical NUISING 2........cocueurirneereireenieneireseieeeneinens
10-091-153  DiagnostiC IMaging.........cceeerereereeeernerneereieesneneenes
10-809-197  Contemporary American Society .. .
10-809-199  Psychology of Human Relations.........c..cccocccnnieeeeee,

Semester Total

Recommended Additional Courses

10-091-114  Animal Behavior 2 credits
10-091-117  Exotic Animal Husbandry 2 credits
10-091-129  Clinical Rotation 2 credits

Note: Students are assessed for correct placement in English or mathematics
courses based on their scores on the ACT/COMPASS test or on completion of the
appropriate prerequisite(s). Additionally, there may be courses in other subject
areas that may use COMPASS scores as prerequisites when reading, writing,
chemistry, math, or critical thinking competencies are required.
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Madison Area Technical College
Veterinary Technician

Program Courses

10-091-105  Occupational Preparation 1 credit
Acquaints new students with the general competencies necessary
to be employed as veterinary and laboratory animal technicians.
Addresses the student's personal safety, health and stress
management. Discusses memberships in professional
organizations, certification, licensing. and internship preparation.
Briefly discuss animal loss and bereavement.

10-091-107  Animal Disease 1 2 credits
Covers etiology, symptoms, transmission, diagnosis, prevention
and control of diseases that are transmissible from animals to
humans as well as animals to animals. Reporting requirements and
handling of diagnostic samples involving high-exposure diseases
are also discussed. Prerequisite: 10-091-170.

10-091-108  Animal Disease 2 2 credits
Covers etiology, symptoms, transmission, diagnosis, prevention
and control of common diseases in a wide variety of animal
species. Toxic plants and other substances, as well as reporting
and monitoring of federally regulated diseases will also be
discussed. Prerequisites: 10-091-107 and completion of or
concurrent enrollment in 10-091-171 and 10-091-123.

10-091-109 Pharmacology 1 2 credits
Introduction to drugs and other substances used in veterinary
medicine. Emphasizes drug usage, client education, measurement,
administration, and safe storage of antiparasitics,
antiinflammatories, antibiotics and nervous system drugs.
Prerequisites: 10-091-170 and 10-091-171.

10-091-110 Pharmacology 2 2 credits
Introduction to drugs and other substances used in veterinary
medicine. Emphasizes drug usage, client education, measurement,
administration, and safe storage of cardiac, respiratory,
gastrointestinal, chemotherapy, ophthalmic and other drugs.
Prerequisites: 10-091-109 and 10-091-158.

10-091-120  Veterinary Clinical Pathology 1 3 credits
Students are introduced to laboratory equipment, elementary
laboratory procedures and the principles of microscopy,
parasitology, urine analysis, hematology and bacteriology.
Prerequisites: 10-091-170 and 10-091-171.

10-091-121 Veterinary Clinical Pathology 3 4 credits
Continues to expand upon the principles, procedures and skills
learned in Vet. Clinical Pathology 1 and 2, including hematology,
parasitology, urine analysis, microbiology, cytology, mycology,
virology, serology, immunology and blood chemistries. Will
continue to expand upon the use of automated laboratory
procedures for hematology and clinical chemistries. Prerequisites:
10-091-124, 10-091-158 and completion of or concurrent
enroliment in 10-806-178.

10-091-123  Laboratory Animal Science 1 2 credits
Includes the history of laboratory animal technology and laboratory
animal uses. Emphasizes the Animal Welfare Act and other
regulations pertaining to the care of laboratory animals. Covers
laboratory animal husbandry in depth as students provide care and
treatment for a colony of laboratory animals. Prerequisites:
completion of or concurrent enrollment in 10-091-105, 10-091-170
and 10-091-171.

10-091-124  Veterinary Clinical Pathology 2 3 credits
Second in sequence of three courses. Students utilize laboratory
equipment, including the microscope and complete selected
laboratory procedures, including parasitology, mycology, urine
analysis, hematology, serology, bacteriology, cytology and blood
chemistries. Prerequisites: 10-091-120 and 10-091-158.

10-091-127  Surgical Nursing 1 3 credits
This introductory course to surgical nursing covers surgical
instruments, package prep, patient prep, anesthesia, monitoring
and post-op care. Prerequisites: 10-091-158 and completion of or
concurrent enroliment in 10-091-140.

10-091-128  Animal Nursing 1 2 credits
Designed to build nursing skills learned in 10-091-172, Animal
Care & Management 2, with emphasis on large animal anesthetic

techniques, surgical preparation and monitoring. Prerequisites:
10-091-181 and completion of or concurrent enroliment in
10-091-127.

10-091-131 Veterinary Office Procedures 1

Covers development of appropriate public, client and staff
relations; telephone etiquette, making appointments, managing
records, client services and education, and personal grooming and
attire. Legal requirements for record keeping as well as an
introduction to the rules and regulations governing the veterinary
and laboratory animal technician will also be discussed.
Prerequisites: 10-091-170 and 10-091-105.

1 credit

10-091-132  Veterinary Office Procedures 2 1 credit
A computer-based course covering office documents, patient
records, billing, estimates, etc., using veterinary office software.
Prerequisites: 10-091-131 and completion of or concurrent
enrollment in 10-091-171.

10-091-133  Veterinary Office Procedures 3 1 credit
Explores in-depth the rules and regulations governing the practice
of veterinary technology in Wisconsin. Covers skills necessary to
obtain a CVT position including letter and resume writing, interview
skills and professional etiquette. Pet loss and grief are also
explored. Prerequisites: 10-091-132 and 10-091-158.
10-091-140  Animal Anatomy and Physiology 1 4 credits
Lectures will emphasize terminology, functions, location,
identification and organization of anatomical structures that are
parts of body systems. Students dissect and study cadavers and
tissue specimens from common domestic species. Prerequisite:
10-806-105 or equivalent and completion of or concurrent
enroliment in 10-091-171.

10-091-152  Surgical Nursing 2

Focuses on the continuation of basic surgical nursing and
anesthesia skills. Also covers basic dental prohylaxis, dental
radiography and cardiopulmonary resuscitation. Prerequisite:
10-091-127.

2 credits

10-091-153 Diagnostic Imaging 2 credits
Covers radiology, electrocardiography, ultrasound, endoscopy,

and other special imaging procedures and technologies.
Prerequisites: 10-091-127 and 10-091-140.

10-091-158 Internship 4 credits
Internship (work experience) is a very important phase of practical
training for students enrolled in the program. It generally follows

the second semester of classwork in the college summer recess
and is conducted during a period of eight weeks (or 320 hours).
The student's work is supervised by assigned instructors.
Prerequisite: completion of all first-year program courses.

10-091-170  Veterinary Medical Terminology 2 credits
Teaches acceptable veterinary medical terminology for common
clinically recognizable diseases, operations, systems and
procedures, as well as common medical signs, abbreviations and
colloquial vocabulary.

10-091-171 Animal Care and Management 1
Focuses on handling and husbandry of the animals most
commonly seen in veterinary medicine. Includes animal behavior,
nutrition and healthcare. Prerequisites: completion or concurrent
enrollment in 10-091-170, 10-806-105 and 10-091-105.

3 credits

10-091-172  Animal Care and Management 2 3 credits
Focuses on handling, medical nursing and disease processes of
the animals most commonly seen in veterinary medicine.
Prerequisites: 10-091-170, 10-091-171 and 10-091-105.

Program Number: 10-091-1

Career Potential:

= Veterinary Technician
= Laboratory Animal
Technician

Technicians are usually
employed by:
small/companion, large
animal/equine, mixed animal
or exotic animal practices or
humane societies. Also, can
help with care and use of
animals in research
environments.

With additional education
and/or work experience,
graduates may find
employment as:

= Hospital Managers

= Facility Managers

= Pet Food Company
Representative

= Drug Company
Representative

More detailed and updated
information on this program may be
available at: matcmadison.edu. The
college reserves the right to make
changes in the regulations and
courses announced in this publication
without notice.

Madison Area Technical College
provides equal opportunity in
education and employment.

Rev. 03/10
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Madison Area Technical College

Architectural Technician

Associate in Applied Science Degree
Applied Engineer Technologies Program Cluster
Center for Agriscience & Technologies
Program offered at Madison Campuses

For information call: (608) 246-6800 or
(800) 322-6282 Ext. 6800

Effective: 2010-2011
Program Number: 10-614-1

About the Program

The architectural area is broad and challenging. It is the purpose
of the architect and/or consulting engineer to supply owners with
a set of plans and specifications of the structure desired. The
architectural technician assists the architect or engineer in the
development of plans and specifications, and while in the field,
checks on building compliance with the contract documents.

Unique Requirements for Admission

High school course recommendations: We strongly recommend
that students take the math sequence of Algebra 1 and Algebra
2 to best prepare them for this program. In addition, a high
school physical science course is highly recommended.
Students must earn a 2.0 (C) or better in these high school
courses. Contact the Architectural Technician academic advisor
at (608) 246-6232 for pre-registration advising.

The Architectural Technician Program participates in MAAP
(Mandatory Assessment, Advising and Placement). This
requires new students to complete the COMPASS test.
Advisement and course placement in English and math is done
based on test results. Testing will be required prior to admission.

Unique Requirements for Graduation

Graduation requirements: 68 credits and a GPA of 2.0 (C) or
above; average of 2.0 (C) or above required to occupational
specific courses.

Program Courses

10-614-111  Architectural Graphics 1 3 credits
Emphasizes architectural drafting and the theory of drafting. Proper
architectural lettering, line work and use of drafting tools are discussed.
Orthographic projection isometric, axonometric and perspective
drawings, contours, shade and shadow are covered in the first
semester. Massing studies using the software “Sketch up” is also
incorporated.

10-614-112  Architectural Graphics 2/Studio 3 credits
Small-scale design projects will address the development of design
skills. Topics covered include programming, site analysis, building
materials, and building code issues will be studied for residential and
commercial projects. Prerequisites: 10-614-111 and 10-614-113.

Curriculum

The courses listed below outline the requirements for graduation for students entering this
program in the 2010-2011 academic year. Requirements for graduation may vary
depending on the semester in which a student is admitted to their program.
Current/continuing students should consult their degree progress report available through
their inside MATC account for specific graduation requirements. Program requirements are
subject to change.

FIRST YEAR Hrs/week
First Semester Credits Lec-Lab
10-614-111  Architectural Graphics 1........ccccveurerernrereererrernrisninns 3 1-4
10-614-113  Intro to CAD-Architectural... 3 -
10-614-121  Construction Materials 3

10-614-140  Architectural Print Interpretation ...........ccccoevvinineunn 2

10-801-195  Written Communication 3

10-804-114  College Technical Math 1B........ccocovrvreecieisicrieeee, 2

-
(2]

Semester Total

Second Semester

10-614-112  Architectural Graphics 2/Studio .........coceeeererererrerninns 3
10-614-115  INtro 10 ReVit.....coocvececcc 2
10-614-118  Design Communications. .2
10-804-116  College Technical Math 2... 4
10-806-154  General Physics 1.......... 4
EleCHVE ... 2
Semester Total 17
SECOND YEAR
First Semester
10-614-155  Advanced RevVit..........cocveuvirnernceneiseineccse 2
10-614-123  Electrical and Mechanical Systems. 4
10-614-154  Site DESIGN.....vvvvnrerrriecerrerrieesiseeisesisees e 3
10-614-178  Mechanics/Strengths of Materials............c.ccoeueieneuncs 4
10-614-193  Job Orientation...........cccoveeveennce A
10-809-199  Psychology of Human Relations.. .3
EleCtiVe. oo 2
Semester Total 19

Second Semester

10-614-132  Building ESMating ..........covevuvevrrevnernerieseineisei 2
10-614-142  Architectural Detailing...........cocveureereneencireereenineinens 2
10-614-145  Architectural Design Studio 4
10-801-197  Technical Reporting................ .3
10-809-166  Intro to Ethics: Theory & Application ... .3

EleCtiVe. oo 2

Semester Total 16

Note: Students are assessed for correct placement in English or mathematics
courses based on their scores on the COMPASS test or on completion of the
appropriate prerequisite/s. Additionally, there may be courses in other subject areas
that may use COMPASS scores as prerequisites when reading, writing, math, or
critical thinking competencies are required.

Recommended Electives

10-614-100 Introduction to Architecture 3 credits
10-614-101 Architectural Theory 1 3 credits
10-614-102  Architectural History 3 credits
10-614-114 CAD-Intermediate 2 credits
10-614-135 Building Codes 2 credits
10-614-150 Introduction to Specifications 2 credits
10-614-190 Special Problems 2 credits
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Madison Area Technical College
Architectural Technician

Program Courses (Continued)

10-614-113  Intro to CAD-Architectural 3 credits
Major emphasis is placed on learning the basic commands
necessary to complete 2-dimensional construction drawings for
the architectural community. Approximately 50 percent of the
course is spent on lecture/demonstrations conceming software
commands and procedures, while 50 percent of the course is
spent in on developing operating skills. A basic understanding of
Windows and file management is necessary for success within
the course. The current version of AutoCAD is used as the
teaching tool. Corequisite: 10-614-111 or instructor consent.

10-614-115  Intro to Revit 2 credits
Students gain an understanding of the concepts of the industry's
leading 3D architectural modeling software. Building Information
Modeling (BIM) concepts and advantages will be discussed
throughout the course. Students learn command concepts for
creating 3D BIM models and how this model is used for
automatic creation of floor plans, elevations, sections, and many
other tedious drafting tasks. The course text takes you through a
tutorial approach to create a model and learn the input
commands of the software, yet allows the student to explore the
software more fully. Instructor input is given throughout the
course in order to incorporate various additional topical areas
not covered within the text. At the end of the course, students
will have developed a set of typical construction drawings based
on their BIM mode. Prerequisites: 10-614-113 and 10-614-111.

10-614-118  Design Communications 2 credits
Studio course in techniques and conventions of graphic
communication as an aid in the design process. It covers
graphic principles, media, sketching and perspective drawing
techniques. Emphasis is on developing drawing and rendering
skills using pencil, color marker and pastels. Students generate
sketches, presentation plans, and one- and two-point
perspective drawings and use these drawings to generate a
variety of architectural presentations. Prerequisite: 10-614-111.

10-614-121  Construction Materials 3 credits
Emphasizes materials used in building construction and their
manufacture and application in various construction systems
from wood frame to masonry, steel and precast concrete. Basic
properties of materials are discussed as well as how, when and
where to use them.

10-614-123  Electrical and Mechanical Systems 4 credits
Covers the basic principles of plumbing, electrical, lighting,
daylighting, HVAC, fire safety, sprinklers, energy efficient
design, vertical transportation and acoustics found in buildings
today. Particular attention will be paid to the Wisconsin
Commercial Building Code and its impact on these systems.
Guest speakers and a small student designed project will
augment the course. Prerequisites: 10-614-112 and 10-804-116.

10-614-132  Building Estimating 2 credits
Studies problems and responsibilities of the estimator, including
plans, specifications and published construction cost data.
Emphasis on estimating techniques and methods of preparing
estimates and take-offs. Prerequisites: 10-614-115 and
10-804-116.

10-614-140  Architectural Print Interpretation 2 credits
This course provides the student with the basic fundamentals of
reading and interpretation of construction documents for
residential and light commercial construction. Emphasis will be
placed on real world construction documents and their
application. Students will learn how to read actual industry
prints, interpret code requirements and study common
construction materials and details used in architecture.
Corequisite: 10-614-111 or instructor consent.

10-614-142  Architectural Detailing 2 credits
This course provides an in-depth study of materials and
building assemblies as it pertains to accepted practices in
architectural detailing and design. Emphasis will be placed on
detailing techniques commonly found in commercial
construction. Topics included are masonry, steel, and concrete
construction. Field trips and guest lecturers from the
architectural, engineering and construction industry will
supplement the course. Prerequisites: Second year standing,
10-614-178 and concurrent enrollment in 10-614-145.

10-614-145  Architectural Design Studio 4 credits
Covers the basic skills used in the building design process.
Introduces the student to building siting and massing, program
analysis, building circulation, space flow diagrams, adjacency
studies, and building context. The design process continues
with the integration of the structural steel framing. The student
will design the framing plans as well as complete the
calculations for the sizing of the individual steel members.
Prerequisites: 10-614-112 and 10-804-116.

10-614-154  Site Design 3 credits
Introduces the student to the basic design issues of the urban
environment. Explore building massing and site analysis as
they relate to the urban context. Leamn about vehicular and
pedestrian circulation, zoning analysis, contour manipulation
and basic plant material selections. Course places a strong
emphasis on in-class presentations utilizing the use of
multimedia digital technology. Prerequisites: 10-804-114 and
10-614-112.

10-614-155 Advanced Revit 2 credits
Students develop proficiency in skills introduced in Intro to
Revit, including modeling, family creation, design options,
importing, rendering, and exporting with the current version of
Revit Architecture. Particular emphasis will be placed on
advanced modeling and family creation. This class also
introduces new concepts related to creating and managing 3D
BIM models including defining site topography and site-related
features, massing, phasing, file linking, and worksharing.
Competence will be demonstrated through performance on the
CAD station, through saved projects, and through submitted
printouts that will include both construction documents and
rendered images. For one project, students will be working
within a group and submitting a joint project, during which
students will develop the essential worksharing skills required
to complete large-scale building projects that require multiple
drafters. Prerequisites: 10-614-111, 10-614-113 and
10-614-115.

10-614-178  Mechanics/Strength of Materials 4 credits
Study of forces that act on a structural member. These forces
affect all types of structures including parts of machines. This
course will emphasize the use of statics as it applies to
building structures. We will look at types of force systems,
vectors, resultant forces, moments, truss analysis and
reactions. Strength of Materials provides the various analytical
tools necessary for the sizing of specific structural members
based on the loading conditions and strength of the material.
The student will gain the knowledge necessary to calculate the
sizes of members made of specific materials including wood,
steel and masonry. Prerequisite: 10-804-116.

10-614-193  Job Orientation

Occupational information prepares students to seek
employment. Includes resume preparation, job interviews,
portfolio design, and letters of introduction and
recommendation. Former graduates are invited to discuss
needs of students before employment. Representatives of
labor, management, business and the professions are invited
to discuss points of interest toward becoming an employee.
Prerequisite: third-semester standing.

1 credit

Program Number: 10-614-1

Career Potential:

= Architectural Technician

= Building Sales Person

= Building Mechanical
Technician

= Shop Drawing
Draftsperson

= Structural Draftsperson

With additional education
and/or work experience,
graduates may find
employment as:

= Architect

= Building Inspector

= Chief Draftsperson

= Commercial or Industrial
Estimator

= Construction Engineer

= Structural Engineer

More detailed and updated
information on this program may be
available at: matcmadison.edu. The
college reserves the right to make
changes in the regulations and
courses announced in this publication
without notice.

Madison Area Technical College
provides equal opportunity in
education and employment.

Rev. 03/10
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Madison Area Technical College

Civil Engineering Technology

Associate in Applied Science Degree
Applied Engineering Technologies Program Cluster
Center for Agriscience and Technologies

Program offered at Madison Campuses

For information call: (608) 246-6800 or
(800) 322-6282 Ext. 6800

Effective: 2010-2011
Program Number: 10-607-1

About the Program

This program trains technicians to assist civil engineers in
planning, scheduling, designing, estimating, surveying
and inspecting the construction of highways, bridges,
buildings and other structures. Specific courses provide a
student with the option for a career in land surveying.

Unique Requirements for Admission

High school course recommendations: We strongly
recommend that students take the math sequence of
Algebra 1 and Algebra 2 to best prepare them for this
program. |n addition, a high school physical science
course is highly recommended. Students must earn a
2.0 (C) or better in the high school courses. Contact the
Civil Engineering academic advisor at (608) 246-6232 for
pre-registration advising.

The Civil Engineering Program participates in MAAP
(Mandatory Assessment, Advising and Placement). This
requires new students to complete the COMPASS or
ASSET test. Advisement and course placement in
English and math is done based on test results. Testing
will be required prior to admission.

Curriculum

The courses listed below outline the requirements for graduation for students entering this program in
the 2010-2011 academic year. Requirements for graduation may vary depending on the semester in
which a student is admitted to their program. Current/continuing students should consult their degree
progress report available through their inside MATC account for specific graduation requirements.
Program requirements are subject to change.

FIRST YEAR Hrs/week
First Semester Credits  Lec-Lab

10-103-123  Windows 2007 OR.......c.covvverremmeeerrermeeeeeerieeseeneons L 0.75-2.25
10-103-135  Windows XP (Qtr 1) OR... -
10-103-124  Windows Vista .............
10-103-137  Word-Beginning...............
10-607-120  Methods in Civil Engineering
10-607-155  Survey 1.....cocccvvervrnecenenns

10-801-195  Written Communication ............ccocvevrrurernrrnrerneeennes 3
10-804-114  College Technical Math 1B 2
10-809-195  Economics .......ccccuvvvvvrrennes 3.
10-809-197  Contemporary American Society........ocovcevvecvcveenen. 3
Semester Total 18
Second Semester
10-103-133  EXCel-Beginning.......ccoovveeneeneueernieneineireieeineineieineens 1o 2.75-.75
10-607-147  Civil Drawing 1 ......ccceeeueeneerneeneineieeieeeeeieseeesseeens 3 -
10-607-149  Aggregates and Concrete..........c.veurevrneernerrnerrneeenenns 2

10-607-156  Survey 2........cccovevenenee 3

10-607-193  Career Development.... 1.

10-804-116  College Technical Math 2.........cccccovenenriineneencereennns 4

10-806-154  General PhYSICS......oocevieiieiiiiisisisicsinne, 4
Semester Total 18

SECOND YEAR

First Semester

10-607-148

10-607-158

10-607-160

10-607-172  Stormwater Management....
10-607-177  Legal Elements of Engineering. . . 2-
10-801-197  Technical Reporting.........cccoeueereeneeneeneenerneeneereeenns K J— 3-0

ElECtVE v KT E
Semester Total 17

Second Semester

10-607-133  ESHMANG .....ovvvrvverieeiiesiecicscsssee s K TR 2-2
10-607-161  Project.......cccouerevennee
10-607-171  Construction Materials. . 2-
10-607-179  Introduction to GIS........coevvieecreeecee e 2 s 11

10-607-176  Water Supply and Sewerage..........cccceereereereeerencnn. 2 s 3.3:2.25
EIECHVE ..o, 3 E
Semester Total 15

Note: Students are assessed for correct placement in English or mathematics
courses based on their scores on the COMPASS test or on completion of the
appropriate prerequisite/s. Additionally, there may be courses in other subject
areas that may use COMPASS scores as prerequisites when reading, writing, math,
or critical thinking competencies are required.
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Madison Area Technical College
Civil Engineering Technology

Program Courses

10-607-120  Methods in Civil Engineering 2 credits
An introductory engineering course that familiarizes students
with the civil engineering and construction processes from
project concept to completion. Provides new students
opportunity to develop and improve their problem-solving skills
and prepare for subsequent technical courses.

10-607-133  Estimating 3 credits
Stresses estimating for general civil engineering work. Covers
the preparation of detailed estimates as prepared by
contractors for bidding purposes, the general estimate as
prepared by engineers, and approximate estimates. Areas
covered: highways, water and sewer lines, bridges, culverts,
streets and general construction grading. Prerequisite:
10-607-177, fourth-semester standing or consent of instructor.

10-607-147  Civil Drawing 1 3 credits
Emphasis on development of graphical communication.

Begins with basic manual drafting skills including line work,
lettering, drafting tools use and free hand sketching of
construction details. Transition in the last half of the semester
to a CAD-based environment stressing geometric

construction principles and simple engineering drawings.
Corequisites: 10-607-156 and 10-103-135 or 10-103-124.

10-607-148  Civil Drawing 2 2 credits
Applications-oriented class with CAD emphasis. More complex
drawing projects including mapping, roadway design elements
and structural detail applications. Drawing organization and
standards, data conversion and sharing, third-party add-ins.
Prerequisites: 10-607-147 and 10-607-156.

10-607-149  Aggregates and Concrete 2 credits
Introduces the fundamental principles of aggregates, Portland
cement concrete and bituminous concrete. Emphasizes
standards-based sampling and testing in laboratory and field
environments. Tests are performed according to standards set
by the American Society for Testing and Materials (ASTM) and
American Association of State Highway and Transportation
Officials (AASHTO). Students communicate results in written
reports. Prerequisites: 10-804-114 and 10-103-137.

10-607-155  Survey 1

Basic measurement concepts, procedures, errors and
computations underlying the technical aspects of surveying.
Students use modern instrumentation to perform elevation,
distance, and angular measurements. Coordinate geometry is
introduced as a computational tool. Computations are done
both manually and on computer using commercial software.
Corequisites: 10-804-114, 10-607-120 and 10-103-135 or
10-103-124.

3 credits

10-607-156  Survey 2 3 credits
Principles, computations and field methods, from design to
stakeout, involved in three-dimensional curvilinear survey
applications. AASHTO and WisDOT vertical and horizontal
alignment standards; geometric and volumetric calculations.
Field work reflecting different construction surveys are
performed utilizing modem instrumentation. Prerequisite:
10-607-155. Corequisites: 10-607-147 and 10-804-116.

10-607-158  Survey 3 3 credits
Advanced concepts and procedures building on knowledge
and skills attained in previous surveying classes. Concepts
include geodetic applications, spatial reference systems,
equipment adjustment, digital data collection and
photogrammetry. Fieldwork includes total station calibration,
control leveling, control network establishment and digital
topographic data collection. Prerequisites: 10-607-156 and
10-607-147.

