
 

OFFICE TECHNOLOGY 

Program Outcomes Assessment Report 

12-13 

The Overall Program Outcome target is _70___%.  

 

Program Outcome #1 
 List and perform the steps in the accounting cycle. 

PROGRAM

OUTCOME YEAR COURSE

COURSE

TITLE

CRSE

OTCM

TARGET

SCORE

# STDNTS

ASSESSED

WEIGHTED

AVERAGE %

CO

GOAL

MET

CO

GOAL

UNMET

CO

NOT

ASSED

PO

GOAL

MET %

INDV

ASMNT

GOALS

MET

INDV

ASMNT

GOALS

UNMET

INDV

ASMNT

GOALS

MET %

INDV

ASMNT

GOALS

UNMET %

OFC TECH 1 12-13 ACCT 108  College Acct 3 70 61 79 1 0 0 6 0 100% 0%

12-13 ACCT 205 Qckbk Acct 3 70 3 100 1 0 0 1 0 100% 0%

12-13 ACCT 205 Qckbk Acct 4 70 3 97 1 0 0 1 0 100% 0%

12-13 ACCT 205 Qckbk Acct 5 70 3 97 1 0 0 1 0 100% 0%

12-13 ACCT 205 Qckbk Acct 6 70 3 99 1 0 0 1 0 100% 0%

12-13 ACCT 205 Qckbk Acct 7 70 3 98 1 0 0 1 0 100% 0%

12-13 TOTALS 6 76 83 6 0 0 100% 11 0 100% 0%  
 

Program Outcome #2 
Use basic office machines. 

PROGRAM

OUTCOME YEAR COURSE

COURSE

TITLE

CRSE

OTCM

TARGET

SCORE

# STDNTS

ASSESSED

WEIGHTED

AVERAGE %

CO

GOAL

MET

CO

GOAL

UNMET

CO

NOT

ASSED

PO

GOAL

MET %

INDV

ASMNT

GOALS

MET

INDV

ASMNT

GOALS

UNMET

INDV

ASMNT

GOALS

MET %

INDV

ASMNT

GOALS

UNMET %

OFC TECH 2 12-13 CSIS 100  Cmptr Cncpts & Apps 1 70 305 88 1 0 0 17 2 89% 11%

12-13 CSIS 130  Intro to CIS 1 70 124 68 0 1 0 5 3 63% 38%

12-13 OTEC 101  Keyboarding I 1 70 ZZ ZZ ZZ ZZ 1 ZZ ZZ ZZ ZZ

12-13 OTEC 102  Keyboarding II 1 70 ZZ ZZ ZZ ZZ 1 ZZ ZZ ZZ ZZ

12-13 OTEC 107 Ofc Syst & Prcdrs 2 70 ZZ ZZ ZZ ZZ 1 ZZ ZZ ZZ ZZ

12-13 OTEC 123 Office Machines 1 70 7 94 1 0 0 1 0 100% 0%

12-13 OTEC 123 Office Machines 2 70 7 92 1 0 0 1 0 100% 0%

12-13 TOTALS 7 443 83 3 1 3 43% 24 5 83% 17%  
 

 



Program Outcome #3 
Demonstrate effective oral and written communications skills. 

PROGRAM

OUTCOME YEAR COURSE

COURSE

TITLE

CRSE

OTCM

TARGET

SCORE

# STDNTS

ASSESSED

WEIGHTED

AVERAGE %

CO

GOAL

MET

CO

GOAL

UNMET

CO

NOT

ASSED

PO

GOAL

MET %

INDV

ASMNT

GOALS

MET

INDV

ASMNT

GOALS

UNMET

INDV

ASMNT

GOALS

MET %

INDV

ASMNT

GOALS

UNMET %

OFC TECH 3 12-13 MGMK 147  Intro to Mngmnt 4 70 ZZ ZZ ZZ ZZ 1 ZZ ZZ ZZ ZZ

12-13 OTEC 101  Keyboarding I 2 70 ZZ ZZ ZZ ZZ 1 ZZ ZZ ZZ ZZ

12-13 OTEC 101  Keyboarding I 3 70 ZZ ZZ ZZ ZZ 1 ZZ ZZ ZZ ZZ

12-13 OTEC 102  Keyboarding II 1 70 ZZ ZZ ZZ ZZ 1 ZZ ZZ ZZ ZZ

12-13 OTEC 102  Keyboarding II 2 70 ZZ ZZ ZZ ZZ 1 ZZ ZZ ZZ ZZ

12-13 OTEC 102  Keyboarding II 3 70 ZZ ZZ ZZ ZZ 1 ZZ ZZ ZZ ZZ

12-13 OTEC 107 Ofc Syst & Prcdrs 3 70 ZZ ZZ ZZ ZZ 1 ZZ ZZ ZZ ZZ

12-13 TOTALS 7 0 0 0 0 7 0% 0 0 ZZ ZZ  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Program Outcome #4 
Utilize computer application software. 