10-607-160  Soils 2 credits
Introduces the basic principles of soil mechanics and their
application in engineering practice. Topics include soil
composition and texture, subsurface investigation,
classification, moisture-density relationships, permeability and
seepage, consolidation, settlement, shear strength, lateral
earth pressures, fundamentals of retaining structures, shallow
and deep foundations, slope stability and erosion loss
calculations. Prerequisites: 10-806-154 and 10-607-149.
Corequisite: 10-801-197.
10-607-161  Project 3 credits
Project-driven course through which civil engineering
technicians gain firsthand experience with design by
developing plans, specifications and reports for a "real-world"
project while working in a team environment. Students present
written and oral reports to reinforce technical communication
skills. Prerequisites: 10-607-148, 10-607-158 and 10-607-176.
Corequisite: 10-607-133.

10-607-171  Construction Materials 2 credits
Introduction to the design, specification and detailing of steel
and reinforced concrete in typical civil engineering projects.
Emphasis on infrastructural applications. Prerequisite:
10-607-160.

10-607-172  Stormwater Management 2 credits
Introduces principles involved in the design of storm sewer
systems, culverts, and detention/retention basins. Covers the
basic concepts of hydraulics and hydrology. Prerequisite:

Third semester standing.

10-607-176  Water Supply and Sewerage 2 credits
Provides the student with an understanding of the principles
involved in design of municipal water supply, municipal
sanitary sewerage, and private on-site waste treatment
systems (POWTS). Prerequisites: 10-607-149 and
10-607-172

10-607-177  Legal Elements of Engineering 2 credits
Emphasizes contract relationships. The first half of the
semester is spent studying the elements of a valid contract
along with a study of the court system. The remainder of the
semester concentrates on specifications, contracting
procedure and the relationship between the three main parties
involved in a construction contract: owner, engineer and
contractor. Other topics include professional liability,
professional ethics, product liability, discharge and remedies
for non-completion. Prerequisite: third-semester standing or
consent of instructor.

10-607-179  Introduction to GIS 2 credits
Basic terminology and components of geographic information
systems. Capturing and organizing spatial data; integrating
graphic and tabular information. Using spatial relationships to
answer geographic queries. Civil engineering applications of
GIS technology. Prerequisite: 10-607-147 or consent of
instructor

10-607-193  Career Development 1 credit
Prepares students for work in a professional engineering
environment by providing them with a knowledge and
understanding of themselves and others. This course also
guides students through the etiquette required for success in
the job market and assists them in assembling the materials
and information necessary for effective job applications and
interviews. Prerequisites: 10-801-151 and 10-607-120.

Recommended Elective
10-607-190  Special Problems 1 credit
Note: The following two elective courses allow students to
meet educational requirements for land surveyor registration
as defined in Chapter A-E 6.04 of the Wisconsin Administrative
Code. Students interested in a career in Land Surveying
should consider taking these courses:
10-607-168  Land Surveying 1
10-607-175  Land Surveying 2

3 credits
3 credits

Program Number: 10-607-1

Career Potential:

= Construction Inspector

= Survey Technician

= Civil CAD Technician

= Materials Testing
Technician

More detailed and updated
information on this program may be
available at: matcmadison.edu. The
college reserves the right to make
changes in the regulations and
courses announced in this publication
without notice.

Madison Area Technical College
provides equal opportunity in
education and employment.

Rev. 03/10
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Madison Area Technical College

Electrical Engineering Technology

Associate in Applied Science Degree
Applied Engineering Technologies Program Cluster
Center for Agriscience and Technologies

Program offered at Madison Truax Campus

For information call: (608) 246-6800 or
(800) 322-6282 Ext. 6800

About the Program

The electronics industry offers many opportunities with high
salaries and steady advancement for people with strong
mathematics and analytical skills. This program offers an
opportunity to develop abilities in a practical, hands-on
curriculum. Employer demand for people who can analyze
problems and implement solutions is always high. Computers,
cellular phones, wireless services and other fields of
electronics continue to expand.

This program offers excellent opportunities for articulation into
four-year colleges and universities. A graduate of this program
can articulate as a junior into the Milwaukee School of
Engineering Bachelor of Science Electrical Engineering
Technology program. Partial articulation can be arranged to
the UW System with the assistance of a program advisor.
COMPASS test is required for enrollment.

Unique Requirements for Admission:

Students must earn a grade of C or better in high school
courses Algebra 1, Algebra 2, Chemistry and Physics.
(Equivalent courses will be considered.)

The Electrical Engineering Technology Program participates
in MAAP (Mandatory Assessment, Advising and Placement).
This requires new students to complete the COMPASS test.
Advisement and course placement in English and
mathematics is done based on test results. Applicants can
receive advanced standing for Applied Electronics Math 1 by
scoring a 46 on the College Algebra section of the COMPASS
test. Advanced placement for Applied Electronics Math 2 can
be obtained by scoring a 46 in the Trigonometry section of the
COMPASS test. Study guides, review material and sample
questions for the COMPASS test are available online at
matcmadison.edu (look for COMPASS in the “A-Z Index”).
Applicants are advised to view this material prior to taking the
test. Calculus AP may be applicable after consultation with a
program advisor.

Effective: 2010-2011
Program Number: 10-662-1

Curriculum

The courses listed below outline the requirements for graduation for students entering this program in
the 2010-2011 academic year. Requirements for graduation may vary depending on the semester in
which a student is admitted to their program. Current/continuing students should consult their degree
progress report available through their inside MATC account for specific graduation requirements.
Program requirements are subject to change.

FIRST YEAR Hrs/week
First Semester Credits Lec-Lab
10-605-112  AC-DC EIECtroniCS 1......ccoevvmmreeneriererseriserineeenens K SR 23
10-605-113  Analog Circuit Techniques.. .2-3
10-605-118  Digital Circuit Techniques w2-3
10-801-195  Written Communication.......

10-809-199

Semester Total 15

Second Semester

10-605-114  AC-DC EIeCtroniCs 2..........cocuuvevmevernernersenneisenns B 2-3
10-605-119  Digital Circuit PrinCIpIES.........ovreveereerreereireirerineeneinens K 2-3
10-605-173  Embedded Programming............ccceeeeeneereeneerneencenens K 2-3
20-605-270  AC/DC Circuit Techniques and Principles...
10-801-197  Technical Reporting..........c.c.oeveevercrencnene
10-804-196  Trigonometry with Applications OR. .
20-804-213  TrigoNOMEtY...oceceeesieieciiss e
Semester Total
SECOND YEAR
First Semester
10-605-115  Analog Circuit PrinCiples..........cocoeeenieneneinserncneens
10-605-131  Technical CalCulus 1%........ccveveunereerneineereierrneneiens
10-605-176  MiCroCONITONIETS ......covuevervrcirercieie e
10-662-112  AC/DC Electronics 3...
10-806-143  College Physics 1........ .
10-809-195  ECONOMICS ...covvueiiieseiiiis e,
Semester Total

Second Semester

10-605-132  Technical CalCulus 2% ...........cocveueemernreneireieeincereiens 4o, 32

10-605-143  Motors and Control Systems.........cccocevereererrncneunens

10-605-150  Electronic Data Transmission..........

10-605-178  Networks, Interfacing & Programming .

10-662-124  Advanced Circuit ANalySiS..........ccceeerrereereereerncneenens K 2-3

20-809-203  Intro t0 SOCIOIOQY ..coucereriuneenieiieiieisiisi e K 30
Semester Total 19

Alternate Math Selections*

20-804-231  Calculus and Analytic Geometry 1 5 credits
20-804-232  Calculus and Analytic Geometry 2 5 credits
20-804-233  Calculus and Analytic Geometry 3 5 credits

*In place of Technical Calculus 1 and 2, students who intend to transfer into the UW System should
substitute Calculus & Analytic Geometry 1,2,& 3. When selecting this alternative, all three Calculus
and Analytic Geometry courses are required for EET degree completion.

For all other alternatives, approval of an Electronics Department advisor is required. Students should
also contact the receiving college or university about transferring credits as soon as they develop their
course plans. Courses from the Liberal Studies Program-College Transfer Option (800-series) can be
used in lieu of required courses.

Note: Students are assessed for correct placement in English or mathematics courses based
on their scores on the COMPASS test or on completion of the appropriate prerequisite(s).
Additionally, there may be courses in other subject areas that may use COMPASS scores as
prerequisites when reading, writing, math, or critical thinking competencies are required.
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Madison Area Technical College
Electrical Engineering Technology

Program Courses

10-605-112  AC-DC Electronics 1 3 credits
Course covers basic concepts of electric circuits including:
Ohm’s Law; Kirchhoff's Voltage and Current Laws; power
calculations; and components such as resistors, switches,
fuses, conductors, insulators, capacitors, inductors, relays,

and other basic electronic components. Also covers use of
digital multimeters (DMM); phase relationships; use of
oscilloscopes on AC waveforms. Prerequisite: satisfactory
mathematics placement score on COMPASS test.

10-605-113  Analog Circuit Techniques 3 credits
Introductory electronic course covering devices, circuits and
applications. Uses analog electronics devices — diodes,
(rectifier, zener, LED), field effect and bipolar transistors and
operational amplifiers to leam basic theory and use of test
equipment (DMM, oscilloscope, function generators) in testing
and troubleshooting. Lab procedures emphasize use of
documentation (schematics, layout diagrams, parts lists, data
sheets) and troubleshooting procedures. Prerequisite:
satisfactory mathematics placement score on COMPASS fest,
or concurrent enrollment in 10-605-112.

10-605-114  AC-DC Electronics 2 (transfer) 3 credits
Continuation of 10-605-112. Covers RL, RC, RLC circuits;
transformers; filters; series and parallel resonance; bridge
circuits; Thevenin and Norton theorems; wave shaping;
internal resistance; motors; generators; three phase power;
power factor and corrections; reactive and apparent power;
wye and delta systems. A formal lab reporting required.
Prerequisite: 10-605-112 and satisfactory mathematics
placement score on COMPASS test.

10-605-115  Analog Circuit Principles 3 credits
Continuation of 10-605-113. Covers theory and application

of field effect and bipolar transistor amplifiers, oscillators and
operational amplifiers. Emphasis on circuits including gain,
impedance and frequency response. Lab procedures
emphasize increased proficiency with electronic test
equipment. Prerequisites: 10-605-113 and 10-605-114.

10-605-118  Digital Circuit Techniques 3 credits
Course covers schematic digital component identification,

PCB component identification, Engineering Notation, Basic
Gates, IC Numbering Systems, Through hole and surface
mount footprint identification, IPC-610-D* Hole Through and
Surface Mount (SMT) soldering and rework training, Lead

Free RoHS soldering and rework training, IPC-610-D* and
RoHS rework criteria, dual source de-soldering training,
surface mount fine pitch drag soldering training, and electronic
assembly training.

*IPC certification is not automatic upon course completion.
IPC certification is awarded separately from the academic
credits.

10-605-119  Digital Circuit Principles 3 credits
Course covers digital logic circuits including basic gates, flip-
flops, decoders, counters, shift registers, multiplexing circuits,
comparators and other similar devices. It also covers Boolean
algebra and Karnaugh map minimization techniques and Field
Programmable Gate Arrays (FPGA). Lab work includes
individual project design, layout, construction, testing and
documentation. Prerequisites: 10-605-112 and 10-605-118.

10-605-131  Technical Calculus 1

This is an introductory course that examines analytic
geometry, binomial series, differentiation of algebraic,
exponential, logrithmic and trig. Functions and integration of
algebraic functions. An emphasis is placed on the application
of each of these topics to problems in science and
engineering. Prerequisite: 20-804-213.

4 credits

10-605-132  Technical Calculus 2 4 credits
This course is a continuation of Technical Calculus 1. Topics
include integration techniques, partial derivatives, graphing
conics, double integrals, polar coordinates, and first and
second order differential equations. Emphasis is placed on
applications to problems in science and engineering.
Prerequisite: 10-605-131.

10-605-143  Motors and Control Systems 3 credits
Course covers AC and DC motors, stepping motors, feedback
systems, servo controllers, sensors, relays, SCRs, Triacs,
MOSFETSs, programmable logic controllers, industrial
controllers and applied systems and online microcomputer
controls. Prerequisites: 10-605-115, 10-605-173 and
10-605-176.

10-605-150  Electronic Data Transmission 3 credits
Covers theory, systems and basic circuits for radio frequency
and digital communications systems. Includes transmission,
reception, encoding, decoding and information retrieval.
Circuits include oscillators, filters, AM, FM, SSB and pulse
modulation, PLLs, codecs, transmission lines, and interfacing.
Prerequisites: 10-605-113, 10-605-114 and 10-605-119.

10-605-173  Embedded Programming 3 credits
Introduction to the fundamentals of electronic computer
language, systems and structure. Embedded processor
hardware will be covered from a system level perspective.
Programming structures such as loops, branching, data
storage, bit-level processing (masking), functions, arrays,
pointers and structures will be covered. Languages include
ANSI C, Embedded C Language and principles of assembly
language. Prerequisite: 10-605-118.

10-605-176  Microcontrollers 3 credits
Course covers a study of microcontrollers and digital systems.
Topics include Embedded C programming of Microcontrollers,
Basic architectural concepts, parallel and serial /O, Interrupts,
Timer Subsystems, Analog to Digital conversion, Asynchronous
Serial Communications (USART), CAN Bus communications,
Synchronous Serial Communications (MSSP/SPI/IC2 Bus),
Pulse Width Modulation (PWM), and basic control concepts.
PrerequisiteS: 10-605-173 and 10-605-119.
10-605-178  Networks, Interfacing and Programming

3 credits
Programming in specialized environments like Lab View,
Simulink and Visual Basic. Hardware and programming aspects
of Ethernet interconnected computers, microcontrollers, remote
sensors, control equipment and hardware. Prerequisites:
10-605-173 and 10-605-176.

10-662-112  AC-DC Electronics 3 3 credits
Topics include analysis of series and parallel AC RLC circuits,
utilizing series and parallel equivalent circuits, superposition,
Delta-Wye transformations, and Nodal Analysis. Real, reactive,
and apparent power in AC circuits along with ideal loads in both
single and three phase circuits are studied. Lab work includes
analysis, computer simulation and actual measurements.
Prerequisite: 10-605-114.

10-662-124  Advanced Circuit Analysis 3 credits
Topics include variable frequency analysis of RLC circuits, first
order Bode plots, and correlation of time and frequency
response. Semiconductor devices and circuits, including
diodes, bipolar transistors and field effect transistors are
studied. The time and frequency response of single stage BJT
and FET amplifiers is examined. Lab work includes analysis,
computer simulation, and actual measurements. Prerequisites:
10-662-112 and 10-605-115.

Program Number: 10-662-1

Career Potential:

= Engineering Assistant

= Electronic Development
Technician

= Electronic Technician

= Electronic Maintenance
Technician

= Electronic Test Technician

= Field Service Technician

With additional education and/or
work experience, graduates may
find employment as:

= Electrical Engineer

= Electronic Engineer

= Computer Engineer

= Electronic Production
Supervisor

= Electronic Maintenance
Supervisor

= Field Service Engineer

= Network Engineer

Alternate Math Selections

20-804-231 Calculus & Analytic Geometry 1
5 credits

20-804-232 Calculus & Analytic Geometry 2
5 credits

20-804-233 Calculus & Analytic Geometry 3
3 credits

(All three required in lieu of Technical

Calculus 1 & 2 for MSOE transfer.)

Note: Students wishing to transfer to the UW
system or other 4-year college should contact
a program advisor and the receiving college
or university about transferring credits.

Note: Courses from the Liberal Studies
Program-College Transfer Option (800-series)
can be used in lieu of required courses.

More detailed and updated information on this
program may be available at:
matcmadison.edu. The college reserves the
right to make changes in the regulations and
courses announced in this publication without
notice.

Madison Area Technical College provides
equal opportunity in education and
employment.

Rev. 03/10
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Madison Area Technical College

Electronic Assembler Certificate

Certificate
Applied Engineering Technologies Program Cluster
Center for Agriscience and Technologies

Program offered at Madison Campuses

For information call: (608) 246-6800 or
(800) 322-6282 Ext. 6800

About the Certificate

The electronics industry offers a wide range of job
opportunities installing and assembling electronic
equipment in manufacturing, research, development,
medicine and communications. Communications,
computers and industrial electronics continue to expand,
and there is a high demand for electronics assemblers.

Unique Requirements for Admission

High school course recommendations: We strongly
recommend that students take the math sequence of
Algebra 1 and Algebra 2 to best prepare them for this
program. |n addition, a high school physical science course
is highly recommended.

Program Courses

10-605-113 Analog Circuit Techniques 3 credits
Introductory electronic course covering devices, circuits and
applications. Uses analog electronics devices — diodes, (rectifier,
zener, LED), field effect and bipolar transistors and operational
amplifiers to learn basic theory and use of test equipment (DMM,
oscilloscope, function generators) in testing and troubleshooting.
Lab procedures emphasize use of documentation (schematics,
layout diagrams, parts lists, data sheets) and troubleshooting
procedures.

10-605-118 Digital Circuit Techniques 3 credits
Course covers schematic digital component identification, PCB
component identification, Engineering Notation, Basic Gates, IC
Numbering Systems, Through hole and surface mount footprint
identification, IPC-610-D Hole Through and Surface Mount (SMT)
soldering and rework training, Lead Free RoHS soldering and
rework training, IPC-610-D* and RoHS rework criteria, dual
source de-soldering training, surface mount fine pitch drag
soldering training, and electronic assembly training.

*IPC certification is not automatic upon course completion. IPC
certification is awarded separately from the academic credits.

Effective: 2010-2011
Program Number: 90-605-1

Curriculum

OPTION 1: SINGLE SEMESTER Hrs/week

First Semester Credits Lec-Lab

10-605-113  Analog Circuit TeChNIQUeS..........coceeeereerreeneereieieinnes K R 2-3

10-605-118  Digital Circuit TEChNIQUES......ccovcvrenreicicisisiiene. KT 2-3
Certificate Total 6

OPTION 2: TWO SEMESTERS

First Semester

10-605-113  Analog Circuit TeChniQUes..........coceeerereeeneerereeeennes K R 2-3

OR

10-605-118  Digital Circuit TeChNIQUES......c.oecovverrrersrsrririiiene, K 2-3
Semester Total 3

Second Semester

10-605-118  Digital Circuit TEChNIQUES......c.ccervreerrerereireieieians K S 2-3

OR

10-605-113  Analog Circuit Techniques..........cccceevevsresrssersieinee. K 2-3
Semester Total 3
Certificate Total 6

Career Potential:

= Electronic Assembler
= Electronic Installer
= Cabling Technician
= Wiring Technician

With additional education and/or work experience, graduates may find employment as:

Electronic Maintenance Technician
Electronic Test Technician
Electronics Technician

Field Service Technician

Computer Field Service Supervisor
Electronics Production Supervisor
Electronics Maintenance Supervisor
Electrical Engineer

The courses in the Electronic Assembler Certificate are a subset of the two year
Associate of Applied Sciences (AAS) degree programs in Electrical Engineering
Technology and Electronics Technology, counting towards graduation in both programs.

Students who attain this certificate are employable while continuing their education
toward a full AAS degree.

More detailed and updated information on this program may be available at: matcmadison.edu. The college
reserves the right to make changes in the regulations and courses announced in this publication without

notice.

Madison Area Technical College provides equal opportunity in education and employment.

Rev: 03/10
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Madison Area Technical College
Electronics

Associate in Applied Science Degree
Applied Engineering Technologies Program Cluster
Center for Agriscience and Technologies

Program offered at the Madison Truax Campus

For information call: (608) 246-6800 or
(800) 322-6282 Ext. 6800

Effective: 2010-2011
Program Number: 10-605-1

About the Program

The electronics industry offers a wide range of job
opportunities installing and maintaining electronic
equipment in manufacturing, research, development,
medicine and communications. Communications,
computers and industrial electronics continue to expand,
and there is a high demand for technicians and
engineering assistants.

Unique Requirements for Admission

High school course recommendations: We strongly
recommend that students take the math sequence of
Algebra 1 and Algebra 2 to best prepare them for this
program. In addition, a high school physical science
course is highly recommended. Students must earn a
2.0 (C) or better in the high school courses.

The COMPASS test is required for all applicants.
Advisement and course placement in English and
mathematics is done based on COMPASS test results.
Applicants can receive advanced standing for Applied
Electronics Math 1 by scoring a 46 on the College
Algebra section of the COMPASS test. Advanced
placement for Applied Electronics Math 2 can be obtained
by scoring a 46 in the Trigonometry section of the
COMPASS test. Study guides, review material and
sample questions for the COMPASS test are available
online at matcmadison.edu (look for COMPASS in the “A-
Z Index”). Applicants are advised to view this material
prior to taking the test.

Curriculum

The courses listed below outline the requirements for graduation for students entering this
program in the 2010-2011 academic year. Requirements for graduation may vary
depending on the semester in which a student is admitted to their program.
Current/continuing students should consult their degree progress report available through
their inside MATC account for specific graduation requirements. Program requirements
are subject to change.

FIRST YEAR Hrs/week
First Semester Credits  Lec-Lab
10-605-112  AC-DC EIeCtronics 1........ccooevvevevererreesieeeesieneeinnnns K IO 2-3

10-605-113  Analog Circuit Techniques .
10-605-118  Digital Circuit Techniques

10-605-171  Applied Electronics Mathematics 1 ..........cccevrvvernnnee K —
10-801-195  Written Communication ..........coceeeeersveesseicisssienes K I 3-0
Semester Total 15

Second Semester
10-605-114  AC-DC EIECIrONICS 2.......oouvrerrerrerirreerneeirererieenens KT 2-3
10-605-115  Analog Circuit Principles -
10-605-119  Digital Circuit Principles
10-605-172  Applied Electronics Mathematics 2 ...........cccccoveeneenee
10-605-173  Embedded Programming .
10-801-197  Technical Reporting......ccccveenscecesiensiesicsssiniecanes
Semester Total

SECOND YEAR

First Semester

10-605-151  Instrumentation & Troubleshooting..........ccccovcerveneenee K T 2-3
10-605-176  Microcontrollers .........cccouuuenn.

10-806-143  College Physics 1... . e 2-
10-809-195  ECONOMICS .....covvvreverecrcieie et K TR 3-0

ElectiVe™. ..ot K 3-2
Semester Total 15

Second Semester
10-605-143  Motors and Control Systems..........cccocevererneeneenennens K 2-3
10-605-152  Digital Systems Analysis ............ccc......
10-605-178  Networks, Interfacing and Programming. . e 2-
10-806-199  Psychology of Human Relations............c.cccovevniiuneee B 2-3
10-809-166 Intro to Ethics: Theory & Applications .........cccccceeeue. K T 3-0
10-809-197  Contemporary American Society** OR ... .
20-809-203  Introduction to SOGIOIOGY™ .....ccccverirririsiieennene

Semester Total

*Recommended Electives

10-605-116  Advanced Analog Solid State Circuits 3 credits
10-605-136  Biomedical Electronics 3 credits
10-605-150  Electronic Data Transmission 3 credits
10-605-160  Virtual Reality and Telerobotics 3 credits
20-605-252  Introduction to Computer Engineering 3 credits

**Substitution of Intro to Sociology, 10-809-203, for Contemporary American Society is
recommended for any student who may wish to transfer into the Electrical Engineering
Technology program.

Note: Students are assessed for correct placement in English or mathematics
courses based on their scores on the COMPASS test or on completion of the
appropriate prerequisite/s. In addition, there may be courses in other subject areas
that may use COMPASS scores as prerequisites when reading, writing, math, or
critical thinking competencies are required.
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Madison Area Technical College
Electronics

Program Courses

10-605-112  AC-DC Electronics 1 3 credits
Course covers basic concepts of electric circuits including:
Ohm’s Law; Kirchhoff's Voltage and Current Laws; power
calculations; and components such as resistors, switches,
fuses, conductors, insulators, capacitors, inductors, relays, and
other basic electronic components. Also covers use of digital
multimeters (DMM); phase relationships; use of oscilloscopes
on AC waveforms. Prerequisite: satisfactory mathematics
placement score on COMPASS test.

10-605-113  Analog Circuit Techniques 3 credits
Introductory electronic course covering devices, circuits and
applications. Uses analog electronics devices — diodes,
(rectifier, zener, LED), field effect and bipolar transistors and
operational amplifiers to leam basic theory and use of test
equipment (DMM, oscilloscope, function generators) in testing
and troubleshooting. Lab procedures emphasize use of
documentation (schematics, layout diagrams, parts lists, data
sheets) and troubleshooting procedures. Prerequisite:
Satisfactory mathematics placement score on COMPASS test,
or concurrent enroliment in 10-605-112.

10-605-114  AC-DC Electronics 2 3 credits
Continuation of 10-605-112. Covers RL, RC, RLC circuits;
transformers; filters; series and parallel resonance; bridge
circuits; Thevenin and Norton theorems; wave shaping; internal
resistance; motors; generators; three phase power; power
factor and corrections; reactive and apparent power; wye and
delta systems. A formal lab reporting required. Prerequisite:
10-605-112 and 10-605-171.

10-605-115  Analog Circuit Principles 3 credits
Continuation of 10-605-113. Covers theory and application of
field effect and bipolar transistor amplifiers, oscillators and
operational amplifiers. Emphasis on circuits including gain,
impedance and frequency response. Lab procedures
emphasize increased proficiency with electronic test
equipment. Prerequisites: 10-605-113 and 10-605-114.

10-605-118  Digital Circuit Techniques 3 credits
Course covers schematic digital component identification, PCB
component identification, Engineering Notation, Basic Gates,
IC Numbering Systems, Through hole and surface mount
footprint identification, IPC-610-D* Hole Through and Surface
Mount (SMT) soldering and rework training, Lead Free RoHS
soldering and rework training, IPC-610-D* and RoHS rework
criteria, dual source de-soldering training, surface mount fine
pitch drag soldering training, and electronic assembly training.

*IPC certification is not automatic upon course completion.
IPC certification is awarded separately from the academic
credits.