PROGRAM

OUTCOME YEAR COURSE

COURSE

TITLE

CRSE

OTCM

TARGET

SCORE

# STDNTS

ASSESSED

WEIGHTED

AVERAGE %

CO

GOAL

MET

CO

GOAL

UNMET

CO

NOT

ASSED

PO

GOAL

MET %

INDV

ASMNT

GOALS

MET

INDV

ASMNT

GOALS

UNMET

INDV

ASMNT

GOALS

MET %

INDV

ASMNT

GOALS

UNMET %

OFC TECH 4 12-13 ACCT 205 Qckbk Acct 1 70 3 94 1 0 0 1 0 100% 0%

12-13 ACCT 205 Qckbk Acct 2 70 3 100 1 0 0 1 0 100% 0%

12-13 ACCT 205 Qckbk Acct 3 70 3 100 1 0 0 1 0 100% 0%

12-13 ACCT 205 Qckbk Acct 4 70 3 97 1 0 0 1 0 100% 0%

12-13 ACCT 205 Qckbk Acct 5 70 3 97 1 0 0 1 0 100% 0%

12-13 ACCT 205 Qckbk Acct 6 70 3 99 1 0 0 1 0 100% 0%

12-13 ACCT 205 Qckbk Acct 7 70 3 98 1 0 0 1 0 100% 0%

12-13 CSIS 100  Cmptr Cncpts & Apps 2 70 305 87 1 0 0 19 0 100% 0%

12-13 CSIS 100  Cmptr Cncpts & Apps 3 70 305 87 1 0 0 19 0 100% 0%

12-13 CSIS 100  Cmptr Cncpts & Apps 4 70 290 95 1 0 0 18 0 100% 0%

12-13 CSIS 100  Cmptr Cncpts & Apps 5 70 305 86 1 0 0 18 1 95% 5%

12-13 CSIS 100  Cmptr Cncpts & Apps 6 70 305 83 1 0 0 19 0 100% 0%

12-13 CSIS 100  Cmptr Cncpts & Apps 7 70 305 73 1 0 0 13 6 68% 32%

12-13 CSIS 100  Cmptr Cncpts & Apps 8 70 285 91 1 0 0 18 0 100% 0%

12-13 CSIS 117 Intro Web Design 1 70 3 100 1 0 0 1 0 100% 0%

12-13 CSIS 117 Intro Web Design 2 70 3 100 1 0 0 1 0 100% 0%

12-13 CSIS 117 Intro Web Design 3 70 3 98 1 0 0 1 0 100% 0%  



PROGRAM

OUTCOME YEAR COURSE

COURSE

TITLE

CRSE

OTCM

TARGET

SCORE

# STDNTS

ASSESSED

WEIGHTED

AVERAGE %

CO

GOAL

MET

CO

GOAL

UNMET

CO

NOT

ASSED

PO

GOAL

MET %

INDV

ASMNT

GOALS

MET

INDV

ASMNT

GOALS

UNMET

INDV

ASMNT

GOALS

MET %

INDV

ASMNT

GOALS

UNMET %

OFC TECH 4 12-13 CSIS 117 Intro Web Design 4 70 3 99 1 0 0 1 0 100% 0%

(cont) 12-13 CSIS 117 Intro Web Design 5 70 3 100 1 0 0 1 0 100% 0%

12-13 CSIS 117 Intro Web Design 6 70 3 100 1 0 0 1 0 100% 0%

12-13 CSIS 117 Intro Web Design 7 70 3 100 1 0 0 1 0 100% 0%

12-13 CSIS 117 Intro Web Design 8 70 ZZ ZZ ZZ ZZ 1 ZZ ZZ ZZ ZZ

12-13 CSIS 117 Intro Web Design 9 70 ZZ ZZ ZZ ZZ 1 ZZ ZZ ZZ ZZ

12-13 CSIS 130  Intro to CIS 2 70 124 79 1 0 0 7 1 88% 13%

12-13 CSIS 130  Intro to CIS 3 70 124 84 1 0 0 8 0 100% 0%

12-13 CSIS 130  Intro to CIS 4 70 124 93 1 0 0 8 0 100% 0%

12-13 CSIS 130  Intro to CIS 5 70 124 91 1 0 0 8 0 100% 0%

12-13 CSIS 130  Intro to CIS 6 70 124 82 1 0 0 8 0 100% 0%

12-13 CSIS 130  Intro to CIS 7 70 124 94 1 0 0 8 0 100% 0%

12-13 CSIS 130  Intro to CIS 8 70 124 95 1 0 0 8 0 100% 0%

12-13 OTEC 101  Keyboarding I 2 70 ZZ ZZ ZZ ZZ 1 ZZ ZZ ZZ ZZ

12-13 OTEC 101  Keyboarding I 3 70 ZZ ZZ ZZ ZZ 1 ZZ ZZ ZZ ZZ

12-13 OTEC 102  Keyboarding II 1 70 ZZ ZZ ZZ ZZ 1 ZZ ZZ ZZ ZZ

12-13 OTEC 102  Keyboarding II 2 70 ZZ ZZ ZZ ZZ 1 ZZ ZZ ZZ ZZ

12-13 OTEC 102  Keyboarding II 3 70 ZZ ZZ ZZ ZZ 1 ZZ ZZ ZZ ZZ

12-13 OTEC 107 Ofc Syst & Prcdrs 2 70 ZZ ZZ ZZ ZZ 1 ZZ ZZ ZZ ZZ

12-13 TOTALS 36 3010 87 28 0 8 78% 193 8 96% 4%  

Program Outcome #5 
Collaborate with others in a team project setting. 

PROGRAM

OUTCOME YEAR COURSE

COURSE

TITLE

CRSE

OTCM

TARGET

SCORE

# STDNTS

ASSESSED

WEIGHTED

AVERAGE %

CO

GOAL

MET

CO

GOAL

UNMET

CO

NOT

ASSED

PO

GOAL

MET %

INDV

ASMNT

GOALS

MET

INDV

ASMNT

GOALS

UNMET

INDV

ASMNT

GOALS

MET %

INDV

ASMNT

GOALS

UNMET %

OFC TECH 5 12-13 ACCT 108  College Acct 3 70 61 79 1 0 0 6 0 100% 0%

12-13 MGMK 147  Intro to Mngmnt 5 70 ZZ ZZ ZZ ZZ 1 ZZ ZZ ZZ ZZ

12-13 OTEC 107 Ofc Syst & Prcdrs 4 70 ZZ ZZ ZZ ZZ 1 ZZ ZZ ZZ ZZ

12-13 TOTALS 3 61 79 1 0 2 33% 6 0 100% 0%  

 

 



Program Outcome #6 
Explain the role of managers and employees in creating an organizational culture. 

PROGRAM

OUTCOME YEAR COURSE

COURSE

TITLE

CRSE

OTCM

TARGET

SCORE

# STDNTS

ASSESSED

WEIGHTED

AVERAGE %

CO

GOAL

MET

CO

GOAL

UNMET

CO

NOT

ASSED

PO

GOAL

MET %

INDV

ASMNT

GOALS

MET

INDV

ASMNT

GOALS

UNMET

INDV

ASMNT

GOALS

MET %

INDV

ASMNT

GOALS

UNMET %

OFC TECH 6 12-13 MGMK 147  Intro to Mngmnt 1 70 ZZ ZZ ZZ ZZ 1 ZZ ZZ ZZ ZZ

12-13 MGMK 147  Intro to Mngmnt 2 70 ZZ ZZ ZZ ZZ 1 ZZ ZZ ZZ ZZ

12-13 MGMK 147  Intro to Mngmnt 4 70 ZZ ZZ ZZ ZZ 1 ZZ ZZ ZZ ZZ

12-13 OTEC 107 Ofc Syst & Prcdrs 1 70 ZZ ZZ ZZ ZZ 1 ZZ ZZ ZZ ZZ

12-13 OTEC 107 Ofc Syst & Prcdrs 6 70 ZZ ZZ ZZ ZZ 1 ZZ ZZ ZZ ZZ

12-13 TOTALS 5 0 0 0 0 5 0% 0 0 ZZ ZZ  
 

Program Outcome #7 
Demonstrate the proper use of a computerized accounting system. 