10-605-119  Digital Circuit Principles 3 credits
Course covers digital logic circuits including basic gates, flip-
flops, decoders, counters, shift registers, multiplexing circuits,
comparators and other similar devices. It also covers Boolean
algebra and Karnaugh map minimization techniques as well as
Field Programmable Gate Arrays (FPGA). Lab work includes
individual project design, layout, construction, testing and
documentation. Prerequisite: 10-605-112 and 10-605-118.

10-605-143  Motors and Control Systems 3 credits
Course covers AC and DC motors, stepping motors, feedback
systems, servo controllers, sensors, relays, SCRs, Triacs,
MOSFETSs, programmable logic controllers, industrial
controllers, and applied systems and online microcomputer
controls. Prerequisite: 10-605-115, 10-605-173 and
10-605-176.

10-605-151  Instrumentation and

Troubleshooting 3 credits
Course covers the uses and limitations of common electronic
test equipment, uses, calibration and limitations of common
sensors for monitoring, troubleshooting methodology and
techniques. Prerequisite: 10-605-112, 10-605-113 10-605-114,

10-605-115, 190-605-118 and 10-605-119.

10-605-152  Digital Systems Analysis 3 credits
This senior capstone course is project based. The class is
structured as a Research and Development Corporation.
Students will exercise their digital electronics, embedded C
programming, electronics assembly and microcontroller
systems skills. A final project presentation will allow students

to share their experiences with the rest of the department.
Previous projects include: RPM meters, Golf Club head speed
meters, GPS-microcontroller interface. Prerequisite:
10-605-118, 10-605-119, 10-605-173 and 10-605-176.
10-605-171  Applied Electronics

Mathematics 1 3 credits
First of a two-part applied electronics mathematics sequence.
Focuses on math concepts most needed by technicians.
Closely tied to the other first-semester electronics courses.
Laboratory sessions focus on math associated with circuits,
instruments and computers to help students appreciate the
connections between math and electronic circuits.

Prerequisite: satisfactory score on the math portion of the
COMPASS test.

10-605-172  Applied Electronics

Mathematics 2 3 credits
This course continues to develop the mathematics skills
needed by technicians to be successful in their field. Closely
tied to the other second-semester electronics courses.
Laboratory sessions continue to integrate math with electronic
applications. Prerequisite: 10-605-171 or equivalent
competency level.

10-605-173  Embedded Programming 3 credits
Introduction to the fundamentals of electronic computer
language, systems and structure. Embedded processor
hardware will be covered from a system level perspective.
Programming structures such as loops, branching, data
storage, bit-level processing (masking), functions, arrays,
pointers and structures will be covered. Languages include
ANSI C, Embedded C Language and principles of assembly
language. Prerequisite: 10-605-118.

10-605-176  Microcontrollers 3 credits
Course covers a study of microcontrollers and digital systems.
Topics include Embedded C programming of Microcontrollers,
Basic architectural concepts, parallel and serial I/O, Interrupts,
Timer Subsystems, Analog to Digital conversion,
Asynchronous Serial Communications (USART), CAN Bus
communications, Synchronous Serial Communications
(MSSP/SPI/IC2 Bus), Pulse Width Modulation (PWM), and
basic control concepts. Prerequisite: 10-605-173 and
10-605-119.
10-605-178  Networks, Interfacing

and Programming 3 credits
Programming in specialized environments like Lab View,
Simulink and Visual Basic. Hardware and programming
aspects of Ethernet interconnected computers,
microcontrollers, remote sensors, control equipment and
hardware. Prerequisite: 10-605-173 and 10-605-176.

Program Number: 10-605-1

Career Potential:

= Computer Technician

= Network Technician

= Electronic Development
Technician

= Electronic Maintenance
Technician

= Electronic Test
Technician

= Electronics Technician

= Field Service Technician

With additional
education and/or work
experience, graduates
may find employment
as:

= Computer Field Service
Supervisor

= Electronics Production
Supervisor

= Electronics Maintenance
Supervisor

= Electrical Engineer

= Network Manaaer

Alternate Math Selections
10-804-196 Trigonometry with

Applications 3 credits
20-804-213 Trigonometry 3 credits
10-605-131  Technical

Calculus 1 4 credits
10-605-132 Technical

Calculus 2 4 credits

Note: Students wishing to transfer to
the UW system or other 4-year
college should contact a program
advisor and the receiving college or
university about transferring credits.

Note: Courses from the Liberal
Studies Program-College Transfer
Option (800-series) can be used in
lieu of required courses.

More detailed and updated
information on this program may be
available at: matcmadison.edu. The
college reserves the right to make
changes in the regulations and
courses announced in this publication
without notice.

Madison Area Technical College
provides equal opportunity in
education and employment.

Rev. 03/10
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Madison Area Technical College Effective: 2010-2011

Mechanical Design Technology Program Number: 10-606-1

Associate in Applied Science Degree

Applied Engineering Technologies Program Cluster C u r” cu I u m

L. . The courses listed below outline the requirements for graduation for students entering this
Center for Agriscience and Technologies program in the 2010-2011 academic year. Requirements for graduation may vary

. depending on the semester in which a student is admitted to their program.
Program offered at Madison and Watertown Campuses Current/continuing students should consult their degree progress report available through

For information call: (608) 246-6800 or tahreeirsil?bsji:gt lt\il)ﬁéirgnzc;c.ount for specific graduation requirements. Program requirements
(800) 322-6282 Ext. 6800

FIRST YEAR Hrs/week
About the Program First Semester Credits  Lec-Lab
10-606-100  Engineering Technology Communications................ 3
Mechanical design technicians assist engineers in the design of 10-606-101  Engineering Technology Fundamentals.................... 2
products and prepare engineering drawings for any manufactured 10-606-120 2DlCAD ..................................................... 2
; ; ; 10-606-130  SONAWOIKS 1....cuceuveceeeeireieineirereiseesseeseee e 2
product that you use in everyday life. The parts of a car, the chairs :
. 10-606-160  Fundamentals of Mfg/Eng Materials............cccccoenne.. 2
you sit on or the computer keyboard you use, are all examples of 10-801-195  Written Communication ... ... " 3
mechanical parts that have to be designed and drawn prior to being 10-804-114  College Technical Math 1B........ooccooeee 2
manufactured. Semester Total 16
Mechanical design technicians are challenged through active Second Semester
involvement in the engineering design prOCeSS Creating more 10-606-131 Sodeorks 2 ettt 2
dependable, cost effective and unique product designs that will 10-606-140  DIMENSIONING/CDT .o 3
P e o q . p 9 ¢ 10-606-155  Statics & MEChANICS ......cvvevvevvreeeeeierirrreeeessseninns 3
satisfy their customers. To assist in this process, mechanical 10-606-161  Manufacturing ProCESSES ..........oroevreeersersseerecnrn 2
design technicians use science, mathematics, engineering problem 10-606-170  Strength of Materials...................rrrrvrrvrrmrmmimmmnnnninnnns 3
solving, computer-aided design (CAD) technology and parametric 10-804-116  College Technical Math 2.............ccccoovviiiiicnvrrnennee 4
i i - - sychology of AUMan RelationsS........cceeeeeiiieineeeieinns
solid modeling 10-809-199  Psychology of Human Relat 3
' Semester Total 20
Unique Requirements for Admission SECOND YEAR
It is strongly recommend that students take the high school math First Semester _
sequence of Algebra 1 and Algebra 2. A high school physical 10-606-104  Engineering Technology Practices...........ccccuuriuneenae

10-606-116  Machine Design

science course is highly recommended. Student must earn a 2.0 10-606-125  Plastics..............

(C) or better in these high school courses. 10-606-163  Manufacturing ANGIYSIS.............oocceesevcersccersscorsron
10-606-164  Quality SYStemMS.........covvveerireireireireireeieeees

The Mechanical Design Technology program participates in MAAP 10-606-193  Career Development............ccowssvesvssvssvssvvse

(Mandatory Assessment, Advising and Placement). This requires 10-809-166  IntroduCtion 10 BANCS v

new students to complete the COMPASS test. Advisement and Semester Total 17

course placement in English and math is done based on test Second Semester

results. Testing will be required prior to admission. 10-606-112  Tool Design TEChNOIOGY ......c.ccevveresesccrrerrescrcereeres 14
10-606-150  CAE AppliCationS .......cvveveerenrerereirsrensisessssessenesnanns 12
10-606-152  PLC, Hydraulics, Pneumatics..........c..cocveurernrnnennenns 12

Prog ram Courses 10-606-186 Enginegring Technology Applications ...........cc.ccc.u... -4

10-606-100 _ Engineering Technology Communications  Soredits | 1001 (ORGP0 gy

Develops skills in creating engineering sketches through the application of
drafting standards and procedures. Principles covered include view selection,
orthographic projection, section and auxiliary views, and their utilization in
working drawings. The need for engineering sketching is reinforced through a
hands-on project requiring measurement, inspection and sketching of

Semester Total 1

Note: Students are assessed for correct placement in English or mathematics
courses based on their scores on the COMPASS test or on completion of the
orthographic views. In addition, materials, fabrication and assembly methods appropriate prerequisite(s). Additionally, there may be courses in_other s_l_iject
related to the project will also be explored. Corequisites: 10-606-120 and areas _that may use COMPASS. scores as prerequisites when reading, writing, math,
10-606-130. or critical thinking competencies are required.

10-606-101  Engineering Technology Fundamentals 2 credits
Introduces the student to the knowledge and skills required to function in
today’s engineering office environment. Engineering office format, procedures,
standards, ethics and application level of engineering office related software is
introduced. Students explore the engineering design process and participate in
various problem solving and conflict resolution techniques. Career paths
available to the Mechanical Design graduate will also be explored. Students

utilize Net Meeting, video conferencing and Internet shared data.
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Madison Area Technical College
Mechanical Design Technology

Program Courses (continued)

10-606-104  Engineering Technology Practices 3 credits
Focuses on the creation of complete sets of engineering detail and
assembly drawings including the accompanying engineering
documentation, bill of materials and the application of geometric
dimensioning and tolerancing standards. Emphasis is placed on
product design analysis, the engineering change process, product
data management and an introduction to stress analysis and rapid
prototyping. Other areas of study: threaded fasteners, non-threaded
fasteners, springs and gears. Prerequisite: 10-606-140.

10-606-112  Tool Design Technology 3 credits
The fundamentals of tool design are presented to acquaint the student
with the language and methods used in designing jigs and fixtures.
Through the research and selection of standard tooling components,
working tool design drawings are completed. Also explored are
common plastic part design and tooling considerations through actual
design problems. Prerequisite: 10-606-104.

10-606-116 Machine Design 3 credits
The principles of statics and strength of materials are reviewed and
applied to the design of common machine elements. Typical elements
studied include: fasteners, shafts, clutches, belts, chains, gears,
bearings and springs combined to form machines.

Prerequisite: 10-606-170.

10-606-120 2D CAD 2 credits
Introduces the basic capabilities of the current version of 2D CAD
software as it applies to mechanical design. Emphasis is placed on
basic commands and input required for their application in creating
two-dimensional mechanical working drawings.

Corequisites: 10-606-100 and 10-606-130.

10-606-125  Plastics

This course is an introduction to the main plastics processing
industries, techniques, and commonly used polymers. Plastic
processing principles will be studied and applied through leaming
activities designed for hands-on classroom manufacturing processing
training centers. In addition, students will be provided with relevant
information that will enable them to investigate the career possibilities
in the plastic industry.

3 credits

10-606-130  SolidWorks 1 2 credits
Introduces the students to the concepts commands of parametric solid
modeling. Students create sketches and add relationships to the
sketch segments, extrude the sketches to create models, add features
such as fillets, cut extrude, chamfers, holes, draft, shell, lofts and
sweeps. Emphasis is placed on the design intent of parametric solid
models. In addition, students extract 2D documentation from the 3D
models and add details to the drawings. Corequisites: 10-606-100
and 10-606-120.

10-606-131  SolidWorks 2 2 credits
A continuation in the study of parametric design started in 10-606-130,
Solid Modeling 1. Topics covered in the course include: assemblies
and BOM, the use of equations, part configurations and design tables,
derived and molded parts, thin features and sheet metal, and the
application of photoworks, edrawings, toolbox and 3D meeting.
Prerequisite: 10-606-130.

10-606-140  Dimensioning/GDT 3 credits
Mechanical drafting dimensioning fundamentals are developed
including conventional tolerancing and basic hole and shaft tolerancing
methods. The course continues with developing the technical
knowledge and skills, which are required for meaningful application
and interpretation of geometric dimensioning and tolerancing on
mechanical drawings in accordance with the current ASME Y14.5M
standard. Prerequisites: 10-606-100, 10-606-120 and 10-606-130.

10-606-150  CAE Applications 2 credits
Introduction to how engineering and manufacturing utilize a parametric
modeled file. Students will follow parts through the product
development cycle utilizing parametric design, computer aided
manufacturing, stress analysis, computer simulation and rapid
prototyping. Prerequisite/Corequisite: 10-606-186.

10-606-152 PLC, Hydraulics, Pneumatics 2 credits
Overview of the basics of programmable logic controllers, hydraulics,
and pneumatics. Basic system components, symbols and schematics
are explored. Prerequisite: third or fourth semester standing.

10-606-155  Statics & Mechanics 3 credits
Introduces students to the basic fundamentals of statics. Learners
study and analyze forces and loading conditions applied to

structures and mechanical devices. Areas of study include

resultant and equilibrant of forces, moments, nonconcurrent-

coplanar forces (trusses), concurrent-noncoplanar forces and

static friction. Prerequisite: 10-804-114. Corequisite: 10-804-116.
10-606-160  Fundamentals Of Manufacturing/

Engineering Materials 2 credits
An introduction to the engineering materials and their properties used
in industry. Material testing methods and their relevance to design
applications are studied through various lab activities. In addition, this
course begins the examination of various contemporary

manufacturing processes used in industry today.

10-606-161 Manufacturing Processes 2 credits
Introduces students to computer aided design and manufacturing
concepts through an integrated material removal project. Upon
completing the project, students will use various measurement and
inspection equipment to verify part conformance to engineering
specifications. Prerequisites: 10-606-130 and 10-606-160.

10-606-163  Manufacturing Analysis 2 credits
An introduction to manufacturing engineering technology processes,
applications, and knowledge, as it relates to the Mechanical Design
field. Areas of study include “Manufacturing Topics of Today”,
“Project Management’, and “The Product Development Process” in
preparation for the Engineering Technology Applications course.
Prerequisite: third semester standing.

10-606-164  Quality Systems 2 credits
This course is an introduction to the foundational building blocks
necessary for effective understanding and application of quality
principles used today. The fundamentals of quality, measurement for
quality, and statistics for quality will be explored as they relate to
productivity, specifications, and inspections of processes. In addition,
process capability and design of experiments is also explored.
Prerequisite: 10-606-140.

10-606-170 Strength Of Materials 3 credits
An analysis of the principles of strength of materials as they apply to
various fasteners, welded joints, beams and shafts through practical
design and analysis problems. Topics covered include simple
stresses, mechanical properties of materials, center of gravity,
moment of inertia, shear force and bending diagrams and beam
design. Related engineering analysis software is utilized throughout
the course. Prerequisite: 10-606-155.

10-606-186  Engineering Technology Applications 3 credits
A comprehensive application of the Mechanical Design Technology
program, in which student teams will implement the design project
plan previously developed in the Manufacturing Analysis course.
Implementation of the design project plan will be carried out through a
3-step concurrent engineering design process: Ideation, Refinement,
and Implementation. A final presentation of the design project will be
presented in a formal design project notebook, as well as through a
formal team design project presentation. Prerequisite: 10-606-163.

10-606-193  Career Development 1 credit
Acquaints students with the process and the development of a plan for
securing employment in the mechanical design field. Includes letters
of introduction, resume design, personal data sheets, portfolio design
and job interview techniques. Presentations by industry professionals
in the areas of human resources, management, design and job
placement will overview the industry perspective and requirements for
employment in the career of mechanical design. Prerequisite: third-
semester standing.

Program Number: 10-606-1

Career Potential:

= Detailer

= Mechanical Design
Technician

= Mechanical Drafter

= CAD Drafter

With additional education
and/or experience, graduates
may find employment as:

= Mechanical or Product
Designer

= Lead Designer

= Project Engineer

= Technical Sales/Service
Representative

More detailed and updated
information on this program may be
available at: matcmadison.edu. The
college reserves the right to make
changes in the regulations and
courses announced in this publication
without notice.

Madison Area Technical College
provides equal opportunity in
education and employment.

Rev. 03/10
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Madison Area Technical College

Renewable Energy Certificate

Certificate
Applied Engineering Program Cluster

Center for Agriscience and Technologies
Program offered at Madison Campuses

For information call: (608) 246-6800 or
(800) 322-6282 Ext. 6800

About the Certificate

The Madison College Renewable Energy Certificate is designed to provide
students with the theoretical knowledge necessary for a career in energy
management and renewable energy technology. Students acquire hands-on
skills in troubleshooting, maintenance, installation, operation and repair and
replacement of related equipment.

The certificate requires a minimum of 12 credits of coursework. Students may
choose from online and face-to-face courses in several areas of emphasis
including: transportation, photovoltaics, solar thermal, wind, or biomass.

Certificate credits may be combined with additional coursework to enhance
traditional diploma, degree, transfer and associate programs at Madison
College. The credits also may be combined with additional training, job
experience and/or professional examinations to qualify for certification by
national renewable energy institutions.

Incumbent trade workers and technical professionals are also encouraged to
investigate how a Renewable Energy Certificate may relate to their current
work or business practices. Online, weekend, and summer class schedules
accommodate high school and post-secondary educators in the science and
technical education fields.

Certificate courses are developed and taught by renewable energy experts
who are members of the Consortium for Education in Renewable Energy
Technology (CERET). Through this collaborative relationship, Madison College
is able to offer students the opportunity to enroll in cutting-edge courses taught
from locations across the United States. Face-to-face courses are delivered in
a full-day intensive format often taught during weekends, winter break, spring
break and/or summer sessions.

Program Courses

10-480-100 Solar & Other Renewable Energy Systems (online) 4 credits
The student will learn and demonstrate the principles of energy efficient and solar
design analysis and construction. Students will analyze the solar energy systems
and will calculate solar savings fractions, backup heat needs, and economic
analysis. The student will investigate the technologies and applications of other non-
polluting and renewable forms of energy including wind power, photovoltaic and
alternative transportation vehicles.

10-481-110 Energy Management (online) 4 credits
The student will perform critical examinations of energy consuming facilities both
domestic and commercial for the purpose of identifying energy conservation
opportunities. In addition, the student will identify various energy conservation
techniques as well as equipment which can be installed to further conserve energy.

10-481-140 Sustainable Home Design (online) 2 credits
This course covers the principles behind designing and building residential structures
that achieve optimal year-round comfort, reduce energy consumption, improve indoor
air quality, and limit environmental impact. The emphasis is on integrated design using
a whole-building approach, applying building science and integrating green design
strategies into the built environment. Also covered will be the synergistic relationship
between climate-sensitive design and natural building materials. Students will be able
to identify a range of solutions to various design needs that will result in a sustainable
and comfortable home. Case studies of successful solar homes are included.

Effective: 2010-2011
Program Number: 90-480-2

Curriculum

Hrs/week
Credits Lec-Lab

Choose at least 3 credits from among these online courses:

10-480-100  Solar & Other Renewable Energy Systems

10-481-110  Energy Management

20-623-290  Renewable Energy for International Development....3.................. 30
Total at least 3 credits*

Plus at least 3 credits from among these online courses:
10-481-140

10-482-130  Solar Electric Fundamentals and Grid-Direct Design 2...................
10-482-134  Grid-Direct Solar Electric Systems and Code Criteria2 ...................
10-484-160  Introduction to Biomass ENergy ...........c.couceencceeee. 3.

Total at least 3 credits*

Plus at least 1 credit from among these face-to-face courses:

10-482-100 PV Design and installation ..........cccooeuvvevrvervirncnnn. 2
10-482-131  Basic Photovoltaics and Site Assessment. A
10-482-132  Intermediate Photovoltaics... A
10-482-133  Advanced Photovoltaics Installation o
10-482-135  Advanced Photovoltaic Electives........................ 1-3
10-482-151  Wind Site Assessor Training 1
10-482-152  Wind Systems Repair/Maintenance.... 2
10-482-153  Wind Systems Installation ... 2
10-482-154  Advanced Wind Electives.. 3
10-483-110  Solar Water Installation 1
10-483-141  Solar Domestic Hot Water and

Space Heating SyStems ... 1
10-483-142  Solar Hot Water Site Assessment... 1
10-484-121  Introduction to Ethanol Fuel.......... A
10-484-123  Intro to Hybrid Electric Vehicles A
10-484-130  Introduction to Biodiesel Fuel... A
10-484-161  Anaerobic Digester Technology ... 1
10-484-162  Wood Combustion Heating Systems ....................... 1

Total up to 5 credits, a maximum of 4 MREA credits*

*Students must complete a total of 12 credits to earn the certificate

10-482-100 PV Design and Installation 2 credits
This workshop is designed to offer students a higher level of lecture and hands-on learning that will
prepare them for field installations and other advanced workshops. Students will learn how to
correctly size and select PV system components. Participants will identify and interpret NEC codes
that pertain to the installations. Our outdoor training roof enables our instructors to teach safety,
system design and layout, component selection, wiring techniques, installation techniques, and
troubleshooting.

10-482-130 Solar Electric Fundamentals and Grid-Direct Design (online) 2 credits
This course will provide an overview of the three basic PV system applications, primarily focusing on
grid-direct systems. The goal of the course is to create a fundamental understanding of the core
concepts necessary to work with all PV systems, including: system components, site analysis, PV
module criteria, mounting solutions, safety, and commissioning. The course will also cover the
basics of sizing a residential grid-direct system, wire sizing, over current protection, and grounding.
10-482-131 Basic Photovoltaics and

Site Assessment 1 credit
Students will learn the basics of photovoltaic system components and the steps necessary to
performing a site audit prior to an installation of a PV system. Focus is put on the defining the solar
window, system siting and sizing, load analysis and energy efficiency.
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Renewable Energy Certificate

Program Courses (continued)

10-482-132 Intermediate Photovoltaics 1 credit
This course is designed for students to get a basic understanding of
PV system design and installation principles. Hands-on activities will
introduce basic installation techniques. This class is recommended to
students planning to take advanced PV workshops. Topics include
batteries, wiring configurations, system diagramming, installation
techniques and system maintenance.

10-482-133 Advanced Photovoltaics Installation 1 credit
This course will involve students in the hands-on installation of a utility
intertie PV system with battery back up on a dual axis mast tracker.
Prior knowledge of PV systems and components is required. This
class is designed for individuals and professionals who are planning
on installing PV systems. Topics include safety, system design and
layout, National Electric Code, component selection, wiring and
installation techniques.

10-482-134 Grid-Direct Solar Electric Systems and

Code Criteria 2 credits
This workshop will build upon the core concepts from 10-482-130 and
continue to emphasize grid-direct systems. The course will focus
significantly on the National Electrical Code (NEC), including grid
interface calculations, grounding considerations, and advanced
component specification. Students will learn to evaluate system
performance under various operating conditions. Commercial system
design elements, such as inter-row shading, inverter selection, and
data monitoring solutions will also be covered.

10-482-135 Advanced Photovoltaic Electives 1-3 credits
These Advanced Photovoltaic Courses from the MREA, SEI, and
Madison College can be taken with permission from project
administrators.

10-482-151 Wind Site Assessment 1 credit
Students will learn how to evaluate a site’s wind energy potential,
determine wind speeds at proposed heights, make a load profile for a
client”s energy needs, determine appropriate tower heights and
estimate kWh output for a system based upon wind resources. The
course will lead students through the background information required
to perform wind site assessments for the Focus on Energy program,
other state incentive programs, and for the home or business owner to
assess their site. This class will prepare students for the Wind Site
Assessor Certification Test administered by the Midwest Renewable
Energy Association.

10-482-152 Wind Systems Repair and Maintenance 2 credits
Students will visit a number of area wind turbines and learn how to do
system repairs and annual maintenance. Machines from 1kW to 20kW
will be covered. Work will include freestanding, guyed and tilt-up
towers. This is a working class, with optional tower climbing.

10-482-153 Wind Systems Installation 2 credits
Students will install a working wind turbine on a pre-selected site.
Mornings will be spent in class lecture on topics of wind energy basics
and afternoons will be dedicated to hands-on construction of the wind
system. This is a working class, with optional tower climbing.

10-482-154 Advanced Wind Electives 1-3 credits
These Advanced Photovoltaic Courses from the MREA and Madison
College can be taken with permission from project administrators.

10-483-110 Solar Water Installation 1 credit
This course is a hands-on workshop that includes both theory and
installation practice. Two systems will be installed on a training roof-
drainback and pressurized closed-loop systems. This class will qualify
students to be on the Focus on Energy Full Service Installer List.
10-483-141 Solar Domestic Hot Water and

Space Heating Systems 1 credit
This class provides an overview of solar systems for domestic hot
water and space heating applications. These systems can provide in
excess of 50 percent of a home ”s hot water and/or space heating
needs, reducing the consumption of costly fossil fuel energy sources.
This class includes an introduction to integrated collector/storage,
open loop, closed loop, drainback, draindown, and antifreeze hot
water systems. Solar hot air heating, in-floor radiant heating, and high
mass thermal storage are also covered. Additional topics include
choosing a site, system sizing, system components, system design
types and basic installation techniques.

10-483-142 Solar Hot Water Site Assessment 1 credit
This class prepares students to perform solar domestic hot water
heating site assessments for residential applications. Students will learn
how to define a site's solar window, interpret solar radiation and
temperature data, size a system, identify system components,
determine the best location for collectors, and determine structural
integrity for an installation. Attention will be given to preparation of
assessment reporting documents and communication with customers,
installers, other professionals and state officials. This class will prepare
students for the Solar Thermal Site Assessor Certification Test
administered by the Midwest Renewable Energy Association.

10-484-121 Introduction to Ethanol Fuel 1 credit
This course will provide the student with a general overview of ethanol
fuel. Topics covered will include fermentation and distillation chemistry,
ASTM fuel testing, engine performance, and exhaust emissions. An
introduction to E85 fuel systems will also be included.

10-484-123 Intro to Hybrid Electric Vehicles 1 credit
This course will provide a general overview of hybrid electric vehicles.
Topics covered will include hybrid propulsion systems, battery
chemistry, high voltage safety, regenerative braking, and electric
motors and generators.

10-484-130 Introduction to Biodiesel Fuel 1 credit
This course will provide a general overview of biodiesel fuel. Production
and quality control of biodiesel fuel will be explored, and students will
have the opportunity to synthesize a small scale batch of biodiesel.
Topics covered will include transesterfication chemistry, separation
techniques, ASTM fuel testing, engine performance, and exhaust
emissions.

10-484-160 Intro to Biomass Energy (online) 3 credits
This course provides an overview of energy production from biomass
resources. The course explores the fundamentals of plant growth,
energy yield, economics, production, and processing methods for both
herbaceous and woody crops. Technologies covered include
combustion, gasification, pyrolysis, fermentation, transesterfication, and
anaerobic digestion. Value-added bio-refining products are also
examined, along with the environmental impacts of biomass energy.

10-484-161 Anaerobic Digester Technology 1 credit
Provides participants with an understanding of basic heat transfer
properties as well as the biological and chemical reactions that take
place in anaerobic digestion systems. Participants will also develop an
in-depth knowledge of the design of anaerobic digestion systems,
troubleshooting and repair methods, and workplace safety.

10-484-162 Wood Combustion Heating

Systems 1 credit
Students will learn how to burn word cleanly and efficiently. The use of
wood in residential heating systems is covered with attention given to
firebox insulation, primary and secondary combustion air, fuel bed
construction, burn zones, baffles and heat/transfer/distribution.
20-623-290 Renewable Energy for

International Development (hybrid) 3 credits
This course provides an examination of energy and economics in
developing countries with special consideration given to renewable
energy sources. The course will combine 10 days of travel and study
abroad in a developing country along with 8 weeks of online instruction.
Students will learn to specify, design, and install renewable energy
systems for deployment in developing countries. Field work will include
design and construction/installation of one or more residential scale
renewable energy systems (e.g. solar electric systems, solar hot water
systems, solar ovens, micro-hydropower, small scale wind generators,
and household methane biodigesters).

Program Number: 90-468-2

Career Potential:

= Wind Turbine
Technician/Installer

=  Solar Hot Water
Technician/Installer

= Photovoltaic
Technician/Installer

= Anaerobic Digester
Technician/Installer

= Biofuel Refinery
Operator/Technician

= Building
Operator/Technician

= Power And Utility
Technician

= Legislative Research
Technician

= Energy Manager/Analyst

= Energy Auditor

=  Energy Broker/Marketer

=  Resource
Conservation/Efficiency
Manager

More detailed and updated
information on this program may be
available at: matcmadison.edu. The
college reserves the right to make
changes in the regulations and
courses announced in this publication
without notice.

Madison Area Technical College
provides equal opportunity in
education and employment.

Rev. 03/10
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Madison Area Technical College

Biotechnology Intensive

Post-baccalaureate
Certificate

Certificate

Biotechnology and Electron Microscopy Program Cluster
Center for Agriscience and Technologies
Program offered at Madison Campuses

For information call: (608) 246-6204, (608) 243-4307 or
(800) 322-6282 Ext. 6204 or 4307

About the Certificate

This certificate program was designed in collaboration with
industry partners for individuals who already have a Bachelor's
Degree in a biological science and want to improve their
employability in the biotechnology industry. The intensive
program is offered full-time. 8:30 — 2:30 daily, in the spring
semester. It provides practical, advanced laboratory skills
and an introduction to the business of biotechnology.
Admission is competitive and participants must agree to
participate fully in all activities and field trips. The curriculum is
project-based and team oriented to simulate a biotechnology
company environment. Each student will also complete an
independent project that is presented in a poster fair to
colleagues and potential employers.

Unique Requirements for Admission

= Bachelor’s degree in a biological science

= Consent of program director

= Two semesters of college chemistry

= Microbiology course with laboratory

= Two semesters of general biology

= Cell biology or genetics course within the last 7 years

Participants will learn:

= Basic lab skills for a regulated workplace

= The requirements of a cGMP/cGLP environment

= Recombinant DNA methodologies

= Mammalian cell culture, including human embryonic stem cell
lines

= Bioseparations

= Bioinformatics (survey)

= Microarrays (survey)

For more information:

Lisa Seidman, |seidman@matcmadison.edu, (608) 246-6204 or
Jeanette Mowery, jmowery@matcmadison.edu, (608) 243-4307

Effective: 2010-2011
Program Number: 90-007-2

Curriculum

Hrs/week
Courses Credits Lec-Lab
10-007-103  Biotechnology Laboratory Skills
for a Regulated Workplace ...........c.cocuvvvenereerinerencnens K T 1-6
10-007-122  Protein Bioseparation Methods............cccevvererinrinecnc B, -6
10-007-123  Cell Culturing 1-6
10-007-124  Molecular Biology 1 1-6
10-007-136  Laboratory Math for Biotechnology..... 10
10-102-134  Business Organization and Managem -0

Total 15

Note: the classes need to be taken concurrently.
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Madison Area Technical College

Biotechnology Intensive Post-baccalaureate

Certificate Courses
10-007-103  Biotechnology Laboratory Skills

for a Regulated Workplace 3 credits
Covers basic concepts and techniques necessary to work
effectively in a biotechnology lab. The importance of quality
regulations and standards and the role of the technician in
producing quality results is emphasized. Laboratory math is
introduced and applied. Students leamn basic techniques including:
measuring, weighing, mixing solutions, following and writing
procedures, keeping records, making observations, and using
instrument manuals and catalogues. Principles of metrology
(measurement) are introduced and students practice using,
calibrating, and verifying the performance of instruments. Team-
based projects simulate the application of these methods in a
biotechnology research and development environment.

10-007-122  Protein Bioseparations Methods
Introduces the strategies to purify proteins as part of a
biotechnology process. Methods include: specific activity
assays for enzymes, extraction of proteins from bacterial cells,
salting-out, dialysis, ion exchange chromatography, and
polyacrylamide gel electrophoresis. The application of these
methods at both the research and production scales is
introduced.

3 credits

10-007-123  Cell Culturing 3 credits
Covers the basic techniques of plant and animal cell culture.
Plant unit includes media preparation isolation of explants and
establishment of callus from suspension cultures, growth factor
bioassays, regeneration of whole plants from tissue and plant
genetic engineering techniques. Mammalian cell unit includes
media preparation, maintenance of cultured cells, including
human embryonic stem cell lines, transfection of cultured cells,
cloning, monoclonal antibody production, and ELISA assays.

Lab included.

10-007-124  Molecular Biology 1 3 credits
Introduces modern molecular biology techniques including
basic recombinant DNA techniques and nucleic acid analysis
and purification. The polymerase chain reaction, DNA
sequence analysis, and DNA fingerprinting are also covered.
Lab included.
10-007-136  Laboratory Math

for Biotechnology 1 credit
This course introduces mathematical tools that are used in the
biotechnology laboratory. Students apply mathematical
concepts to solve problems such as: calculating amounts of
chemicals required to make solutions, graphing and
interpreting data, and calibrating instruments. Basic statistical
concepts may also be introduced.

10-102-134  Business Organization & Management
(Biotechnology section) 2 credits
This survey course imparts an understanding of the economic
and legal environment in which biotechnology companies
operate, as well as an understanding of the organization and
management of business enterprises.

Program Number: 90-007-2

Career Potential:

=  Research Scientists

=  Entry Level Scientists
= Associate Scientists

=  Process Scientists

= Laboratory Manager

=  Quality Assurance

=  Laboratory Supervisor
= Team Leader

More detailed and updated information
on this program may be available at :
matcmadison.edu. The college reserves
the right to make changes in the
regulations and courses announced in
this publication without notice.

Madison Area Technical College
provides equal opportunity in education
and employment.

Rev. 03/10
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Madison Area Technical College

Biotechnology Laboratory

Technician

Associate in Applied Science Degree

Biotechnology & Electron Microscopy Program Cluster
Center for Agriscience and Technologies
Courses offered at Madison Campuses

For information call: (608) 246-6204, (608) 243-4307 or
(800) 322-6282 Ext. 6204 or 4307

Effective: 2010-2011
Program Number: 10-007-2

About the Program

The Biotechnology Laboratory Technician Program emphasizes skills
necessary for entry-level employment in bioscience laboratories. The
program focuses on techniques basic to the commercial development
of products from biological systems. Students acquire proficiency in
laboratory skills, effective communications and employment skills.

Individuals who like the challenge of laboratory work are encouraged to

apply.

Program graduates may seek entry-level employment in public or
private laboratories for positions titled laboratory assistant, laboratory
technician, laboratory tester or laboratory worker. These laboratories
are found in universities, pharmaceutical companies, food processing
industries, companies performing research and development, and
companies involved in plant and animal breeding.

Check the Madison College Website or with the center office for the
following certificates also available: Bioinformatics Certificate,
Biotechnology Post-baccalaureate Certificate, and Biotechnology
Intensive Post-baccalaureate Certificate.

Unique Requirements for Admission

Admission requires competence in basic mathematics, science and
English usage. Suggested coursework for high school students
includes algebra, biology and chemistry. Students who enter without
high school chemistry and algebra will be required to take equivalent
courses at Madison College. Competency will be assessed with a
COMPASS test (required), transcripts and/or personal interviews.

Students must receive a grade of C or higher in all program courses
and all science courses.
For more information:

Mary Ellen Kraus, mekraus@matcmadison.edu, (608) 246-6322
or Jeanette Mowery, jmowery@matcmadison.edu, (608) 243-4307

Curriculum

The courses listed below outline the requirements for graduation for students entering this
program in the 2010-2011 academic year. Requirements for graduation may vary
depending on the semester in which a student is admitted to their program.
Current/continuing students should consult their degree progress report available through
their inside MATC account for specific graduation requirements. Program requirements
are subject to change.

FIRST YEAR

First Semester
10-007-103  Biotechnology Laboratory Skills
for a Regulated Workplace ..........ccccovcveuneereiniencenenns
10-007-108  Hazardous Materials (6 weeks) ... .
10-007-109  Biosafety (6 WEEKS)........ocerereermeerneeneieieeceecieeiees
10-007-102  Radioisotopes (6 WEEKS).........c.vvereercereeerneerneireeenens
10-007-110  Biotechnology Applications.
10-007-115  General Cell Biology ................
10-007-136  Laboratory Math for Biotechnology ..
10-806-127  Chemistry 1* OR...... A.
10-806-134  General Chemistry™...........cooveiiiiiniiniiiiiiiiiiien,
Semester Total 16

Hrs/week

Credits  Lec-Lab

Second Semester
10-007-104  Chromatography TeChNIQUES..........c.oocerveerreerneerneences 3
10-007-105  Bioprocess Technology 3.
10-007-111  Biotechnology Career Seminar-...........cocoeereerreeneenens | PR 3-0
3
3

10-801-195  Written Communication® OR..........cc.cocovrurerrererenninens
20-801-201  English Composition 1* ......
10-806-129  Chemistry 2* OR
20-806-201  General, Organic & Biological Chemistry* ..(4-
10-007-174  Applied Microbiology........coccvveeeerseisrsrssrsiisisiessenees L -

Semester Total

SECOND YEAR

First Semester
10-007-122  Protein Bioseparation Methods............cocceereereeneennn. 3
10-007-123  Cell CURUMNG......vvereverrrerrieerieereieesieeneeseeeens K 1-6
10-007-124  Molecular Biology 1.........cueeeermeemeermeermeereeeeeeereneees 3
10-801-196  Oral/Interpersonal Communications* OR .
20-801-202  English Composition 2*.........c.ccccvveeneenen.
10-809-197  Contemporary American Society* OR.
20-809-203  Introduction to Sociology* ...
10-809-199  Psychology of Human Relations . .
20-809-231  Introduction to Psychology* OR.......ccoccvvieniiciineee.
Semester Total

Second Semester

10-007-112  Biotechnology Employment SKills..........cccccoeereeneennen. | PR 3-0
10-007-121  Applied BioChemiStry ........cccoceeereenenceneireereeseeneeneens K T 2-3
10-007-125  Research Methods in Molecular Biology ................... K T 1-6
10-007-126  Occupational Work Experience ............... 3.

10-809-195  Economics* OR...................
20-809-211  Macroeconomics.

Semester Total

*Students may meet some or all of the general studies requirements at Madison College or at another
college prior to entering the Biotechnology Program. Students are encouraged to take college transfer
courses for educational advancement

Students are assessed for correct placement in English or mathematics courses based on their scores
on the COMPASS test or on completion of the appropriate prerequisite(s). Additionally, there may be
courses in other subject areas that may use COMPASS scores as prerequisites when reading, writing,
math, or critical thinking competencies are required.
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Madison Area Technical College
Biotechnology Laboratory Technician

Program Courses

10-007-102  Radioisotopes 1 credit
Surveys potential hazards and safety procedures associated with
radioisotopes. Lab exercises include liquid scintillation counting
and autoradiography. Co-requisite: 10-806-127 or 10-806-134.
10-007-103  Biotechnology Laboratory Skills

for a Regulated Workplace 3 credits
Covers basic concepts and techniques necessary to work
effectively in a biotechnology lab. The importance of quality
regulations and standards and the role of the technician in
producing quality results is emphasized. Laboratory math is
introduced and applied. Students learn basic techniques including:
measuring, weighing, mixing solutions, following and writing
procedures, keeping records, making observations, and using
instrument manuals and catalogues. Principles of metrology
(measurement) are introduced and students practice using,
calibrating, and verifying the performance of instruments. Lab
included. Co-requisite: 10-806-127 or 10-806-134, and
10-007-136, or consent of instructor.

10-007-104  Chromatography Techniques 3 credits
Introduces the basic concepts involved in separation of
biomolecules. Students complete lab work using a variety of
chromatographic methods including: paper, thin layer, gel
permeation, gas and high performance liquid chromatography.
Students also learn to interpret chromatographic results and
practice documentation and reporting skills. Lab included.
Prerequisites: 10-007-103, 10-007-136 and 10-806-127 or
10-806-134.

10-007-105 Bioprocess Technology 3 credits
Covers basic techniques of fermentation technology, including the
principles of isolation, identification, improvement, preservation
and growth of industrial microorganisms. Emphasizes the use of
fermentation equipment to obtain products. Lab included.
Co-requisite: 10-806-127 or 10-806-134 or consent of instructor.

10-007-108  Hazardous Materials 1 credit
Surveys potential laboratory hazards and safety procedures.
Covers regulation of chemicals: flammable, reactive, corrosive,
and toxic substances. Lab included. Co-requisite: 10-806-127 or
10-806-134.

10-007-109  Biosafety 1 credit
Surveys potential hazards and safety procedures associated with
biohazards including lab animals and pathogens. Lab included.
Co-requisite: 10-806-127 or 10-806-134.

10-007-110  Biotechnology Applications 1 credit
Provides a broad introduction to biotechnology including the
scientific basis of the technologies and their historical
development with an emphasis on current applications in the
areas of agriculture, medicine, forensics and the environment.

10-007-111 Biotechnology Career Seminar 1 credit
Includes a discussion of national, state and local biotechnology
industries, career options, the ethical, legal and societal issues
raised by the use of biotechnology and the regulatory agencies
that oversee the industry.

10-007-112 Biotechnology Employment Skills 1 credit
Discusses the specific skills needed for particular areas and
careers, ethical issues and the business of biotechnology
including the basics of intellectual property law. Each student
gives a presentation on their occupational work experience.
Co-requisite: 10-007-126.

10-007-115  General Cell Biology 4 credits
Introduction to cells, emphasizing their structure, diversity,
chemistry and physiology. Processes of cellular respiration,
photosynthesis and division are discussed. Describes genetic
principles and molecular activities involved in DNA, RNA and
protein synthesis. Lab included.

10-007-121  Applied Biochemistry 3 credits
Introduction to major chemical constituents of cells including
proteins, carbohydrates, lipids and nucleic acids. The

structure and kinetics of enzymes, reaction mechanisms, and
metabolic pathways are also included. Lab included.
Prerequisites: 10-007-103, 10-007-115 and 10-806-129 or
20-806-201 or consent of instructor.

10-007-122  Protein Bioseparations Methods 3 credits
Introduces the general strategies commonly used to purify
proteins. Specific methods include determining specific
activities for enzymes, extraction of proteins from bacterial
cells, salting out, dialysis, ion exchange chromatography and
polyacrylamide gel electrophoresis. Lab included.
Prerequisites: 10-007-103, 10-007-104 and 10-806-129 or
20-806-201 or consent of instructor.

10-007-123  Cell Culturing 3 credits
Covers the basic techniques of plant and animal cell culture.
Plant unit includes media preparation isolation of explants
and establishment of callus from suspension cultures, growth
factor bioassays, regeneration of whole plants from tissue
and plant genetic engineering techniques. Mammalian cell
unit includes media preparation, maintenance of cultured
cells, including human embryonic stem cell lines, transfection
of cultured cells, cloning, monoclonal antibody production,
and ELISA assays. Lab included. Prerequisite: 10-007-115
or consent of instructor.

10-007-124  Molecular Biology 1 3 credits
Introduces modern molecular biology techniques including
basic recombinant DNA techniques and nucleic acid analysis
and purification. The polymerase chain reaction, DNA
sequence analysis, and DNA fingerprinting are also covered.
Lab included. Prerequisite: 10-007-115 or consent of
instructor.
10-07-125 Research Methods in Molecular Biology

3 credits
Surveys advanced techniques in molecular biology including
Southern analysis, and RNA purification and analysis. The
course blends discussion of concepts with practical laboratory
experience. Lab included. Prerequisite: 10-007-124 or
consent of instructor.

10-007-126  Occupational Work Experience 3 credits
Students work in a biotechnology laboratory. Emphasizes the
integration of academics and practical experiences.
Prerequisites: Successful completion of all program courses

in the first three semesters of the program, or consent of
instructor and successful completion of a performance exam.
Co-requisite: 10-007-112.

10-007-136  Laboratory Math for

Biotechnology 1 credit
Course introduces mathematical tools that are used in the
biotechnology laboratory. Students apply mathematical
concepts to solve problems such as: calculating amounts of
chemicals required to make solutions, graphing and
interpreting data, and calibrating instruments. Basic statistical
concepts may also be introduced. Prerequisite: satisfactory
COMPASS Math Placement Test score.

10-007-174  Applied Microbiology 4 credits
This survey course includes the structure, function, ecology,
nutrition, physiology, and genetics of microorganisms in
industrial, agricultural, food and medical microbiology. It also
includes an introduction to standard techniques and
procedures used in the microbiology laboratory.

Prerequisite: 10-007-115.

Program Number: 10-007-2

Career Potential:

Biotechnology Research
Technicians

Complete scientific work in
academic research laboratories,
government research laboratories
and biotechnology companies
under direct supervision.

Biotechnology Production
Technicians

Produce useful products using
biological systems including
bacterial and yeast cells, plants
and animals.

Laboratory Technicians
Complete scientific work and
conduct experiments in research
and development or production
laboratories in various biological
and biochemical companies and
private or public agencies.

Quality Control/Assurance
Technicians

Check product performance/
characteristics to ensure regulatory
compliance and minimize liability
using physical, chemical and
biological test equipment and
instrumentation to ensure that the
product is within acceptable
tolerance.

With additional education and/or work
experience, graduates may find
employment as:

Research Scientists
Entry Level Scientists
Associate Scientists
Process Scientists

More detailed and updated information
on this program may be available at:
matcmadison.edu. The college reserves
the right to make changes in the
regulations and courses announced in
this publication without notice.

Madison Area Technical College
provides equal opportunity in education
and employment.

Rev. 03/10
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Madison Area Technical College Effective: 2010-2011

Biotechnology Post-baccalaureate  rrogram Number: 90-007-
Certificate

Certificate

Biotechnology & Electron Microscopy Program Cluster C urricu I um

. . Hrs/week
Center for Agriscience and Technologies Courses Credits Lec-Lab
Courses offered at Madison Campuses 10-007-103  Biotechnology Laboratory Skills for
a Regulated WOrkplace ..........cccocuueeueeveeieeicniceiceins
For information call: (608) 246-6204, (608) 243-4307 or 10-007-105  Bioprocess TeChNOIOgY .vo.ovvvesvvssvvessssssesssesvsesnn
(800) 322-6282 Ext. 6204 or 4307 10-007-104  Chromatography Techniques....

10-007-124  Molecular Biology 1 ......ccceeeemeereueemerneeneereesseneeseiseieeans
10-007-122  Protein Bioseparation Methods OR....
iee 10-007-123  Cell CURUMING ....oovvevrerririricnicricrinene
About the Certificate 10-007-125  Research Methods in Molecular Biology ...........cccceeeen.
10-007-121  Applied Biochemistry .......co.ocoovviiniieniiiniiiisiciniisinn,

Semester Total 2

The certificate curriculum includes eight courses from the
Biotechnology Lab Technician program. Students may elect to take
either Cell Culturing, 10-007-123, or Protein Bioseparations
Methods, 10-007-122. All other courses in the curriculum, or their
equivalent from another college, are required to obtain a certificate.
The curriculum may be completed in two semesters or longer.

-

Students completing this certificate will have the laboratory skills
and knowledge needed for entry-level employment in biotechnology
laboratories in both the public and private sector. Students are
required to meet with the program director for advising and course
scheduling plans.

This certificate is perfect for individuals who have a theoretical
bioscience background but need biotechnology laboratory skills in
order to improve employment prospects.

Unique Requirements for Admission

Prerequisites: 1) a bachelor's degree in a biological science and
consent of program director; 2) two semesters of college chemistry;
3) one semester of microbiology with laboratory component; 4) two
semesters of general biology and 5) a cell biology or genetics
course within the last seven years. Applicants with missing
prerequisites may complete those courses at Madison College.
Apply directly to the Center. The completed Application should
include verification of degree, or course work, if necessary. No
application fee is required for this certificate.

Unique Requirements for Completion

This certificate will be awarded upon completion of the
requirements with a minimum of a 2.0 grade average and no
course grade lower than a C. Students are responsible for
contacting the Center upon completion of the required classes.
Certificate will be awarded after completion of all requirements is
verified.

For more information:

Lisa Seidman, Iseidman@matcmadison.edu, (608) 246-6204 or
Jeanette Mowery, jmowery@matcmadison.edu, (608) 243-4307
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Madison Area Technical College
Biotechnology Post-baccalaureate

Certificate Courses

10-07-103  Biotechnology Laboratory Skills for a
Regulated Workplace 3 credits
Covers basic concepts and techniques necessary to work
effectively in a biotechnology lab. The importance of quality
regulations and standards and the role of the technician in
producing quality results is emphasized. Laboratory math is
introduced and applied. Students learn basic techniques
including: measuring, weighing, mixing solutions, following
and writing procedures, keeping records, making
observations, and using instrument manuals and catalogues.
Principles of metrology (measurement) are introduced and
students practice using, calibrating, and verifying the
performance of instruments. Team-based projects simulate
the application of these methods in a biotechnology research
and development environment.

10-007-104 Chromatography Techniques 3 credits
Introduces the basic concepts involved in separation of
biomolecules. Students complete lab work using a variety of
chromatographic methods including: paper, thin layer, gel
permeation, gas and high performance liquid chromatography.
Students also learn to interpret chromatographic results and
practice documentation and reporting skills.

10-007-105 Bioprocess Technology 3 credits
Covers basic techniques of fermentation technology, including
the principles of isolation, identification, improvement,
preservation and growth of industrial microorganisms.
Emphasizes the use of fermentation equipment to obtain
products.

10-007-121  Applied Biochemistry 3 credits
Introduction to major chemical constituents of cells including
proteins, carbohydrates, lipids and nucleic acids. The
structure and kinetics of enzymes, reaction mechanisms, and
metabolic pathways are also included.

10-07-122  Protein Biosperations
Methods

Introduces modern molecular biology techniques
including basic recombinant DNA techniques and
nucleic acid analysis and purification. The polymerase
chain reaction, DNA sequence analysis, and DNA

fingerprinting are also covered. Lab included.

3 credits

10-007-123  Cell Culturing 3 credits
Covers the basic techniques of plant and animal cell
culture. Plant unit includes media preparation isolation of
explants and establishment of callus from suspension
cultures, growth factor bioassays, regeneration of whole
plants from tissue and plant genetic engineering
techniques. Mammalian cell unit includes media
preparation, maintenance of cultured cells, including
human embryonic stem cell lines, transfection of cultured
cells, cloning, monoclonal antibody production, and ELISA
assays. Lab included.

10-007-124 Molecular Biology 1 3 credits
Introduces modern molecular biology techniques including
basic recombinant DNA techniques and nucleic acid
analysis and purification. The polymerase chain reaction,
DNA sequence analysis, and DNA fingerprinting are also
covered.

10-007-125 Research Methods in Molecular

Biology 3 credits
Surveys advanced techniques in molecular biology
including Southern analysis, and RNA purification and
analysis. The course blends discussion of concepts with
practical laboratory experience.

Program Number: 90-007-2

Career Potential:

= Research Scientists

= Entry Level Scientists
= Associate Scientists

=  Process Scientists

=  Laboratory Manager

=  Quality Assurance

=  Laboratory Supervisor
= Team Leader

More detailed and updated information
on this program may be available at:
matcmadison.edu. The college reserves
the right to make changes in the
regulations and courses announced in
this publication without notice.

Madison Area Technical College
provides equal opportunity in education
and employment.

Rev. 03/10
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Madison Area Technical College

Electron Microscopy

Associate in Applied Science Degree
Biotechnology and Electron Microscopy Program Cluster
Center for Agriscience and Technologies

Program offered at Madison Campuses

For information call: (608) 246-6800 or
(800) 322-6282 Ext. 6800

About the Program

The Electron Microscopy program is a two-year program in
which students learn to operate electron microscopes and
related equipment, both scanning (SEM) and transmission
(TEM). The preparation of biological and material samples
for observation by TEM or SEM is an important part of the
program. Interpretation of sample observations, including
metallurgical structures and biological ultrastructure, is
included.

Considerable emphasis is placed on communication skills,
computer-image processing, X-ray microanalysis and
maintenance of electron microscopes and related
equipment. The entire program stresses a laboratory,
hands-on approach to provide a graduating student with
confident and proficient job-entry performance.

Unique Requirements for Admission

It is strongly recommended that students take the math
sequence of Algebra 1 and Algebra 2 to best prepare them
for this program. In addition, one year each of biology and
chemistry is highly recommended. Prior to registration, all
students are required to consult with a faculty member. If
high school chemistry has not been completed, it is
recommended that 10-806-134 General Chemistry, be
taken before beginning the program.

The Electron Microscopy Program participates in MAAP
(Mandatory Assessment, Advising and Placement). This
requires new students to complete the COMPASS or
ASSET test. Advisement and course placement in English
and math (and some science courses) are done based on
test results. Testing should be completed prior to
admission.

Effective: 2010-2011
Program Number: 10-636-1

Curriculum

The courses listed below outline the requirements for graduation for students
entering this program in the 2010-2011 academic year. Requirements for
graduation may vary depending on the semester in which a student is admitted
to their program. Current/continuing students should consult their degree
progress report available through their inside MATC account for specific
graduation requirements. Program requirements are subject to change.

FIRST YEAR Hrs/week
First Semester Credits Lec-Lab
10-636-111  Scanning Electron MiCroSCopY ........c.cocuvevrevreenennnee KT 2-3
10-636-112  Transmission Electron and Atomic
FOrce MIiCroSCOPY .....uceueeeeeeeireeseeseeseeseisesssesssieenne 4o, 3-3
10-636-113  EM Image Processing 1 ........ccoveuvevnermnerncrneenenn 2 s 1-2
2

10-636-115  EM Photography & Lab Safety ... 2 v, 2-0
10-804-118  Intermediate Algebra with Applications OR. .
20-804-201  Intermediate Algebra..........cccoocvrinininnee
10-806-134  General Chemistry OR..........ccccovvuvrennene .
20-806-201  General Organic and Biological Chemistry ..............
Semester Total

Second Semester
10-636-121  EM Biological Sample Preparation............cccoovvrree 3 rverreirirennn.
10-636-122  EM Physical Preparation and FIB ..
10-636-123  EM Image Processing 2..............
10-801-195  Written Communication.....
10-804-189 Introductory Statistics OR..
20-804-240  Basic Statistics..........c........ .
10-806-182  Forces, Fields & ENErgy ......ocoocvveevecsiiiieisiies K
Semester Total

SECOND YEAR

First Semester

10-636-131  Advanced Biological Techniques and
Ultrastructure StUdIES .........ovrevereerrieneireieinineieinne K 2-2

10-636-132  Diffraction and Materials

10-636-133  Image Analysis ........ccccvewreeeneerreeenenns

10-636-135  Laboratory and Microscope Maintenance.... .

10-801-197  Technical RepOrting......ccoceeceenienienieisisiiiiciciine, K
Semester Total

Second Semester
10-636-141  X-Ray MicroanalySis.........cccoveurevrermermnernernnensennes L 33
10-636-143  Special EM Techniques and Spectroscopy.

10-636-147  Electron Microscopy Special Project.......

10-809-197  Contemporary American SOC|ety3 3-0
10-809-199  Psychology of Human Relations ..........c.ccococevvenneee. K 30
Semester Total 15

Note: Students are assessed for correct placement in English or mathematics
courses based on their scores on the COMPASS test or on completion of the
appropriate prerequisite(s). Additionally, there may be courses in other subject
areas that may use COMPASS scores as prerequisites when reading, writing, math,
or critical thinking competencies are required.
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Madison Area Technical College
Electron Microscopy

Program Courses

10-636-111  Scanning Electron Microscopy 3 credits
Provides extensive laboratory work in which students become
proficient in the operation of scanning electron microscopes
(SEMs). Students leam electron-specimen interactions, image
processing, effects of microscope variables on the image and
the use of various microscope accessories and outputs.
Microscope optics are also introduced.

10-636-112  Transmission Electron and

Atomic Force Microscopy 4 credits
Students become proficient in the alignment procedures,
operation and theory of transmission electron microscopes
(TEMs). Introduction to basic theory and operation of atomic
force microscopes (AFMs). X-ray microanalysis will also be
introduced.

10-636-113  EM Image Processing 1 2 credits
This course studies the theory and application of digital image
acquisition from microscopes. Students will learn how to import
these images into a PC for incorporation into scientific
documents. Additionally, the course will address issues of
resolution, archiving, the differences between available image
file formats and compression methods, and differences
between various input and output sources.

10-636-115  EM Photography Techniques and
Lab Safety

Students examine safety concerns and procedures
encountered in an EM laboratory. The theory of optics and the
practical application of light microscopy in science are studied.
Film and principles of photography are also discussed.

2 credits

10-636-121  Biological Sample Prep EM 3 credits
Lecture-lab course covering biological sample preparation for
both TEM and SEM. Includes chemical and cryo fixation,
embedment, ultramicrotomy and staining methods. Solution
preparation and laboratory techniques are also performed.
Prerequisite: grade of C or better in both 10-636-111 and
10-636-112 or consent of the instructor.

10-636-122  EM Physical Preparation and FIB 4 credits
Lecture-lab course covering specimen preparation for both
SEM and TEM. Topics include replica preparation, ion milling,
polishing and thinning methods. Material studies consider
identification of metallurgical structures, fracture types,
dislocation analysis and microstructures of geologic samples,
plastics and ceramics. Prerequisite: grade of C or better in
both 10-636-111 and 10-636-112 or consent of the instructor.

10-636-123  EM Image Processing 2 2 credits
Advanced development of digital processing by enhancement
and manipulation of EM images. Scientific filtering protocols,
convolution masks, Fourier transforms, and Gaussian filters
are applied in order to produce image for scientific and
aesthetic purposes. Included are modules on scientific
interpretation, analysis, and output media. This course
explores in depth relationships between image quality at the
microscope and output to various media. Scientific poster
layout and design using Adobe InDesign and slide presentation
using PowerPoint are covered. Prerequisite: grade of C or
better in 10-636-113.

10-636-131  Advanced Biological Techniques and
Ultrastructure Studies 3 credits
Students prepare biological samples for both SEM and TEM
using methods not previously presented, such as colloidal gold
labeling. Includes ultrastructure studies enabling students to
identify features encountered in micrographs for interpretation
and analysis. Prerequisite: grade of C or better in both
10-636-121 and 10-636-122 or consent of instructor.

10-636-132  Diffraction and Materials 4 credits
Interpretation and analysis is made for crystals using electron
diffraction methods. Powder diffraction is introduced allowing
compounds to be identified. Concepts of reciprocal lattice
space and crystal structures are included. Prerequisite: grade
of C or better in both 10-636-121 and 10-636-122 or consent
of the instructor.

10-636-133  Image Analysis

Involves statistically measured and mathematical
transformations of both analog and digital images. Topics
include sampling techniques, stereology, three-dimensional
reconstruction and analysis, cell or grain-size distribution and
aspect-ratio-analysis, Fourier Transform analysis, and spatial
filtering of images. Students will develop cross-platform
computer skills with programs including: Adobe PhotoShop,
NIH Image, ImagePro Plus, and VoxBlast. Prerequisite: grade
of C or better in 10-636-123 or consent of instructor.

2 credits

10-636-135 Laboratory and Microscope

Maintenance 3 credits
Students use oscilloscopes, vacuum leak checkers and other
metrology equipment used for troubleshooting methods for the
EM lab. Hands-on diagnostics, repairs and routine

maintenance are made by students in EM lab setting.

10-636-141  X-Ray Microanalysis 4 credits
Students perform elemental analysis with energy dispersive
X-ray systems on both TEM and SEMs. The use of matrix
corrections, qualitative and quantitative computer analysis
routine will constitute a major part of this course. Prerequisite:
grade of C or better in both 10-636-131 and 10-636-132 or
consent of the instructor.

10-636-143  Special EM Techniques and

Spectroscopy 3 credits
Laboratory course in which students perform tasks including
voltage contrast, electron beam induced current (EBIC) and
electron channeling. Presents other microscopy methods,

such as secondary ion mass spectroscopy (SIMS), focus ion
beam (FIB) and Auger microscopes. Prerequisite: grade of C
or better in both 10-636-131 and 10-636-132.

10-636-147  Electron Microscopy Special

Project 2 credits
Students choose an independent project resulting in a final
report that will include micrographs from both TEMs and SEMs
and x-ray analysis. Prerequisite: grade of C or better in
Electron Microscopy Program sequence to date or consent of
instructor.

Program Number: 10-636-1

Career Potential:

e Integrated Circuit
Microscopic and Failure
Analysts
Perform TEM, SEM, FIB, X-
ray and AFM analysis to
characterize micro-
electronic components.

o Biological Research
Electron Microscopy
Technicians
Prepare and examine plants
and tissues for
ultrastructural analysis.

o Diagnostic Pathology
Electron Microscopists
Produce micrographs for
ultimate clinical diagnosis
for a variety of diseases.

e  Materials Research
Electron Microscopy
Technicians
Evaluate metals, ceramics,
plastics and geologic
samples by Electron
Microscopy and X-ray
analysis.

e  Sales and/or Applications
Representatives
Employment with
microscope manufacturers,
selling or demonstrating
equipment, or instructing
customers on equipment
use.

More detailed and updated
information on this program may be
available at: matcmadison.edu. The
college reserves the right to make
changes in the regulations and
courses announced in this publication
without notice.

Madison Area Technical College
provides equal opportunity in
education and employment.

Rev. 03/10
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Madison Area Technical College Effective: 2010-2011

Administrative Professional Program Number: 10-106-6

Associate in Applied Science Degree

Business Technology Program Cluster C u r” c u I u m

The courses listed below outline the requirements for graduation for students entering this

Center for Agriscience and Technologies program in the 2010-2011 academic year. Requirements for graduation may vary

, ) depending on the semester in which a student is admitted to their program.
Program offered at Madison, Fort Atkinson, ReedSburgl’ Current/continuing students should consult their degree progress report available through
Watertown and Portage campuses; and completely online their inside MATC account for specific graduation requirements. Program requirements

are subject to change.

For information call: (608) 246-6800 or

(800) 322-6282 Ext. 6800 FIRST YEAR ~ Hrslweek
First Semester Credits Lec-Lab
10-103-135  Windows XP (OR Windows Vista 10-103-124
About the Program OR Windows 7 10-103-123) (each, Qtr. 1)......c...... | I 0.75-2.25
10-103-137  Word-Beginning (Qtr. 1 ).....cccovevivvinnriisriieniisnis 1 -
- . . . . 10-103-136  Word-Intermediate (Qtr. 2).. 2
The Administrative Professml)n.al Prpgram prepares |nd|V|dugIs in 10-106-102  Professional Profile ... 1
the software/hardware, administrative, and interpersonal skills 10-106-139  Keyboard SKilbUiding ..........cccoroocerecccersscernee 1
needed to perform the duties of administrative support 10-106-108  Proofreading and Editing .............uwvvrcir
personnel. With additional education and/or work experience, 10-106-182  Information Technology Conceps...
there is opporiunity for advancement into subervisory or 10-801-195  Written Communication ...........cccccoceevvevevevveverrercnnns .
pportunity p y 10-804-123  Math with Business Applications ...............eee 3 3-0
managerial positions. To graduate from the program, a student Semester Total 17

must receive a grade of C or higher in all program courses.
Second Semester

: : 10-101-108  Applied AcCOUNtiNg 1 .......vvurvrrrririeieeieeieeiinee K 30
Graduates of this program typically earn $33,000 per year. 10-103-133  ExCel-Beginning (Qtr. 3). g 075225
10-103-139  Excel-Intermediate (Q1r. 4)......cccovvvnrvnrinrinrinrinnnns 1o, 0.75-2.25
Unique Requirements for Admission 10-103-145  Access-Beginning (Qfr. 3)... o
10-103-125  Access—Intermediate (Qtr. 4)... ]
Recommendations for admission: Beginning PowerPoint 18182182 S”“"Ok (QU. 8) ! :
. -106- ecords Management ..........c.oceeeneuneensrneeneineneenas 2 e 20
competence. Keyboarding speed of 50 wpm or take 10106133 Word Processing ApPHCAHONS ... 2t 2:0
Keyboarding Skillbuilding. It is highly recommended that each 10-106-164  Customer Contact SKills ............... 1
program student has access to a computer. Note: All Microsoft 10-106-172  Administrative Office Management...
10-801-196  Oral/Interpersonal Communication..........c.cc.ceoceeenee 3

Office software courses use the 2007 version.

Semester Total
Earn your Administrative Professional degree completely SECOND YEAR
online! First Semester

10-103-153  PowerPoint Advanced (Qfr. 2)........cccovevvevververnnnnn. 1
The benefits of completing a degree online include courses 10103126 Word-Advanced (Qfr. 1)..... 1
ilable 24 hours a day, seven days a week; an opportunity to 10-103-132  Excel-Advanced (Qr. 2). !
aval y, seven cay » @n opportunity 10-103-168  DIEAMWEAVET ... 1
choose your own study time within course guidelines; an ability 10-106-106  Business Writing and RESEarch ... 2
to join in online discussions with professionals around the world 10106134 Software SIMUIAHION......occvrvvvvsvssvivssn 2
and stay current with new business technology and trends. For 10-106-190  Professional Development. ... !
information about the online Administrative Professional 10-809-197 - Contemporary American Society.. -3
more in 10-809-199  Psychology of Human Relations... .3
degree program, contact (800) 322-6282 ext. 6800 or EIOCV. 1
(608) 246-6800. Semester Total 16

Second Semester

10-103-140  Publisher (Q1r. 4).......cccoveevremmereereerrerererereeeeeeei L
10-106-186  Project Management and Coordination 2
10-106-187  Exploring Business Technologies...........ccocreereeeeenee 2
10-106-194  Career Management (Qtr. 4) ... ]

10-106-195  INEMNSNID covvvevivvecee s 1

10-801-198  SPEECN ... 3
10-809-172  Race, Ethnic and Diversity Studies .. 3
EleCtiVe. ..o 3
Semester Total 16
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Madison Area Technical College
Administrative Professional

Program Courses

10-106-102  Professional Profile 1 credit
Concentrates on the knowledge, attitudes, and skills necessary to
succeed in the Administrative Professional program and to grow
personally and professionally. Topics include mentoring, career
success, campus resources, paper and electronic skills portfolio,
core abilities, internship requirements, professional organizations,
time management skills, personality traits, values and work
environment preferences, and self-assessment of present career
skills.

10-106-103  Records Management 2 credits
Fundamentals of managing the record life cycle; alphabetic,
numeric, subject, geographic filing; electronic file management;
supplies and equipment; charge-out procedures; retention
schedules; transfer methods; control measurements; imaging
systems and security of information. Follows recommendations of
the Association of Records Managers and Administrators
(ARMA).

10-106-106  Business Writing and Research 2 credits
This course is designed for students to learn the basics of
effective writing and research skills needed for success in the
business world. Students will also review grammar and
punctuation rules. Emphasis will be placed on simulating real
business writing and research situations. Students will write
letters, memos, electronic messages and other employment-
related correspondence. Prerequisites: 10-106-108, 10-106-133,
and10-801-195.

10-106-108  Proofreading and Editing 3 credits
Develop proofreading skills: punctuation, grammar, spelling and
usage errors. Edit documents: appropriate content, conciseness,
clarity, and point of view.

10-106-133  Word Processing Applications 2 credits
Utilize word processing skills to format letters, memos, tables and
reports. Develop workplace skills: proofreading and decision-
making. Prerequisites: 10-106-101 or touch keyboarding skills,
and 10-103-137. 10-103-136 must be taken prior to or in the same
semester.

10-106-134  Software Simulation 2 credits
This course uses a simulation that integrates multiple software
applications and features of Windows, Word, Excel, Access, and
PowerPoint programs. Students manage information, apply
critical-thinking skills to solve problems, research topics, and
compose documents. Prerequisites: 10-103-137, 10-103-136,
10-103-133, 10-103-145 and 10-103-143.

10-106-139  Keyboard Skillbuilding 1 credit
Identify keyboarding weaknesses through diagnostic tests and
analyses. Refine keyboarding technique, increase speed and
improve accuracy through individualized corrective practice.
Prerequisite: 10-106-101 or touch keyboarding experience.

10-106-164  Customer Contact Skills 1 credit
Examines what is the foundation of good customer service,
identifies internal/external customers, examines questioning
techniques, explores listening skills, examines customer surveys,
discusses dealing with challenging customers, and examines the
role of the customer service representative in today’s business
world.

10-106-172  Administrative Office Management 2 credits
This course emphasizes the office skills necessary to succeed in
a global business in the 21st century. Topics covered include:
team building, travel, meetings and minute taking, Parliamentary
Procedures, management and supervision, cultural diversity,
ergonomics, and stress, time, and anger management.

Program Number: 10-106-6

Career Potential:

10-106-182 Information Technology Concepts 3 credits
Introduces students to computer terminology, basic functions of
the computer processor, various types of computer memory,

e Administrative Assistant
o Administrative Professional

computer input/output devices, application software, system e Administrative Support
software, electronic communication devices, Internet searches, o Desktop Publisher
various communication methods used on the Internet, computer Specialist

security concerns, and computer ethics. Prerequisite: access to o Information Coordinator

the Internet.

Information Processing

10-106-186 Project Management and Coordination 2 credits Spgcialist .
Plan and coordinate projects, develop timelines, determine Office Assistant
priorities, increase individual and team productivity, control the Office Support

workday and allocate resources using graphic tools such as MS
Project software and GANTT charts. Project management and
coordination techniques and concepts are learned by examining
case studies and completing a project.

Program Assistant
Project Coordinator
Receptionist
Secretary

10-106-187 Exploring Business Technologies 2 credits Transcriptionist
Research current and emerging technologies such as tablet and o Word Processor
laptop computers, scanners, faxes, PDF files, electronic
meetings/video conferencing, Zoomerang surveys, podcasting,
and voice recognition software. Create an electronic portfolio.

With additional educational

Student must be in final semester of program or obtain consent of and/or work expgnence,
instructor. graduates may find employment
as:
10-106-190 Professional Development 1 credit
Using the internet and traditional methods, research the job o Administrative Coordinator
market, deV(EI:op ajob se?roh/career portf;)lio, and explore o Executive Assistant
networking. Create a professional image for job search. The .
portfolio includes a resume, cover letter, thank-you letter, ¢ Execut!ve Secretary.
reference sheet, work samples and other job search materials. * Executive Staff Assistant
Prerequisite: 10-801-195 o Office Manager
o Instructor/Trainer
10-106-194 Career Management 1 credit
Identification of factors associated with job success: conflict More detailed and updated
resolution, business and dining etiquette, sexual harassment, information on this program may be
ethics, career goals, and performance appraisal. Prerequisite: available at: matcmadison.edu. The
Student should be in last semester of program. college reserves the right to make
. . changes in the regulations and
10-106-195 Internship N 1 credit courses announced in this publication
Students complete a 72-hour internship in an office setting without notice.
supervised by a cooperating employer. The office setting is a
business, medical, or legal office depending on the student's Madison Area Technical College
program. Must be in one of the last 2 semesters before provides equal opportunity in
graduation. Prerequisite: 10-106-102. education and employment.
Recommended Electives Rev. 03/10
10-101-139  Quickbooks Pro 1 credit
10-102-160 Business Law 1 3 credits
10-103-141 Adobe Acrobat 1 credit
10-103-164 Flash-Beginning 1 credit
10-103-167  Fireworks—Beginning 1 credit
10-103-186 MS Project 2 credits

10-109-102 Fundamentals of Meeting Management 3 credits
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Madison Area Technical College

Basic Medical Reception

Skills Certificate

Certificate

Business Technology Program Cluster
Center for Agriscience and Technologies

Certificate courses are offered at Madison; most courses are
also offered at the Fort Atkinson, Reedsburg, Watertown and
Portage campuses and online.

For information call: (608) 246-6800 or
(800) 322-6282 Ext. 6800

About the Certificate

Clerical jobs are among the top five occupations for projected
growth nationally. Madison College has developed this
certificate to help you get hired, promoted or to update your
skills by providing basic medical reception skills used in today’s
modern medical offices. Full- and part-time positions are
available in small and large healthcare organizations throughout
Wisconsin and the United States. Typical working hours in this
occupation are weekday business hours, generally 8:00 a.m. to
5:00 p.m. with some variation.

The skills obtained in the Basic Medical Reception Skills
Certificate may be applied to the Medical Administrative
Specialist Associate in Applied Science degree program and the
Medical Transcription Technical Diploma program. In addition,
many of the certificate credits may be applied to other programs
at Madison College.

This certificate is available to those working full time seeking
skills to change careers. Current Madison College students may
complete this certificate in conjunction with their existing course
work. Most courses are available both online and in the
classroom.

Students who successfully complete this certificate typically
earn $9.50 to $13.00 per hour based on their experience and
other job skills.

Unique Requirements for Admission

This certificate does not require an application to the college.
Students register for individual courses during the open
registration period each semester. It is the student's
responsibility to request the certificate from the Center for
Agriscience and Technologies office (608-246-6800) once all
required classes have been completed and grades have been
received. A grade of C or better is required in each course to
award the certificate.

Effective: 2010-2011

Program Number: 90-106-4

Curriculum

Hrs/week
Courses Credits  Lec-Lab
10-106-101  Keyboarding Introduction.............cccveureereenieneereenseens 1o 0-2
10-103-123  Windows 7 OR.................. 75-2.
10-103-135  Windows XP OR ........cccoevvrvrerrrrreerierinsiseieessseeneeens () P (0.75-225)
10-103-124  Windows Vista .......ccccocuveveecireerrcieeeeeeeeeie e
10-103-137  Word-Beginning™..........cccoveneuneumeneeneereererineineineieenns
10-106-165  Medical Office Procedures.....
10-103-133  Excel-Beginning®..............
10-106-139  Keyboard Skillbuilding ......
10-106-164  Customer Contact SKills ............cccocvevrrervernierrirennns
10-106-178  Medical Language for the Business Professional.....

Total 1"

*Prerequisite: Windows

Courses are listed in suggested sequence.
Microsoft® is a registered trademark of the Microsoft Corporation.
If you have finished the courses for this certificate, complete the certificate form to receive

an official certificate from the Business Technology Department:
http://matcmadison.edu/bus tech certificate ap
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Madison Area Technical College
Basic Medical Reception Skills Certificate

Courses

10-103-123  Windows 7 1 credit
Introduces the Windows 7 operating system: work with common
elements (windows, menus, toolbars, panes, dialog boxes and
Help), use accessory programs, manage files/folders, customize
using the Control Panel and maintain the computer.

10-103-124  Windows Vista

Introduces the Windows Vista operating system: work with
common elements (Windows, menus, toolbars, panes, dialog
boxes, and Help), use accessory programs, manage file/folders
using MY Computer and Explorer, customize using the Control
Panel and maintain the computer.

1 credit

10-103-133 Excel-Beginning 1 credit
Introduction to Excel spreadsheet software. Create, edit, save,
format, print, perform calculations, copy/move text and formulas,
create charts, create complex formulas and expand use of
functions. Prerequisite: Competency in Windows.

10-103-135  Windows XP 1 credit
Introduces the Windows XP operating system: work with common
elements (windows, menus, toolbars, panes, dialog boxes, and
Help), use accessory programs, manage files/folders using My
Computer and Explorer, customize using the Control Panel and
maintain the computer.

10-103-137 Word-Beginning 1 credit
Introduction to Microsoft's word processing software. Create, edit,
save, format and print basic documents; cut/copy/paste and
find/replace text; apply font styles and effects; add bullets and
numbering; work with tabs and indents; align text; apply borders
and shading; use wizards and templates to produce documents;
insert headers/footers; apply different formatting to document
sections; create columns; insert Clip Art. Create and format
tables, modify rows and columns, perform calculations, sort table
data, customize tables. Prerequisite: Competency in Windows.

10-106-101  Keyboarding Introduction 1 credit
Learn computer keyboarding (alphabetic and numeric keypad)
using proper technique; develop speed and accuracy.

10-106-139  Keyboard Skillbuilding 1 credit
Identify keyboarding weaknesses through diagnostic tests and
analyses. Refine keyboarding technique, increase speed and
improve accuracy through individualized corrective practice.

10-106-164  Customer Contact Skills 1 credit
Examines what is the foundation of good customer service,
identifies internal/extemal customers, examines questioning
techniques, explores listening skills, and examines customer
service representative in today’s business world.

10-106-165 Medical Office Procedures
Emphasizes the electronic medical office procedures:
communication, reception, appointment scheduling, record
keeping, records management, telephone procedures, entering
daily transactions, billing and collecting, banking procedures,
preparing payroll, handling routine business correspondence,
keeping an inventory of supplies and completing medical office
simulations. Prerequisite: 10-103-137.

3 credits

10-106-178  Medical Language for the Business
Professional 1 2 credits
This course is designed to give the beginning business student an
insight into medical language. Students will explore how medical
terms are formed, become familiar with the meaning of many
word roots, prefixes, and suffixes, and spell, define, and
pronounce many medical terms by understanding word
components. Students will also exhibit mastery in the use of
medical dictionaries and reference materials. Fundamentals will
be discussed as they relate to evaluation of health practices by
body system and by the body as a whole.

Program Number: 90-106-4

Career Potential:

o Medical Receptionist

o Medical Appointment
Scheduler

o Department/Clinic
Assistant-Associate

o Medical Customer
Service Representative

With advanced training
students may find
employment as:

o Medical Administrative
Specialist

o Medical Transcriptionist

o Medical Word
Processing Operator

o Department/Clinic
Assistant — Objective,
Senior

o Health Unit Coordinator

e Medical Coding
Specialist

More detailed and updated
information on this program may be
available at: matcmadison.edu. The
college reserves the right to make
changes in the regulations and
courses announced in this publication
without notice.

Madison Area Technical College
provides equal opportunity in
education and employment.

Rev. 03/10
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Madison Area Technical College Effective: 2010-2011

Business Software
Applications SpeCiaIiSt Program Number: 31-106-9

One-Year Technical Diploma

Curriculum

The courses listed below outline the requirements for graduation for students entering this

Business Technology Program Cluster

Center for Agriscience & Technologies program in the 2010-2011 academic year. Requirements for graduation may vary
. . depending on the semester in which a student is admitted to their program.
Program offered at Madison, Fort Atkinson, Reedsburg, Current/continuing students should consult their degree progress report available through
Watertown and Portage campuses; and completely online their inside MATC account for specific graduation requirements. Program requirements
are subject to change.
For information call: (608) 246-6800 or
(800) 322-6282 Ext. 6800 Hrs/week
First Semester Credits Lec-Lab
10-103-123  Windows (Qtr 1) OR...c..eecveeereceeeeeeeseseceeeee oo I 0.75-2.25
(Qtr 1)
A he Proaram 10-103-135  Windows XP (Qtr 1) OR... L) J— 0.75-2.25)
bout the Progra 10-103-124  Windows Vista (Qtr 1)..... BC) — 0.75-2.25)
The Business Software Applications Specialist Program gives 18]82]% wg:g:ﬁﬁg:"m";g?aggtaz gy 1 ''''''''''' gggggg
the student an understanding of the general business activities 10-103-143  PowerPoint (Qtr 2) ... T 075005
required of office employees. Software skills, along with 10-106-103  Records Management ...........ccccvvsveeererssssnverreessnes 2. .20
customer service and interpersonal skills, are emphasized. To 10-106-139  Keyboard SKIOUIAING 12 ....vveeveeve 1o .0-2
succeed as a Business Software Applications Specialist, 10-106-182  Information Technology Concepts B e 30
tudents should have a mastery of software skills, a mastery of 10801195 Wrllen COMMUNICAIION . 3o 30
s ; ! y ! X ar ry 10-804-123  Math with Business Applications ............ccc.ccevvveveeeeee. 3 30
English fundamentals, enjoy working with people, enjoy problem Semester Total 16
solving, and be detail oriented. This program is also available
completely online. In order to graduate from the program, 31%‘3100’;0'12359’“25“” ntomediae (Qtr ) 1 075225
: : : - - ccess—intermediate L TR N o2
students must receive a grade of C or higher in all program 10-103-126 Word-AdVNGed (QIF 3)...... g 0.75.2.25
courses. 10-103-133  Excel-Beginning (Qtr 3).........coooeeccevemersssereecesssneen (I 0.75-2.25
10-103-139  Excel~Intermediate (Qtr 4)... ] 0.75-2.25
Graduates of this program typically earn $1,800 per month. 10-103-140  PUblISNEX (QT 4)...ccrcov e 1 0.75-2.25
10-103-145  Access-Beginning (Qfr 3) el 0.75-2.25
P P isit 10-103-165  OUHOOK.....evvveeeeeeeeeeeeseseeeseeesesensseeesessnsseeessssnnes 1
rogram rrerequisites 10-106-108  Proofreading/Edting ...........cvveeueeeerrreeseeeerneererneens 3
10-106-133  Word Processing Applications.
Before entering the Business Software Applications Specialist 10-106-164  Customer Contact SKIlS ........ceverervsrre
Program, students should have Intro to Keyboarding, 18182133 ;\dr?'”'s,”a“‘l’% Oﬁ'fe Ma"??g[“g;“--- - 20
_ _ it . . . - - roressional bevelopmen LS ) I Y -
10-106-101, or thg ablllty to verify .k(leyboardlng proficiency. 10-106-194  Career Management (Qr 4) ..o g 10
Students not meeting this prerequisite may take Intro to Semester Total 17

Keyboarding during their first quarter of the program.
a May receive advanced standing if able to verify keyboarding rate of 50 wpm.

Note: all Microsoft Office courses use the 2007 version. All of the above credits also apply to the Administrative Professional Program.

Note: Students are assessed for correct placement in English or mathematics

Earn your Business Software Applications Specialist courses based on their scores on the COMPASS test or on completion of the
il appropriate prerequisite(s). Additionally, there may be courses in other subject

degree completely online! areas that may use COMPASS scores as prerequisites when reading, writing, math,

i ) o or critical thinking competencies are required.

The benefits of completing a degree online include courses

available 24 hours a day, seven days a week; an opportunity to
choose your own study time within course guidelines; an ability
to join in online discussions with professionals around the world
and stay current with new business technology and trends. For
more information about the online Business Software
Applications Specialist degree program, contact the Business
Technology office at (800) 322-6282 ext. 6800 or

(608) 246-6800.

Page 32 of 259



Madison Area Technical College
Business Software Applications Specialist

Program Courses

10-106-103  Records Management 2 credits
Fundamentals of managing the record life cycle; alphabetic,
numeric, subject, geographic filing; electronic file management;
supplies and equipment; charge-out procedures; retention
schedules; transfer methods; control measurements; imaging
systems and security of information. Follows recommendations of
the Association of Records Managers and Administrators
(ARMA).

10-106-108  Proofreading/Editing 3 credits
Develop proofreading skills: punctuation, grammar, spelling and
usage errors. Edit documents: appropriate content, conciseness,
clarity, point of view.

10-106-133  Word Processing Applications 2 credits
Utilize word processing skills to format letters, memos, tables and
reports. Develop workplace skills: proofreading and decision-
making. Prerequisites: Keyboarding Introduction (10-106-101) or
touch keyboarding skills, Word-Beginning (10-103-137) AND
Word-Intermediate (10-103-136).

10-106-139  Keyboard Skillbuilding 1 1 credit
Identify keyboarding weaknesses through diagnostic tests and
analyses. Refine keyboarding technique, increase speed and
improve accuracy through individualized corrective practice.
Prerequisite: Keyboarding Introduction (10-106-101) or touch
keyboarding experience.

10-106-164  Customer Contact Skills 1 credit
Examines what is the foundation of good customer service,
identifies internal/extemal customers, examines questioning
techniques, explores listening skills, and examines customer
service representative in today’s business world.

10-106-172  Administrative Office Management 2 credits
Emphasizes technology and procedures for office management.
Includes practical experience in information processing,
telecommunications, written communications, records
management, presentations, teamwork, ethics, stress and time
management, customer service, travel arrangements and meeting
planning.

10-106-182  Information Technology Concepts 3 credits
Introduces students to computer terminology, basic functions of
the computer processor, various types of computer memory,
computer input/output devices, application software, system
software, electronic communication devices, Internet searches,
various communication methods used on the Internet, computer
security concerns, and computer ethics. Prerequisite: Access to
the Internet.

10-106-190  Professional Development 1 credit
Using the internet and traditional methods, research the job
market, develop a job search/career portfolio, explore networking,
prepare for employment tests, and practice for job interviews.
Create a professional image for job search. The portfolio includes
but is not limited to a resume, cover letter, thank-you letter,
reference sheet, job application form, and work samples.

10-106-194  Career Management 1 credit
Identification of factors associated with job success: conflict
resolution, business and dining etiquette, sexual harassment,
ethics, career goals, and performance appraisal. Prerequisite:
Student should be in last semester of program.

Program Number: 31-106-9

Career Potential:

= Administrative Services
Coordinator

= Customer Service
Associate

= Office Assistant

= Program Assistant

= Receptionist-Data Entry

= Secretarial Assistant

= Word Processor

With advanced training
graduates may find
employment as:

Administrative
Professional

= Executive Assistant

= Executive Secretary

= Information Coordinator
= Office Manager

More detailed and updated
information on this program may be
available at: matcmadison.edu. The
college reserves the right to make
changes in the regulations and
courses announced in this publication
without notice.

Madison Area Technical College
provides equal opportunity in
education and employment.

Rev. 03/10
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Madison Area Technical College Effective: 2010-2011

Certificates in Microsoft® Office Program Number: 90-103-5
-Advanced

Certificates

Curriculum

Business Technology Program Cluster

Center for Agriscience and Technologies

Hrs/week
Certificate courses are offered at Madison; most courses are BASIC Certificate in Microsoft® Office Credits  Lec-Lab
also offered at the Fort Atkinson, Reedsburg, Watertown and lglgglgg w:ggmz ;F()Q(g;) 1())& --------------------------------------------- JR— (8;‘222;
F’ortag_e campuses and online; some of them are also available 10-103-124  Windows Vista (Qtr 1)..... (0.75:2.25)
in a bilingual format 10-103-165  OUHOOK...ovrrseverrreeen .0.75-2.25
10-103-137  Word-Beginning...... 1 ...0.75-2.25
For information call: (608) 246-6800 or ]g}gg} ig f\zgg[s—sBeB%;m . ] g;gggg
(800) 322-6282 Ext. 6800 10103143 POWEIPOIN ot 1o 075225
Total 6
About the Certificates ADVANCED Certificate in Microsoft® Office
; ; (Choose six courses from those listed below.)
Madison College has developed basic and advanced 10103125 ACCESS—INEIMEAIEE ... T 0.75-2.25
cgrhﬂcates in Microsoft® Office products that can help you get 104103126 Word—Advanced ... 1 0.75-2.25
hired, get promoted, or update your skills. These computer skills 10-103-127  ACCESS—AAVANCED............ovvvvreeeressenersvvssrneesesesssns 1 0.75-2.25
are essential for work in today’s modern offices. Both 181831% Wcﬂ-lf\?vancgd-t- ------------ 1 g;gggg
o H : H H - - Ord—INTErMeQaIAte ...........oevvrivmiriieiiiriee s AO-L.
certificates are available either online or in the classroom. 10103139 Excallntormediator - 1 0.75-2.25
. . . 10-103-140  PUDKSNET ..o 1 0.75-2.25
Students who successfully complete this certificate typically 10-103-163  PowerPoint-Advanced ..........cooecccccesescicoenee LI 0.75-2.25
earn $10.00 to $12.00 per hour based on their experience and Total 9
(Choose 6 of the 9 credits)

other job skills.

Unique Requirements for Admission Microsoft® is a registered trademark of the Microsoft Corporation.

This certificate does not require an application to the college. ) o , ,
Students reqister for individual courses during the open If you have finished the courses for this certificate, complete the certificate form to receive
9 Y p an official certificate from the Business Technology Department:

registration periOd each semester. It is the student's http://matcmadison.edu/bus tech_certificate ap
responsibility to request the certificate from the Center for
Agriscience and Technologies office (608-246-6800) once all
required classes have been completed and grades have been
received. A grade of C or better is required in each course to
award the certificate.

Microsoft® is a registered trademark of the Microsoft
Corporation.

Note: All Microsoft Office courses use the 2007 version.
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Madison Area Technical College
Certificates in Microsoft® Office

Basic Certificate in Microsoft® Office

10-103-123  Windows 7 1 credit
Introduces the Windows 7 operating system: work with common
elements (windows, menus, toolbars, panes, dialog boxes and
Help), use accessory programs, manage files/folders, customize
using the Control Panel and maintain the computer.

10-103-133  Excel-Beginning 1 credit
Introduction to Excel spreadsheet software. Create, edit, save,
format, print, perform calculations, copy/move text and formulas,
create charts, create complex formulas and expand use of
functions. Prerequisite: Competency in Windows.

10-103-135  Windows XP 1 credit
Introduces the Windows XP operating system: work with common
elements (windows, menus, toolbars, panes, dialog boxes, and
Help), use accessory programs, manage files/folders using My
Computer and Explorer, customize using the Control Panel and
maintain the computer.

10-103-137  Word-Beginning 1 credit
Introduction to Microsoft's word processing software. Create, edit,
save, format and print basic documents; cut/copy/paste and
find/replace text; apply font styles and effects; add bullets and
numbering; work with tabs and indents; align text; apply borders
and shading; use wizards and templates to produce documents;
insert headers/footers; apply different formatting to document
sections; create columns; insert Clip Art. Create and format
tables, modify rows and columns, perform calculations, sort table
data, customize tables. Prerequisite: Competency in Windows.

10-103-143  PowerPoint 1 credit
Introduction to PowerPoint presentation software. Create, edit,
save, and print a presentation. Insert clip art, apply animation and
slide transition effects, import text, customize background and
bullets, create a table and a chart, create a WordArt object, and
create a Webpage from a PowerPoint slide. Prerequisite:
Competency in Windows AND experience using word processing
software.

10-103-145  Access-Beginning 1 credit

Introduction to Access database software. Plan, create, edit, save,
print and manage data; modify a database structure; relate tables;
find, filter, query and sort data in tables; create forms and reports.

Prerequisite: Competency in Windows.

10-103-165  Outlook

Use Microsoft's messaging and personal information
management program. Communicate by email; schedule
appointments, meetings and events; manage the Inbox, contact
lists, tasks and notes; track and archive messages; configure and
customize Outlook; record journal entries; manage Outlook
components; integrate Outlook with other Office programs.
Prerequisite: Competency in Windows.

1 credit

Advanced Certificate in Microsoft® Office

10-103-125  Access-Intermediate 1 credit
Share data among applications; create reports, forms and combo
boxes; enhance forms with OLE fields, hyperlinks, and subforms;
work with switchboards, PivotTables, and PivotCharts.
Prerequisite: 10-103-145 or equivalent.

10-103-126  Word-Advanced 1 credit
Integrate Word with other Office programs; explore advanced
graphics; construct, format and protect forms; work with charts
and diagrams; develop documents in collaboration with others
(add comments, track changes and compare and protect
documents); apply advanced find/replace options; create macros;
customize Word menus and toolbars. Prerequisite: 10-103-136 or
equivalent.

10-103-127  Access-Advanced 1 credit
Apply advanced report and form techniques; use SQL and create
multi-page forms; administer a database system; review database
design principles. Prerequisite: 10-103-125 or equivalent.

10-103-132  Excel-Advanced 1 credit
Perform what-if analysis with Scenario Manager, data tables, Goal
Seek and Solver; summarize data with PivotTables; exchange
data with other programs including Access, Word and
PowerPoint; audit and outline worksheets; program using Visual
Basic for Applications. Prerequisite: 10-103-139 or equivalent.

10-103-136  Word-Intermediate 1 credit
lllustrate documents with graphics; create and format Webpages;
add hyperlinks; merge Word documents; sort and filter records;
work with Styles and Templates; use Outline view to develop
multipage documents, adding footnotes/endnotes, a Table of
Contents, cross-references, sections, and an Index. Prerequisite:
10-103-137 or equivalent.

10-103-139  Excel-Intermediate 1 credit
Work with financial functions, data tables, amortization schedules,
hyperlinks, lists, templates, and multiple worksheets and
workbooks. Prerequisite: 10-103-133 or equivalent.

10-103-140  Publisher 1 credit
An introduction to desktop publishing using Microsoft Publisher.
Create, enhance and format publications; work with graphics
objects; group and layer objects; insert tables; add special effects;
use Publisher templates to design professional documents; draw
and use shapes; produce multipage publications; and create an
original Publisher publication. Prerequisite: Competency in
Windows AND experience using word processing software.

10-103-153  PowerPoint-Advanced 1 credit
Create tables and charts; add action buttons and hyperlinks;
insert movie and sound clips; modify graphics; add custom
animation to graphics, charts and graphs; create self-running
presentations; narrate a presentation. Use your creative side to
make your own design template. Design a PowerPoint game.
Prerequisite: 10-103-143 or equivalent.

Program Number: 90-103-5

Career Potential:

= Administrative Assistant

= Word Processing
Specialist

= Secretarial Assistant

= Administrative Services
Coordinator

= Program Assistant

= Clerical Assistant

= Office Assistant

= Document Specialist

= Administrative Clerk

= Customer Service
Representative

= Office Support Assistant

= Office Administrator

= PC Specialist

= Data Entry Operator

= |nformation Assistant

= Executive Assistant

More detailed and updated
information on this program may be
available at: matcmadison.edu. The
college reserves the right to make
changes in the regulations and
courses announced in this publication
without notice.

Madison Area Technical College
provides equal opportunity in
education and employment.

Rev. 03/10
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Madison Area Technical College

Certificates in Microsoft® Office

-Basic

Certificates

Business Technology Program Cluster
Center for Agriscience and Technologies

Certificate courses are offered at Madison; most courses are
also offered at the Fort Atkinson, Reedsburg, Watertown and
Portage campuses and online; some of them are also available
in a bilingual format

For information call: (608) 246-6800 or
(800) 322-6282 Ext. 6800

About the Certificates

Madison College has developed basic and advanced
certificates in Microsoft® Office products that can help you get
hired, get promoted, or update your skills. These computer skills
are essential for work in today’s modern offices. Both
certificates are available either online or in the classroom.

Students who successfully complete this certificate typically
earn $10.00 to $12.00 per hour based on their experience and
other job skills.

Unique Requirements for Admission

This certificate does not require an application to the college.
Students register for individual courses during the open
registration period each semester. It is the student's
responsibility to request the certificate from the Center for
Agriscience and Technologies office (608-246-6800) once all
required classes have been completed and grades have been
received. A grade of C or better is required in each course to
award the certificate.

Microsoft® is a registered trademark of the Microsoft
Corporation.

Note: All Microsoft Office courses use the 2007 version.

Effective: 2010-2011
Program Number: 90-103-1

Curriculum

Hrs/week
BASIC Certificate in Microsoft® Office Credits  Lec-Lab
10-103-123  Windows 7 (Qtr 1) OR .....cooviueiicieieeiseiseiseiseiane | 0.75-2.25
10-103-135  Windows XP (Qtr 1) OR ..
10-103-124  Windows Vista (Qtr 1)......
10-103-165  Outlook.........cccceeveveeeee
10-103-137  Word-Beginning...... 1
10-103-133  Excel-Beginning..... 1
10-103-145  Access-Beginning ... 1 .75-2.
10-103-143  PoWerPOoint .......cccoeviieiieeeesseee e T, 0.75-2.25
Total 6
ADVANCED Certificate in Microsoft® Office
(Choose six courses from those listed below.)
10-103-125  Access—Intermediate..........ccvvvevercreeeicrrisieieinns T 0.75-2.25
10-103-126  WOrd—AdvanCed..........ccceuvrerrerreenernnenseresessesennenes 1 0.75-2.25
10-103-127  AcCCESS—AVANCED .......vvrvrrireeireeeerreeie s erenees 1 0.75-2.25
10-103-132  EXCElFAAVANCET ..ot 1 0.75-2.25
10-103-136  Word-Intermediate............ccoevevevererceeieesieienas 1 0.75-2.25
10-103-139  Excel-Intermediate.........coovvrrrrrvrerrsrereireieriesisriens 1 0.75-2.25
10-103-140  PUBIISNEN........oovvierirciici s 1 0.75-2.25
10-103-163  PowerPoint-Advanced.........ocooceveeeceisiciisii T, 0.75-2.25
Total 9

(Choose 6 of the 9 credits)

Microsoft® is a registered trademark of the Microsoft Corporation.

If you have finished the courses for this certificate, complete the certificate form to receive
an official certificate from the Business Technology Department:
http://matcmadison.edu/bus_tech_certificate ap
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Madison Area Technical College
Certificates in Microsoft® Office

Basic Certificate in Microsoft® Office

10-103-123  Windows 7 1 credit
Introduces the Windows 7 operating system: work with common
elements (windows, menus, toolbars, panes, dialog boxes and
Help), use accessory programs, manage files/folders, customize
using the Control Panel and maintain the computer.

10-103-133  Excel-Beginning 1 credit
Introduction to Excel spreadsheet software. Create, edit, save,
format, print, perform calculations, copy/move text and formulas,
create charts, create complex formulas and expand use of
functions. Prerequisite: Competency in Windows.

10-103-135  Windows XP 1 credit
Introduces the Windows XP operating system: work with common
elements (windows, menus, toolbars, panes, dialog boxes, and
Help), use accessory programs, manage files/folders using My
Computer and Explorer, customize using the Control Panel and
maintain the computer.

10-103-137  Word-Beginning 1 credit
Introduction to Microsoft's word processing software. Create, edit,
save, format and print basic documents; cut/copy/paste and
find/replace text; apply font styles and effects; add bullets and
numbering; work with tabs and indents; align text; apply borders
and shading; use wizards and templates to produce documents;
insert headers/footers; apply different formatting to document
sections; create columns; insert Clip Art. Create and format
tables, modify rows and columns, perform calculations, sort table
data, customize tables. Prerequisite: Competency in Windows.

10-103-143  PowerPoint 1 credit
Introduction to PowerPoint presentation software. Create, edit,
save, and print a presentation. Insert clip art, apply animation and
slide transition effects, import text, customize background and
bullets, create a table and a chart, create a WordArt object, and
create a Webpage from a PowerPoint slide. Prerequisite:
Competency in Windows AND experience using word processing
software.

10-103-145  Access-Beginning 1 credit

Introduction to Access database software. Plan, create, edit, save,
print and manage data; modify a database structure; relate tables;
find, filter, query and sort data in tables; create forms and reports.

Prerequisite: Competency in Windows.

10-103-165  Outlook

Use Microsoft's messaging and personal information
management program. Communicate by email; schedule
appointments, meetings and events; manage the Inbox, contact
lists, tasks and notes; track and archive messages; configure and
customize Outlook; record journal entries; manage Outlook
components; integrate Outlook with other Office programs.
Prerequisite: Competency in Windows.

1 credit

Advanced Certificate in Microsoft® Office

10-103-125  Access-Intermediate 1 credit
Share data among applications; create reports, forms and combo
boxes; enhance forms with OLE fields, hyperlinks, and subforms;
work with switchboards, PivotTables, and PivotCharts.
Prerequisite: 10-103-145 or equivalent.

10-103-126  Word-Advanced 1 credit
Integrate Word with other Office programs; explore advanced
graphics; construct, format and protect forms; work with charts
and diagrams; develop documents in collaboration with others
(add comments, track changes and compare and protect
documents); apply advanced find/replace options; create macros;
customize Word menus and toolbars. Prerequisite: 10-103-136 or
equivalent.

10-103-127  Access-Advanced 1 credit
Apply advanced report and form techniques; use SQL and create
multi-page forms; administer a database system; review database
design principles. Prerequisite: 10-103-125 or equivalent.

10-103-132  Excel-Advanced 1 credit
Perform what-if analysis with Scenario Manager, data tables, Goal
Seek and Solver; summarize data with PivotTables; exchange
data with other programs including Access, Word and
PowerPoint; audit and outline worksheets; program using Visual
Basic for Applications. Prerequisite: 10-103-139 or equivalent.

10-103-136  Word-Intermediate 1 credit
lllustrate documents with graphics; create and format Webpages;
add hyperlinks; merge Word documents; sort and filter records;
work with Styles and Templates; use Outline view to develop
multipage documents, adding footnotes/endnotes, a Table of
Contents, cross-references, sections, and an Index. Prerequisite:
10-103-137 or equivalent.

10-103-139  Excel-Intermediate 1 credit
Work with financial functions, data tables, amortization schedules,
hyperlinks, lists, templates, and multiple worksheets and
workbooks. Prerequisite: 10-103-133 or equivalent.

10-103-140  Publisher 1 credit
An introduction to desktop publishing using Microsoft Publisher.
Create, enhance and format publications; work with graphics
objects; group and layer objects; insert tables; add special effects;
use Publisher templates to design professional documents; draw
and use shapes; produce multipage publications; and create an
original Publisher publication. Prerequisite: Competency in
Windows AND experience using word processing software.

10-103-153  PowerPoint-Advanced 1 credit
Create tables and charts; add action buttons and hyperlinks;
insert movie and sound clips; modify graphics; add custom
animation to graphics, charts and graphs; create self-running
presentations; narrate a presentation. Use your creative side to
make your own design template. Design a PowerPoint game.
Prerequisite: 10-103-143 or equivalent.

Program Number: 90-103-1

Career Potential:

= Administrative Assistant

= Word Processing
Specialist

= Secretarial Assistant

= Administrative Services
Coordinator

= Program Assistant

= Clerical Assistant

= Office Assistant

= Document Specialist

= Administrative Clerk

= Customer Service
Representative

= Office Support Assistant

= Office Administrator

= PC Specialist

= Data Entry Operator

= |Information Assistant

= Executive Assistant

More detailed and updated
information on this program may be
available at: matcmadison.edu. The
college reserves the right to make
changes in the regulations and
courses announced in this publication
without notice.

Madison Area Technical College
provides equal opportunity in
education and employment.

Rev. 03/10
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Madison Area Technical College

Essential Office Skills Certificate

Certificate

Business Technology Program Cluster
Center for Agriscience and Technologies

Certificate courses are offered at Madison; most courses are
also offered at the Fort Atkinson, Reedsburg, Watertown and
Portage campuses and online; some of them are also available
in a bilingual format.

For information call: (608) 246-6800 or
(800) 322-6282 Ext. 6800

About the Certificate

Clerical jobs are among the top five occupations for projected
growth nationally. Madison College has developed this
certificate to help you get hired, promoted or update your skills
by providing essential office skills used in today’s modern
offices. Full- and part-time positions are available in small and
large cities throughout Wisconsin and the United States. Typical
working hours in this occupation are weekday business hours,
generally from 8 a.m. to 5 p.m. with some variation.

The skills obtained in the Essential Office Skills Certificate may
be applied to the Business Software Applications Specialist
diploma program and the Administrative Assistant Associate
Degree program. In addition, many of the certificate credits may
be applied to programs.

This certificate is available to those working full time seeking
skills to change careers. Current Madison College students may
complete this certificate in conjunction with their existing course
work. Courses are available totally online or in the classroom.

Students who successfully complete this certificate typically
earn $8.00 to $10.00 per hour based on their experience and
other job skills.

Unique Requirements for Admission

This certificate does not require an application to the college.
Students register for individual courses during the open
registration period each semester. It is the student's
responsibility to request the certificate from the Center for
Agriscience and Technologies office (608-246-6800) once all
required classes have been completed and grades have been
received. A grade of C or better is required in each course to
award the certificate.

Effective: 2010-2011
Program Number: 90-106-2

Curriculum

Hrs/week
Courses Credits Lec-Lab
10-106-101  Intro to Keyboarding..........cceeeeeeeeneererneeeernseneereeeeees 1o 0.75-2.25

10-103-123  Windows 7 (Qtr 1) OR ......
10-103-135  Windows XP (Qtr 1) OR.... (
10-103-124  Windows Vista (Qtr 1) .....ccvereicemenecererineceinennns
10-103-137  Word-Beginning™..........cccveneunremeneeneereensrineineineneenns
10-106-172  Administrative Office Management.

..... (0.75-2.25)

10-103-133  EXCel-Beginning™.........cccvvvumeemernivnerneseesesisesenenns
10-106-139  Keyboard Skillbuilding ......
10-106-164  Customer Contact SKillS ........cccocovsvireisicricienen,

Total

*Prerequisite: Windows

Note: Courses are listed in suggested sequence.
Microsoft® is a registered trademark of the Microsoft Corporation.
If you finished the courses for this certificate, complete the certificate form to receive an

official certificate from the Business Technology Department:
http://matcmadison.edu/bus_tech certificate ap

Page 38 of 259




Madison Area Technical College
Essential Office Skills Certificate

Courses

10-103-123  Windows 7 1 credit
Introduces the Windows 7 operating system: work with common
elements (windows, menus, toolbars, panes, dialog boxes and
Help), use accessory programs, manage files/folders, customize
using the Control Panel and maintain the computer.

10-103-135  Windows XP 1 credit
Introduces the Windows XP operating system: work with common
elements (windows, menus, toolbars, panes, dialog boxes and
Help), use accessory programs, manage files/folders using My
Computer and Explorer, customize using the Control Panel and
maintain the computer.

10-106-101  Keyboarding Introduction 1 credit
Learn computer keyboarding (alphabetic and numeric keypad)
using proper technique; develop speed and accuracy.

10-106-139  Keyboard Skillbuilding 1 credit
Identify keyboarding weaknesses through diagnostic tests and
analyses. Refine keyboarding technique, increase speed and
improve accuracy through individualized corrective practice.
Prerequisite: 10-106-101 or touch keyboard experience.

10-106-164  Customer Contact Skills 1 credit
Examines what is the foundation of good customer service,
identifies internal/external customers, examines questioning
techniques, explores listening skills, examines customer surveys,
discusses dealing with challenging customers, and examines the
role of the customer service representative in today’s business
world.

10-106-172 Administrative Office Management 2 credits
Emphasizes technology and procedures for office management.
Includes practical experience in information processing,
telecommunications, written communications, records
management, presentations, teamwork, ethics, stress and time
management, customer service, travel arrangements and meeting
planning.

10-103-137 Word-Beginning 1 credit
Introduction to Microsoft's word processing software. Create, edit,
save, format and print basic documents; cut/copy/paste and
find/replace text; apply font styles and effects; add bullets and
numbering; work with tabs and indents; align text; apply borders
and shading; use wizards and templates to produce documents;
insert headers/footers; apply different formatting to document
sections; create columns; and insert clip art. Create and format
tables, modify rows and columns, perform calculations, sort table
data, and customize tables. Prerequisite: competency in Windows
10-103-135 or 10-103-124.

10-103-133 Excel-Beginning 1 credit
Introduction to Excel spreadsheet software. Create, edit, save,
format, print, perform calculations, copy/move text and formulas,
create charts, create complex formulas and expand use of
functions. Prerequisite: competency in Windows 10-103-135 or
10-103-124.

Program Number: 90-106-2

Career Potential:

Administrative Support
Customer Service
Associate

Front-line Receptionist
Office Assistant
Receptionist

Word Processor

With advanced training
graduates may find
employment as:

Administrative Assistant
Executive Assistant
Executive Secretary
Information Coordinator
Office Manager

More detailed and updated
information on this program may be
available at: matcmadison.edu. The
college reserves the right to make
changes in the regulations and
courses announced in this publication
without notice.

Madison Area Technical College
provides equal opportunity in
education and employment.

Rev. 03/10
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Madison Area Technical College
Judicial Reporting

Associate in Applied Science Degree
Business Technology Program Cluster
Center for Agriscience & Technologies
Program offered at Madison Campuses

For information call: (608) 246-6800 or
(800) 322-6282 Ext. 6800

About the Program

Judicial reporters record the testimony, charges, opinions,
sentences or other proceedings in a court of law, or the
proceedings of business and professional conventions by
computerized machine shorthand. This work affords interesting
mental activity and requires concentration, patience, poise and
good health. Promptness and attention to detail are essential
traits. It is a profession offering personal satisfaction, mental
stimulation and monetary rewards. The program is approved by
the National Court Reporters Association (NCRA).

The national average length of time for completion of the
program is 33 months, according to NCRA.

Recommendations for Admission

Keyboarding speed, 50 wpm; English composition, grade of C.

Unique Requirements for Graduation

Graduation from the program requires the following machine
shorthand writing speeds: two-voice, 225 wpm; four-voice and
jury charge, 200 wpm; literary, 180 wpm (five-minute takes with
95 percent accuracy—three in each category). The 50-hour
requirement for internship will consist of a minimum of 40 hours
of actual writing time under the supervision of a qualified
reporter.

Effective: 2010-2011
Program Number: 10-106-1

Curriculum

The courses listed below outline the requirements for graduation for students entering this
program in the 2010-2011 academic year. Requirements for graduation may vary
depending on the semester in which a student is admitted to their program.
Current/continuing students should consult their degree progress report available through
their inside MATC account for specific graduation requirements. Program requirements
are subject to change.

FIRST YEAR Hrs/week
First Semester Credits  Lec-Lab
10-102-160  BUSINESS LAW ... K 30
10-106-143  Realtime Reporting 1*.........cccoveuvrurvrinvennseienieninenine 5 s 1-8
10-801-195  Written Communication ..........cccceeeverveniercrsienenne K I 3-0
10-809-199  Psychology of Human Relations... 3 -
10-804-123  Math with Business Applications ............c.cccceeecvneeee 3

Semester Total

Second Semester

10-106-144  Realtime Reporting 2*.........cccocvvneneuneennenseneeneenenenns 5

10-106-108  Proofreading/Editing ...........cccuvevrerverveerseierierieninns 3

10-106-158  Judicial Reporting Terminology™..........c.coccuevuevvvennne 2 s 2-0
3 .3
3

10-801-196  Oral/Interpersonal Communication...
10-809-197  Contemporary American SOCIetY .......ocoeevieiseceenee

Semester Total

Summer Semester

10-106-154  Realtime Reporting Workshop* ............cccoceeveirivenen. K I 2-2
Semester Total 3

SECOND YEAR

First Semester
10-106-130  Judicial Reporting Procedures™ ** ..........cccoocuvviunennn.
10-106-145  Judicial Reporting 1*.......cc.cocveunee
10-106-147  Legal/Technical Reporting 1*
10-106-153  CAT Systems*..........
10-501-101  Medical Terminology
10-809-172  Race, Ethnic and Diversity Studies
Semester Total

Second Semester

10-106-146  Judicial Reporting 2%, ** ........cocvvivvverinerverscneeinnnne

10-106-148  Legal/Technical Reporting 2*....

10-106-151  Judicial Reporting Internship®, **..

10-809-195  ECONOMICS......ouurvrervrerrreirrssrissisesisenisenieniseneseneenene
EleCHVE. ..o
Semester Total 13

*Courses offered only in semester shown.
**Judicial Reporting Procedures and Judicial Reporting Internship may be offered only
every three years.

Note: Students are assessed for correct placement in English or mathematics
courses based on their scores on the COMPASS test or on completion of the
appropriate prerequisite(s). Additionally, there may be courses in other subject
areas that may use COMPASS scores as prerequisites when reading, writing, math,
or critical thinking competencies are required.
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Madison Area Technical College
Judicial Reporting

Program Courses

10-102-160 Business Law 1 3 credits
Introductory survey course covering legal principles used in the
business world. Emphasizes contracts, sales, bailments, agency,
employment, property law, torts, criminal law, marital property and
bankruptcy. Federal, state and case law serve as the basis of
study.

10-106-108 Proofreading/Editing 3 credits
Develop proofreading skills: punctuation, grammar, spelling and
usage errors. Edit documents: appropriate content, conciseness,
clarity, point of view.

10-106-130 Judicial Reporting Procedures 3 credits
Presents professional court and conference shorthand reporting
procedures. Includes transcript production; daily copy reporting;
using general and legal reference materials; legal citations;
professional standards and ethics; technology, such as
videotaped depositions and computer-assisted transcription
(CAT); reporting depositions, commission hearings and business
meetings; operating a freelance reporting business; resume
preparation. Prerequisite: 10-106-144.

10-106-143 Realtime Reporting 1 5 credits
Basic introduction to machine shorthand, covering theory,
keyboard and phonetics necessary to write and read conflict-free
computer shorthand. Emphasis on learning brief forms, phrases,
and fluent readback of steno notes.

10-106-144 Realtime Reporting 2 5 credits
Continuation of machine shorthand covering theory, keyboard,
and phonetics necessary to write and read conflict-free computer
shorthand. Introduces speedbuilding while focusing on accuracy
in writing, transcribing, and readback of shorthand notes. Includes
vocabulary development. Outside-of-class machine practice is
required. Prerequisite: Minimum grade of C in 10-106-143.

10-106-145 Judicial Reporting 1 3 credits
Continues building speed and vocabulary, using material from
courtroom proceedings and depositions. Emphasis on writing two-
and four-voice testimony. Speed attainment of 200 wpm is the
goal. Instruction in current local, national and intemational events
and geography. Prerequisite: 10-106-144.

10-106-146 Judicial Reporting 2 3 credits
Objective of the course is to write 225 wpm for five minutes on
unfamiliar material with a minimum of 95 percent accuracy.
Graduation from the program requires the following writing
speeds: 2-voice, 225 wpm; 4-voice and jury charge, 200 wpm;
literary, 180 wpm (three 5-minute takes with 95 percent accuracy).
Instruction in current local, national and international events and
geography. Prerequisite: 10106145 Judicial Reporting 1 and
minimum writing speed of 130 wpm, with 95 percent accuracy in
realtime.

10-106-147 Legal/Technical Reporting 1 3 credits
Specialized practice in writing and transcribing legal (jury charges,
voir dire, expert witnesses and opening and closing statements)
and technical (literary, congressional, scientific and medical)
materials. Stresses fluent and accurate read backs. Prerequisite:
Required entrance speed of 110 wpm on literary and jury charge
material (five-minute takes with 95 percent accuracy).

Program Number: 10-106-1

10-106-148 LegallTechnical Reporting 2 3 credits .
Develop advanced skills in writing and transcribing jury charge Careel" POtentIal:
and literary materials. Continue medical dictation and

transcription. Graduation writing speed requirements: Jury charge, = CART Reporter

200 wpm; literary, 180 wpm (three 5-minute takes with 95 percent = Court and Conference

accuracy). Prerequisite: 10-106-147.

Reporter
10-106-151 Judicial Reporting Internship 3credits | " CourtReporter
Advanced students take dictation in a court situation with the = Freelance Court Reporter
assistance and guidance of a qualified reporter who evaluates * Reporter
performance and work. Placement requires attainment of 200 = Scopist
wpm writing speed in 2-voice testimony material. Mock RPR and = Court Stenographer
CRR tests are administered. At the 160 wpm testimony level, = Realtime Reporter

students acquire 40 hours of writing time, along with two pages of
transcription per hour of writing. Note: Placement requires a ; " :
machine shorthand speed attainment of 180 wpm. The 40-hour With additional Edycatlon
internship will consist of a minimum of 40 hours of actual writing and/or work experience,
time under the supervision of a qualified reporter. graduates may find
employment as:
10-106-153 CAT (Computer-Assisted
Transcription) Systems 3 credits = Stenocaptionist
Advanced course using Case CATalyst software to translate, edit

and print transcripts. Students compile individual personal

dictionaries for use upon graduation from the program. More detailed and updated
Lecture/discussion groups center around such topics as CAT information on this program may be
management, realtime translation and reporter technology. available at: matcmadison.edu. The
college reserves the right to make
10-106-154 Realtime Reporting Workshop 3 credits changes in the regulations and
Required during the summer prior to entering the third semester courses announced in this publication

of the program. Brief forms and phrases are reviewed. Vocabulary ~ without notice.
development and speed building are emphasized. Live dictation
daily for speed building and testing. Prerequisite: 10106144 Madison Area Technical College
Court Reporting 2 and minimum writing speed of 80 wpm with 95 provides equal opportunity in
percent accuracy in realtime. Required during the summer prior to education and employment.
entering the third semester of the program.
Rev. 03/10
10-106-158 Judicial Reporting Terminology 2 credits
Covers the basic legal and Latin vocabulary necessary for
successful transcription or captioning in the following subject
areas: general legal terms, civil actions, criminal law, probate, real
property, domestic relations, agency relationships, and
bankruptcy. The correct spelling, pronunciation and definition of
the terms are studied in addition to transcribing the terms from
electronic stenowriter notes. Prerequisite: 10-106-143 or
Realtime Reporting 1A and 1B.

10-501-101 Medical Terminology 3 credits
Focuses on the component parts of medical terms: prefixes,
suffixes and word roots. Students practice formation, analysis and
reconstruction of terms. Emphasis is on spelling, definitions and
pronunciation. Introduction to operative, diagnostic, therapeutic
and symptomatic terminology of all body systems, as well as
systemic and surgical terminology, is included.

Recommended Electives

10-106-155  Judicial Reporting

Skillbuilding-Advanced 1 credit
One-credit elective course for students who have not completed
NCRA graduation speed requirements. Consists entirely of live
dictation at 200 wpm 4-voice testimony takes, 200-225 wpm 2-
voice testimony takes, 180 wpm literary takes and 200 wpm jury
charge takes. Practice from Stenograph and Merit testing
programs.
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Madison Area Technical College

Effective: 2010-2011

Medical AdminiStrative SpeCiaIiSt Program Number: 10-106-4

Associate in Applied Science Degree

Business Technology Program Cluster
Center for Agriscience & Technologies
Program offered at Madison Campuses

For information call: (608) 246-6800 or
(800) 322-6282 Ext. 6800

About the Program

The Medical Administrative Specialist Program prepares
students for work in the office of a doctor, clinic, hospital, or for
employment wherever knowledge of medical terminology,
professional procedures and ethics is required. It also provides
excellent preparation for administrative positions in any
business. The status of Certified Medical Assistant-
Administrative can be acquired upon completion of the required
job experience and written examinations.

Graduates of this program typically earn from $30,000 to
$34,000 per year.

Recommendations for Admission

Keyboarding speed of 45 wpm and high school English
composition with a grade of C or higher. Successful students
have a mastery of English fundamentals—grammar,
punctuation, and spelling. They should enjoy working with
computers and be detail-oriented. Students should have access
to a computer with an Internet connection for homework
assignments.

Curriculum

The courses listed below outline the requirements for graduation for students entering this program in
the 2010-2011 academic year. Requirements for graduation may vary depending on the semester in
which a student is admitted to their program. Current/continuing students should consult their degree
progress report available through their inside MATC account for specific graduation requirements.
Program requirements are subject to change.

FIRST YEAR Hrs/week
First Semester Credits Lec-Lab
10-103-123  Windows 7 (Qtr. 1) OR ... 1o 0.75-2.25
10-103-135  Windows XP (Qtr. 1) OR... (1) (0.75-2.25)
10-103-124  Windows Vista ......... (1) (0.75-2.25)
10-103-136  Word-Intermediate (Qfr. 2)... I .0.75-2.25
10-103-137  Word-Beginning (Qtr. 1)... B 0.75-2.25
10-103-143  PowerPoint (Qtr. 2) .......ccooverreeeeniinineeeieeieeieeens 1. 0.75-2.25
10-106-139  Keyboard Skillbuilding (Qtr. 2).......coveevevvivnernirnnnns 1o 0-2
10-106-166  Medical Transcription Techniques and
ProcedUrEs™ ........ovuiieseeere i K 30
10-106-170  Medical Transcription 1* 2 5-1.
10-106-178  Medical Language for Business Professionals 1*.....2 .......ccccocvvunne 20
10-801-195  Written CommuniCation .........coccecveevvenciencisiincienniene B, 3-0
Semester Total 15
Second Semester
10-103-133  Excel-Beginning (Qr. 3).....cccovvvervvrrerrerirericiirennne 1
10-103-139  Excel-Intermediate (Qtr. 4)... 1
10-106-171  Medical Transcription 2* 2
10-106-179  Medical Language for Business Professionals 2*.....2
10-501-153  Body STTUCIUIE ......vuevveirercieinieieeieieienienina 3
10-801-196  Oral/Interpersonal Communication... 3
10-809-197  Contemporary American SOCIetY .......occoveeviesesenenee 3
Semester Total 15
SECOND YEAR
First Semester
10-103-145  Access—Beginning (Qtr. 30r4) ..o 1
10-103-165  OUHIOOK.......oourveererrireirisiieiesiesienieniene e 1
10-106-103  Records Management .. 2
10-106-108  Proofreading and Editing .........cccocveureereerseeneeneineininns 3
10-804-123  Math with Business Applications ............cc.ceevrurrrnnnns 3
10-809-195  Economics 3
EleCtVe. oot 3
Semester Total 16
Second Semester
10-101-108  Applied AcCOUNtiNg 1 .......vvurvrrrririeieeieeieeiinee 3
10-106-165  Medical Office Procedures...........cocveureereeneereereeneeens 3
10-106-186  Project Management & Coordination..........c.ccccceveue. 2
10-106-190  Professional Development (Qtr. 3) ... ]
10-106-194  Career Management (Q1r. 4) .......cccovevrvveverneernernenns 1
10-106-195  INENSAID .ovvvveeeece i 1
10-809-172  Race, Ethnic and Diversity Studies ...........ccccocureurnenne 3
10-809-199  Psychology of Human Relations..............ccoccovieunve.e. 3

-
~

Semester Total

*  Course offered only in semester shown.

Note: Students are assessed for correct placement in English or mathematics courses based
on their scores on the COMPASS test or on completion of the appropriate prerequisite(s).
Additionally, there may be courses in other subject areas that may use COMPASS scores as
prerequisites when reading, writing, math, or critical thinking competencies are required.
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Madison Area Technical College
Medical Administrative Specialist

Program Courses

10-103-165 Outlook

Use Microsoft's messaging and personal information
management program. Communicate by email; schedule
appointments, meetings and events; manage the Inbox,
contact lists, tasks and notes; track and archive messages;
configure and customize Outlook; record journal entries;
manage Outlook components; integrate Outlook with other
Office programs. Prerequisite: Competency in Windows or
Windows XP 10-103-134 or 10-103-135.

1 credit

10-106-103 Records Management 2 credits
Fundamentals of managing the record life cycle; alphabetic,
numeric, subject, and geographic filing; supplies and
equipment; charge-out procedures; retention schedules;
transfer methods; control measurements; and imaging
systems. Follows recommendations of the Association of
Records Managers and Administrators.

10-106-108 Proofreading and Editing 3 credits
Develop proofreading skills: punctuation, grammar, spelling
and usage errors. Edit documents: appropriate content,
conciseness, clarity, point of view.

10-106-139  Keyboard Skillbuilding 1 credit
Identify keyboarding weaknesses through diagnostic tests and
analyses. Refine keyboarding technique, increase speed, and
improve accuracy through individualized corrective practice.
Prerequisite: 10-106-101 or touch keyboarding experience.

10-106-165 Medical Office Procedures 3 credits
Emphasizes medical office procedures: communications,
reception, appointment scheduling, record keeping, records
management, telephone procedures, entering daily
transactions, billing and collecting, banking procedures,
preparing payroll, handling routine business correspondence,
keeping an inventory of supplies and an introduction to
features in an electronic office situation.
Corerequisites/Prerequisites: 10-103-137 and 10-106-178.

10-106-166 Medical Transcription

Techniques and Procedures 3 credits
Emphasizes the skilled proofreading, editing (including
detailed coverage of grammar and punctuation), formatting
and reference use techniques needed to produce high quality
reports demanded by medical facilities.

10-106-170 Medical Transcription 1 2 credits
Introduces transcription of medical dictation; reinforces
medical terminology and formats for a variety of medical
reports. Continued development of keyboarding speed and
accuracy skills. Prerequisites: keyboarding skill, concurrent
enrollment in or completion of 10-106-166 and 10-106-178.

10-106-171  Medical Transcription 2 2 credits
Emphasizes transcription of more complex medical dictation,
disease processes and medical specialties at higher levels of
production and accuracy. Prerequisites: 10-106-166 and
10-106-170. Corequisite: 10-106-179.

10-106-178 Medical Language for the

Business Professional 1 2 credits
This course is designed to give the beginning business
student an insight into medical language. Students will explore
how medical terms are formed, become familiar with the
meaning of many word roots, prefixes, and suffixes, and spell,
define, and pronounce many medical terms by understanding
word components. Students will also exhibit mastery in the
use of medical dictionaries and reference materials.
Fundamentals will be discussed as they relate to evaluation of
health practices by body system and by the body as a whole.

10-106-179 Medical Language for the

Business Professional 2
Continuation of Medical Language for the Business
Professional 1, 10-106-178 covering the other half of the
body. Prerequisite: 10-106-178.

2 credits

10-106-186 Project Management and

Coordination 2 credits
Plan and coordinate projects, develop timelines, determine
priorities, increase individual and team productivity, control the
workday and allocate resources using graphic tools such as
MS Project software and GANTT charts. Project management
and coordination techniques and concepts are learned by
examining case studies and completing a project.
Prerequisite: Must be taken in last year of program.
10-106-190 Professional Development 1 credit
Research the job market, develop a job search/career
portfolio, explore networking, prepare for employment tests
and practice for job interviews. The portfolio includes a
resume, cover letter, thank you letter, reference sheet, job
application form, and work samples.
10-106-194 Career Management 1 credit
Identification of factors associated with job success:
professional image, conflict resolution, business and dining
etiquette, sexual harassment, ethics, career goals, and
performance appraisal. Explore personality types via the
Internet. Should be taken in last semester of program.

10-106-195 Internship 1 credit
Students complete a 72-hour internship in an office setting
supervised by a cooperating employer. The office setting is a
business, medical, or legal office depending on the student's
program. Must be taken in last year of program.

10-501-153  Body Structure 3 credits
A concise introduction to human body structure and function.
Normal and abnormal states of the body and basic disease
processes affecting the body are emphasized. Common
problems encountered in a variety of health care settings are
presented.

Recommended Electives

10-102-160 Business Law 1 3 credits
10-103-126 Word-Advanced 1 credit
10-103-132 Excel-Advanced 1 credit
10-103-140 Publisher 1 credit
10-103-153 PowerPoint-Advanced 1 credit
10-106-106 Business Writing and Research 2 credits

10-106-173
10-106-187

Medical Transcription Virtual Practicum 2 credits
Exploring Business Technologies 2 credits
(if seats are available at open registration)
Advanced Software Classes

Program Number: 10-106-4

Career Potential:

Medical Administrative
Assistant

Medical Receptionist
Medical Records Clerk
Medical Secretary
Medical Transcriptionist
Insurance Claims
Processor

Program Assistant
Word Processing
Operator

Admittance Clerk
Department/Clinic
Assistant

General Office Clerk
General Office
Receptionist

With additional education
and/or work experience,
graduates may find
employment as:

Chart Analyst

Health Record
Technologist

Patient Information
Specialist

Health Unit Coordinator
Medical Coding
Specialist

Medical Office Manager

More detailed and updated
information on this program may be
available at: matcmadison.edu. The
college reserves the right to make
changes in the regulations and

courses announced in this publication

without notice.

Madison Area Technical College
provides equal opportunity in
education and employment.

Rev. 03/10
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Madison Area Technical College

Medical Transcriptionist

One-Year Technical Diploma

Business Technology Program Cluster
Center for Agriscience and Technologies
Program offered at Madison Campuses

For information call: (608) 246-6800 or
(800) 322-6282 Ext. 6300

About the Program

Successful completion of this program qualifies the student for
entry-level employment as a medical transcriptionist wherever
transcription of medical material is required: hospitals, clinics,
doctors’ offices, nursing homes, specialty laboratories,
transcription services and insurance companies. A medical
transcriptionist must possess a thorough knowledge of medical
terminology, anatomy, pathology and pharmacology. The status
of registered medical transcriptionist (RMT) can be acquired
upon completion of the program and written examination.

Graduates of this program typically earn from $32,800 to
$35,700 per year.

All credits for the Medical Transcriptionist Program may be
applied to the Medical Administrative Specialist Associate
Degree Program. In addition, many credits may be applied to
the Administrative Assistant Associate Degree Program.

Recommendations for Admission

Keyboarding speed of 45 wpm and high school English
composition with a grade of C or higher. Successful students
have a mastery of English fundamentals—grammar,
punctuation, and spelling. They should enjoy working with
computers and be detail-oriented. Students should have access
to a computer with an Internet connection for homework
assignments.

Effective: 2010-2011

Program Number: 31-106-7

Curriculum

The courses listed below outline the requirements for graduation for students entering this
program in the 2010-2011 academic year. Requirements for graduation may vary
depending on the semester in which a student is admitted to their program.
Current/continuing students should consult their degree progress report available through
their inside MATC account for specific graduation requirements. Program requirements
are subject to change.

Hrs/week

First Semester Credits Lec-Lab
10-103-137  Word-Beginning (Q1r 1).......ccccvvververrierreiiericiiienis 1o 0.75-2.25
10-106-139  Keyboard Skillbuilding (Qtr 2).. 1 -
10-106-108  Proofreading/Editing ..........ccccueeververeeererierierieninns 3
10-106-166  Medical Transcription Techniques

and Procedures™ ... 3
10-106-170  Medical Transcription 1% .........ccovvvverererrernssnirniennns 2
10-106-178  Medical Language for Business

Professionals 1%..........cocoiiininrinninnessiseeeien 2
10-801-195  Written Communication .........ccoocovinienceisininiicienee 3

Semester Total 15

Second Semester
10-106-165  Medical Office Procedures...........cccovvevveerierirrirerenne K I 3-0

10-106-171  Medical Transcription 2*........c.ccoveveuneereenreneereerenenes 2 i 1.5-15
10-106-173  Medical Transcription Virtual

Practicum™ (QUr 4).......ccoveevereerreerieeeieereeneeisenins 2 e 0-2
10-106-190  Professional Development (Qtr. 3)... -
10-501-153  Body StruCtUIe .......cooeieeeieees K 30
10-106-179  Medical Language for Business

Professionals 2*.........c.cocrernernrnrnsnsisessenseseeenes 2 e 20
10-530-182  Human Diseases for the Health Professions............. K 3-0

Semester Total 16

*  Offered fall semester only
** Offered spring semester only

Note: Students are assessed for correct placement in English or mathematics
courses based on their scores on the COMPASS test or on completion of the
appropriate prerequisite(s). Additionally, there may be courses in other subject
areas that may use COMPASS scores as prerequisites when reading, writing, math,
or critical thinking competencies are required.
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Madison Area Technical College
Medical Transcriptionist

Program Courses

10-106-108  Proofreading and Editing 3 credits
Develop proofreading skills: punctuation, grammar, spelling and
usage errors. Edit documents: appropriate content, conciseness,
clarity, and point of view.

10-106-165 Medical Office Procedures
Emphasizes medical office procedures: communication,
reception, appointment scheduling, record keeping, records
management, telephone procedures, entering daily transactions,
billing and collecting, banking procedures, preparing payroll,
handling routine business correspondence, keeping an inventory
of supplies and an introduction to features in an electronic office
situation. Prerequisites/Corequisites: 10-103-137 and
10-106-178.

3 credits

10-106-166  Medical Transcription

Techniques and Procedures 3 credits
Emphasizes the skilled proofreading, editing (including detailed
coverage of grammar and punctuation), formatting and reference
use techniques needed to produce high quality reports demanded

by medical facilities.

10-106-170  Medical Transcription 1 2 credits
Introduces transcription of medical dictation; reinforces medical
terminology and formats for a variety of medical reports.
Continued development of keyboarding speed and accuracy
skills. Prerequisites: keyboarding skill, concurrent enroliment in
(or completion of) 10-106-166 and 10-106-178.

10-106-171  Medical Transcription 2 2 credits
Emphasizes transcription of more complex medical dictation,
disease processes and medical specialties at higher levels of
production and accuracy. Prerequisites: 10-106-166 and
10-106-170. Corequisite: 10-106-179.

10-106-173  Medical Transcription Virtual

Practicum 2 credits
Provides hands-on experience and practice transcribing medical
documents while simulating a telecommuting medical transcription
employment environment. Emphasis is on increased productivity
while maintaining high-quality documents. Students will transcribe
an assortment of reports for a variety of medical specialties on a
random basis. The student will continue to increase their
knowledge of researching, editing, decision making, and
communication while working in an online environment.
Prerequisites: 10-106-166, 10-106-170 and 10-106-178.
Corequisites: 10-106-108, 10-106-171, 10-106-179, 10-501-153
and 10-530-182.

10-106-178  Medical Language for the

Business Professional 1

Introduces medical terminology used in transcription and
administrative assistant positions. Covers how medical terms are
formed; the meaning of many word roots, prefixes and suffixes;
spelling, definition, and pronunciation of word components; and
how to use a medical dictionary. One half of the body is covered
in this class.

2 credits

10-106-179  Medical Language for the

Business Professional 2 2 credits
Continuation of Medical Language for the Business Professional
1, 10-106-178 covering the other half of the body. Prerequisite:

10-106-178.

10-106-190  Professional Development 1 credit
Research the job market, develop a job search/career portfolio,
explore networking, prepare for employment tests and practice for
job interviews. The portfolio includes a resume, cover letter, thank
you letter, reference sheet, job application form, and work
samples.

10-501-153  Body Structure 3 credits
A concise introduction to human body structure and function.
Normal and abnormal states of the body and basic disease
processes affecting the body are emphasized. Common problems
encountered in a variety of health care settings are presented.
10-530-182  Human Diseases for the Health

Profession 3 credits
Focuses on the common diseases of each organ/body system as
encountered in all types of health settings by health professionals.
Emphasis is placed on understanding the etiology (cause), signs
and symptoms, diagnostic tests, treatment (including
pharmacologic) of each disease. Prerequisite: 10-106-178.
Prerequisite or Corequisite: 10-106-179.

Program Number: 31-106-7

Career Potential:

= Medical Transcriptionist

= Medical Language
Specialist

= Speech Recognition
Editor

= Word Processing
Operator/Medical

= Clerical/Receptionist

= Appointment Scheduler

With additional education
and/or work experience,
graduates may find
employment as:

= Department Secretary

= Medical Secretary

= Medical Administrative
Assistant

= Health Unit Coordinator

= Medical Coding
Specialist

More detailed and updated
information on this program may be
available at: matcmadison.edu. The
college reserves the right to make
changes in the regulations and
courses announced in this publication
without notice.

Madison Area Technical College
provides equal opportunity in
education and employment.

Rev. 03/10
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Madison Area Technical College

Project Management Certificate

Certificate

Business Technology Program Cluster
Center for Agriscience and Technologies
Certificate courses offered at Madison Campuses

For information call: (608) 246-6800 or
(800) 322-6282 Ext. 6800

About the Certificate

This certificate is designed to appeal to those individuals
desiring professional development, career advancement, or
knowledge in a field of Project Management.

Project Management is both a process and set of tools and
techniques concerned with defining the project's goal, planning
all the work to reach the goal, leading the project and support
teams, monitoring progress, and seeing to it that the project is
completed in a satisfactory way. In today’s marketplace, Project
Management is an integral part of all business practices.

The skills obtained in the Project Management Certificate may
be applied to the Administrative Assistant Associate Degree
program, Meeting and Event Management Associate Degree
program, or other associate or diploma degree programs.

This certificate is available to those working full time seeking
skills to change careers. Current Madison College students may
complete this certificate in conjunction with their existing course
work. Courses are available totally online or in the classroom.

Students who successfully complete this certificate typically
earn from $13 to $16 per hour based on their experience and
other job skills.

Unique Requirements for Admission

This certificate does not require an application to the college.
Students register for individual courses during the open
registration period each semester. It is the student's
responsibility to request the certificate from the Center for
Agriscience and Technologies office (608-246-6800) once all
required classes have been completed and grades have been
received. A grade of C or better is required in each course to
award the certificate.

Effective: 2010-2011
Program Number: 90-106-5

Curriculum

Hrs/week
Courses Credits Lec-Lab
10-103-139  Excel-Intermediate™ ..........coooevverveviervinieccrierenne 1
10-103-186  MS Project*..........ccovuvevneee 2
10-106-164  Customer Contact Skills 1
10-106-186  Project Management and Coordination..................... 2

Plus, choose one of the following courses:

10-109-102  Fundamentals of Meeting Management.................... K T 3-0
10-196-189  Team Building and Problem Solving .......c.ccccceenveeee KT 3-0
Total 9

* Prerequisite: Windows
** Prerequisite: Excel-Beginning

Courses are listed in suggested sequence.

Microsoft® is a registered trademark of the Microsoft Corporation.

If you have finished the courses for this certificate, complete the certificate form to receive
an official certificate from the Business Technology Department:
http://matcmadison.edu/bus_tech certificate ap
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Madison Area Technical College
Project Management Certificate

Courses

10-103-139  Excel-Intermediate 1 credit
Create complex formulas, expand use of functions, manage and
link workbooks, create and use macros, use and analyze list data,
enhance charts and workbooks. Working competency in Windows
and Beginning Excel presumed.

10-103-186  MS Project 2 credits
Use project management software to plan a project, create a
project schedule, communicate project information, assign
resources and costs, and track the project's progress through
completion.

10-106-164  Customer Contact Skills 1 credit
Examines what is the foundation of good customer service,
identifies internal/extemal customers, examines questioning
techniques, explores listening skills, and examines customer
service representative in today’s business world.

10-106-186  Project Management

and Coordination 2 credits
Plan and coordinate projects, develop timelines, determine
priorities, increase individual and team productivity, control the
workday and allocate resources using graphic tools such as MS
Project software and GANTT charts. Project management and
coordination techniques and concepts are learned by examining
case studies and completing a project.

10-109-102  Fundamentals of Meeting

Management 3 credits
Students explore the core issues of meeting planning from the
fundamentals to the new trends shaping the meetings industry.
Development of meeting timelines, checklists and request for
proposal are introduced. Further focus includes the process
meeting planners must use in site selections, the value of meeting
objectives and format, and attendee expectations.

10-196-189  Team Building and Problem

Solving 3 credits
The learner applies the skills and tools necessary to facilitate
problem solving in a team environment. Each learner will
demonstrate the application of strategies regarding: the necessary
roles for team effectiveness, stages of team development, team
problem solving and consensus, systematic processes for
problem definition, data acquisition and analysis, generating
alternative solutions, choosing solutions, implementation planning
and evaluation.

Program Number: 90-106-5

Career Potential:

o Project Assistant

o Office Assistant

e Customer Service

Representative

Information Assistant

o Assistant Meeting
Planner

With advanced training
students may find
employment as:

Administrative Assistant
Project Director

Office Administrator
Executive Assistant

More detailed and updated
information on this program may be
available at: matcmadison.edu. The
college reserves the right to make
changes in the regulations and
courses announced in this publication
without notice.

Madison Area Technical College
provides equal opportunity in
education and employment.

Rev. 03/10
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Madison Area Technical College

Receptionist/Clerical and

Effective: 2010-2011

Ofﬁce ASSiStant Certificate Program Number: 90-106-3

Certificate

Business Technology Program Cluster
Center for Agriscience and Technologies

Certificate courses offered at Madison, Fort Atkinson, Portage,
Reedsburg, and Watertown campuses, as well as completely
online. This certificate is also offered entirely in a bilingual
(English/Spanish) format.

For information call: (608) 246-6800 or
(800) 322-6282 Ext. 6800

About the Certificate

Clerical jobs are among the top five occupations for projected growth
nationally. Madison College has developed this certificate to prepare
students with the entry level skills to perform office assistant and
clerical support jobs. Students will enhance their proofreading and
editing skills and learn to communicate more effectively. Students will
also get the administrative, customer service, and management skills
to be successful in a fast-paced business environment.

The skills obtained in the Receptionist/Clerical and Office Assistant
Certificate may be applied to the Administrative Assistant Associate
Degree program. In addition, many of the certificate credits may be
applied to other programs.

This certificate is available to those working full time seeking skills to
change careers. Current Madison College students may complete this
certificate in conjunction with their existing course work. Courses are
available totally online or in the classroom.

Unique Requirements for Admission

This certificate does not require an application to the college. Students
register for individual courses during the open registration period each
semester.

Intermediate to advanced computer skills (completion of MS Office
Basic Certificate) is strongly recommended prior to taking this
certificate.

Completion

It is the student's responsibility to request the certificate from the
Center for Agriscience and Technologies office (608-246-6800) once
all required classes have been completed and grades have been
received. A grade of C or better is required in each course to award the
certificate.

Curriculum

Hrs/week

Courses Credits Lec-Lab
10-106-172  Administrative Office Management...........c.cccovvuneenee 2
10-106-164  Customer Contact SKills ..........c.ccovuvrueerereerieeirennnne 1
10-106-190  Professional Development.. ol
10-106-103  Records Management.... 2 -
10-106-194  Career Management......o.cccevcesininiinsiisiisisiicene I 0.75-2.25

Total 7

If you have finished the courses for this certificate, complete the certificate form to receive
an official certificate from the Business Technology Department:
http://matcmadison.edu/bus_tech_certificate ap
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Madison Area Technical College
Receptionist and Clerical Certificate

Courses

10-106-172 Administrative Office Management 2 credits
Emphasizes technology and procedures for office management.
Includes practical experience in information processing,
telecommunications, written communications, records
management, presentations, teamwork, ethics, stress and time
management, customer service, travel arrangements and
meeting planning.

10-106-164  Customer Contact Skills 1 credit
Examines what is the foundation of good customer service,
identifies internal/extermal customers, examines questioning
techniques, explores listening skills, and examines customer
service representative in today’s business world.

10-106-190  Professional Development 1 credit
Using the internet and traditional methods, research the job
market, develop a job search/career portfolio, explore
networking. Create a professional image for job search. The
portfolio includes a resume, cover letter, thank-you letter,
reference sheet, work samples and other job search materials.

10-106-103 Records Management 2 credits
Fundamentals of managing the record life cycle; alphabetic,
numeric, subject, geographic filing; electronic file management;
supplies and equipment; charge-out procedures; retention
schedules; transfer methods; control measurements; imaging
systems and security of information. Follows recommendations
of the Association of Records Managers and Administrators
(ARMA).

10-106-194  Career Management 1 credit
Identification of factors associated with job success: conflict
resolution, business and dining etiquette, sexual harassment,
ethics, career goals, and performance appraisal. Explore
personality types via the Internet. Prerequisite: Student should
be in last semester of program.

Program Number: 90-106-3

Career Potential:

o Administrative Support
Office Assistant
Customer Service
Associate

¢ Information Assistant
e Word Processor

With advanced training
students may find
employment as:

Administrative Assistant
Executive Secretary
Information Coordinator
Executive Assistant

More detailed and updated
information on this program may be
available at: matcmadison.edu. The
college reserves the right to make
changes in the regulations and
courses announced in this publication
without notice.

Madison Area Technical College
provides equal opportunity in
education and employment.

Rev. 03/10
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Madison Area Technical College

Website Development Certificate

Certificate

Business Technology Program Cluster
Center for Agriscience and Technologies
Certificate courses offered completely online

For information call: (608) 246-6800 or
(800) 322-6282 Ext. 6800

About the Certificate

Students earning the Website Development Certificate obtain basic
Website development skills in demand in today's digital world. They
gain hands-on experience by completing course assignments and
projects. Students and instructors use email and Web-based
discussion to solve problems, provide clarification and maintain contact
in general. These certificate classes are delivered as online only, with
the exception of Dreamweaver, which is additionally offered in the
classroom.

Unique Requirements for Admission

This certificate does not require an application to the college. Students
register for individual courses during the open registration period each
semester. Please note: it is the student's responsibility to request the
certificate from the Center for Agriscience and Technologies office
(608-246-6800) once all required classes have been completed and
grades have been received. A grade of C or better is required in each
course to award the certificate.

Career Potential:

= Web Publisher
= Web Research Specialist
= Web Coordinator

This certificate is for individuals who use the World Wide Web for
business or personal use, particularly those that may be called
upon to edit, create, or maintain Websites.

More detailed and updated information on this program may be
available at: matcmadison.edu. The college reserves the right to
make changes in the regulations and courses announced in this
publication without notice.

Madison Area Technical College provides equal opportunity in
education and employment.

Rev. 03/10

Effective: 2010-2011

Program Number: 90-152-2

Curriculum

Hrs/week
Courses Credits Lec-Lab
10-152-162  HTML-BEGinNiNg........cvvuervreririericrierienieeienieneeneenene T 0.75-2.25
10-152-163  HTML-Dynamic* ... ..0.75-2.25
10-103-168  Dreamweaver ... ..0.75-2.25
10-103-167  Fireworks...... ..0.75-2.25
10-103-164  Flash................. ..0.75-2.25
10-103-163  Adobe Photoshop..... 0.75-2.25
10-152-165  Javascript: An Introduction .10
10-152-164  Website Design Concepts®........cvvvvrvrescersrisscssississsene, T, 0.75-2.25

Total 8

*Prerequisites: HTML-Beginning is required before taking HTML-Dynamic, Javascript: An
Introduction, and Website Design Concepts.

Note: Courses listed in suggested sequence
If you have finished the courses for this certificate, complete the certificate form to receive

an official certificate from the Business Technology Department:
http://matcmadison.edu/bus_tech_certificate ap

Courses

10-103-163  Adobe Photoshop 1 credit
Use this image-editing program to manipulate graphic images. Use palettes, tools, and a
variety of techniques to modify images by rotating, resizing, changing color, and adding
text. Prerequisite: Competency in Windows.

10-103-164  Flash-Beginning 1 credit
Use Flash graphic software program to deliver animations, music tracks, sound effects and
state-of-the-art interface design.

10-103-167  Fireworks-Beginning 1 credit
Create, edit and optimize Web graphics using Fireworks software using a complete set of
bitmap and vector tools.

10-103-168  Dreamweaver 1 credit
Use the Dreamweaver Web-authoring software features to design, plan, and build a
Website; work with text, images, links and tables.

10-152-162  HTML-Beginning 1 credit
Create Webpages using HTML; control HTML text; add hyperlinks, graphics and
multimedia; work with tables; use frames and forms; design Webpages. Prerequisite:
Competency in Windows and Internet.

10-152-163  HTML-Dynamic 1 credit
An introduction to JavaScripting for HTML. Work with Dynamic HTML (DHTML) and
Cascading Style Sheets, control content dynamically, position elements with DHTML,
implement advanced DHTML features and structure data with XML. Prerequisite:
10-152-162.

10-152-164  Website Design Concepts 1 credit
Use Web-design tools and techniques to plan, create, test, publish, and maintain a
Website. Use HTML, Dreamweaver, FrontPage, or other Web authoring software to
develop a Website that is user friendly, well-designed, and effective. Prerequisite:
competency in Windows and either HTML, Dreamweaver, FrontPage, or other Web
authoring software.

10-152-165  Javascript: An Introduction 1 credit
An introduction to programming and object-oriented design concepts using the Java
programming language. Students leam all the Java programming basics and use a simple
text editor as a development environment. Design concepts and programming tools will be
integrated with an emphasis on practical business solutions. Prerequisite: 10-152-162.
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Madison Area Technical College

Bioinformatics Certificate

Certificate

Information Technology Program Cluster
Center for Agriscience and Technologies
Courses offered at Madison Campuses

For information call: (608) 243-4307 or
(800) 322-6282 Ext. 4307

Effective: 2010-2011
Program Number: 90-152-4

About the Certificate

This certificate is designed for individuals with a college
background in the life sciences to prepare them for careers
in the emerging field of bioinformatics. Bioinformatics is the
application of information technology to the management
and analysis of biological data. Computational tools are
used to store, retrieve, analyze or predict the composition
or structure of biomolecules. Increasingly, the
biotechnology workforce requires knowledge of
biocinformatics, at least at the literacy level, in order to be
able to communicate in the workplace. Beyond literacy,
there are employment opportunities available for scientists
and technicians with the following skills: database creation
and management; writing small computer programs
(scripts) to query databases; using computational analysis
tools effectively and website design and maintenance to
make information accessible. In the certificate program,
students study the design and use of bioinformatics tools,
Unix, the Perl programming language, Oracle relational
database, and Internet technology.

Unique Requirements for Admission

The student is expected to have an AAS degree in the
Biotechnology Lab Technician Program or a four-year
degree in a life science discipline or equivalent experience
in the biotechnology industry. The student is also expected
to have basic experience in operating a personal
computer.

Apply directly to the Center. The completed application
form should include verification of years of employment, if
necessary. No application fee is required for this certificate.
Students are responsible for contacting the Center upon
completion of the required classes. Certificate will be
awarded after completion of all requirements is verified.

Curriculum

Hrs/week
FIRST YEAR
First Semester Credits  Lec-Lab
10-007-180  Introduction to Bioinformatics..........ccceueverrrerrrnnenns K T 2-2
10-152-111  Introduction to Java Programming...........cecceceeceeneece. KT 2-2
Semester Total 6
Second Semester
10-152-120  Web Site Development-XHTML........cccovververrrrnnenns K T 2-2
10-152-125  Relational Database Coding-Oracle SQL. 3 -
10-152-151  Scripting With Perl .........cocoovcvviiiiiiiiiiie KT 2-2
Semester Total 9
SECOND YEAR
First Semester
10-007-181  Advanced Bioinformatics ............cocrerererenrserrrinnennes K T 2-2
10-154-190  LiNUX SEIVEr....ccoveeveiverisiscsiei s KT 30
Semester Total 6

Note: All Information Technology courses require a grade of C or better in order to
receive the certificate.
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Bioinformatics Certificate

Courses

10-007-180 Introduction to Bioinformatics 3 credits
This survey course is an introduction to the concepts and tools
used in bioinformatics. The fundamentals of sequence
alignment, data mining and microarray data analysis will be
discussed. This course will also provide the student with an
overview of the computing tools used for bioinformatics, such
as Unix, Perl, and file structure and management. Mastery of
these tools is not expected in this course; rather, the student is
given a practical introduction to the Perl Programming
language in the Unix operating system environment.
Prerequisite: Acceptance into certificate.

10-007-181  Advanced Bioinformatics 3 credits
This capstone course in Bioinformatics provides the student
with experience in the design and implementation of basic
programming concepts applied to bioinformatics problems.
Using the skills gained in previous certificate courses, the
student designs and completes an independent project using
the Perl programming language, Oracle database, and

internet technology in the UNIX operating system.
Prerequisites: grade of C or better in all certificate courses
and concurrent enrollment in 10-007-180, 10-152-120,
10-152-125 and 10-152-151.

10-152-111  Introduction to Java

Programming 3 credits
Introduces programming and object-oriented design concepts
using the Java programming language. Students learn all the
Java programming basics and use a simple text editor as a
development environment. Design concepts and programming
tools will be integrated with an emphasis on practical business
solutions. Prerequisite: Acceptance into certificate.

10-152-120  Website Development-XHTML 3 credits
Teaches the fundamentals and techniques of developing
business websites using XHTML-compliant HTML. Topics
include webpage design, tables, image manipulation, image
maps, forms, tags, cascading style sheets (CSS) and an
introduction to JavaScript. All work is done directly with
XHTML. Prerequisite: Working knowledge of Microsoft
Windows (computer Literacy, proficiency with a mouse, file
management).
10-152-125  Relational Database Coding —

Oracle/SQL 3 credits
Presents relational database concepts and teaches beginning
to intermediate Structured Query Language (SQL) using an
Oracle database. Students learn to create and maintain
database objects and to store, retrieve, and manipulate data.
Demonstrations and hands-on practice reinforce the
fundamental concepts. Prerequisite: 10-007-180.

10-152-151  Scripting with Perl 3 credits
This course provides the student with experience with the Perl
programming language. The course covers concepts such as
repetitive tasks, file maintenance, log file analysis or
Bioinformatics, database access, and module usage. A simple
text editor will be used for creating scripts and the Perl
interpreter will be used to run the scripts. Prerequisite: grade
of C or better in 10-007-180.

10-154-190  Linux Server 3 credits
Introduces Linux with a focus on system administration skills.
Topics include installation, file and directory management,
command execution, input/output redirection and pipes, shell
scripts, network services, security, troubleshooting and the X
Window system. Prerequisite: 10-007-180.

Program Number: 90-152-4

Career Potential:

= Bioformatics Specialist
= Bioinformatics
Technician

More detailed and updated
information on this program may be
available a: matcmadison.edu. The
college reserves the right to make
changes in the regulations and
courses announced in this publication
without notice.

Madison Area Technical College
provides equal opportunity in
education and employment.
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Madison Area Technical College

Internet Developer Certificate — IDC

Certificate

Information Technologies Program Cluster
Center for Agriscience and Technologies
Program offered at Madison Campuses

For information call: (608) 246-6800
(800) 322-6282 ext. 6800

Effective: 2010-2011
Program Number: 90-152-11

About the Program

The Internet Developer Certificate is a sequence of
connected courses exploring Internet software
development, including Javascript, PHP/MySQL, Java,
Ajax, Drupal, and Flash development. This certificate is
open to graduates of a computing program or anyone
with equivalent field experience.

These are three-credit courses, meeting two hours in the
classroom and two hours in the lab each week for 17
weeks. All sections are in the late afternoon and evening.
Class work stresses hands-on programming through
projects, and students are welcome to work on
assignments at home or at work if they have the tools,
which are mostly free (the Java Development Kit or PHP,
for example).

Completing the certificate takes two years taking one
course per semester. The express track allows
completion in one year taking two courses per semester.

This certificate is offered through the Agriscience and
Technologies Center. To apply for the Internet Developer
Certificate, download this application form in Microsoft
Word format, fill out, and attach to Mike Bertrand. All
applicants will be contacted by eMail shortly after
submitting an application.

Although four courses must be taken to obtain the
certificate, qualified "special students" are welcome to
take individual classes, room permitting (a certain number
of seats are reserved for certificate students).
Applications are being accepted on a rolling basis.

Curriculum

Hrs/week
Courses Credits Lec-Lab
10-152-187  Drupal Development - IDC ........cccovureeneeneeeeneneineens K TR 2-2

10-152-188  Intro to Interet Programming - IDC...
10-152-189  Google Tools — I