PROGRAM

OUTCOME YEAR COURSE

COURSE

TITLE

CRSE

OTCM

TARGET

SCORE

# STDNTS

ASSESSED

WEIGHTED

AVERAGE %

CO

GOAL

MET

CO

GOAL

UNMET

CO

NOT

ASSED

PO

GOAL

MET %

INDV

ASMNT

GOALS

MET

INDV

ASMNT

GOALS

UNMET

INDV

ASMNT

GOALS

MET %

INDV

ASMNT

GOALS

UNMET %

OFC TECH 7 12-13 ACCT 107 Payroll Acct 6 70 9 94 1 0 0 1 0 100% 0%

12-13 ACCT 205 Qckbk Acct 1 70 3 94 1 0 0 1 0 100% 0%

12-13 ACCT 205 Qckbk Acct 2 70 3 100 1 0 0 1 0 100% 0%

12-13 ACCT 205 Qckbk Acct 3 70 3 100 1 0 0 1 0 100% 0%

12-13 ACCT 205 Qckbk Acct 4 70 3 97 1 0 0 1 0 100% 0%

12-13 ACCT 205 Qckbk Acct 5 70 3 97 1 0 0 1 0 100% 0%

12-13 ACCT 205 Qckbk Acct 6 70 3 99 1 0 0 1 0 100% 0%

12-13 ACCT 205 Qckbk Acct 7 70 3 98 1 0 0 1 0 100% 0%

12-13 TOTALS 8 30 97 8 0 0 100% 8 0 100% 0%  
 

 

 

 

 

 

 

 



Program Outcome #8 
Compute and prepare payroll checks. 

PROGRAM

OUTCOME YEAR COURSE

COURSE

TITLE

CRSE

OTCM

TARGET

SCORE

# STDNTS

ASSESSED

WEIGHTED

AVERAGE %

CO

GOAL

MET

CO

GOAL

UNMET

CO

NOT

ASSED

PO

GOAL

MET %

INDV

ASMNT

GOALS

MET

INDV

ASMNT

GOALS

UNMET

INDV

ASMNT

GOALS

MET %

INDV

ASMNT

GOALS

UNMET %

OFC TECH 8 12-13 ACCT 107 Payroll Acct 2 70 9 84 1 0 0 1 0 100% 0%

12-13 ACCT 107 Payroll Acct 3 70 9 81 1 0 0 1 0 100% 0%

12-13 ACCT 107 Payroll Acct 4 70 9 92 1 0 0 1 0 100% 0%

12-13 ACCT 107 Payroll Acct 6 70 9 94 1 0 0 1 0 100% 0%

12-13 ACCT 205 Qckbk Acct 6 70 3 99 1 0 0 1 0 100% 0%

12-13 TOTALS 5 39 89 5 0 0 100% 1 0 100% 0%  
 

Program Outcome #9 
Prepare the required Federal and Kansas payroll reports.  

PROGRAM

OUTCOME YEAR COURSE

COURSE

TITLE

CRSE

OTCM

TARGET

SCORE

# STDNTS

ASSESSED

WEIGHTED

AVERAGE %

CO

GOAL

MET

CO

GOAL

UNMET

CO

NOT

ASSED

PO

GOAL

MET %

INDV

ASMNT

GOALS

MET

INDV

ASMNT

GOALS

UNMET

INDV

ASMNT

GOALS

MET %

INDV

ASMNT

GOALS

UNMET %

OFC TECH 9 12-13 ACCT 107 Payroll Acct 2 70 9 84 1 0 0 1 0 100% 0%

12-13 ACCT 107 Payroll Acct 3 70 9 81 1 0 0 1 0 100% 0%

12-13 ACCT 107 Payroll Acct 5 70 9 85 1 0 0 1 0 100% 0%

12-13 ACCT 107 Payroll Acct 7 70 9 94 1 0 0 1 0 100% 0%

12-13 ACCT 205 Qckbk Acct 6 70 3 99 1 0 0 1 0 100% 0%

12-13 TOTALS 5 39 87 5 0 0 100% 5 0 100% 0%  

 

 

 

 

 

 

 

 

 

 



Program Outcome #10 
Make ethical decisions incorporating the standards of the profession. 

PROGRAM

OUTCOME YEAR COURSE

COURSE

TITLE

CRSE

OTCM

TARGET

SCORE

# STDNTS

ASSESSED

WEIGHTED

AVERAGE %

CO

GOAL

MET

CO

GOAL

UNMET

CO

NOT

ASSED

PO

GOAL

MET %

INDV

ASMNT

GOALS

MET

INDV

ASMNT

GOALS

UNMET

INDV

ASMNT

GOALS

MET %

INDV

ASMNT

GOALS

UNMET %

OFC TECH 10 12-13 ACCT 107 Payroll Acct 1 70 9 90 1 0 0 1 0 100% 0%

12-13 ACCT 108  College Acct 1 70 61 82 1 0 0 6 0 100% 0%

12-13 ACCT 108  College Acct 2 70 61 87 1 0 0 6 0 100% 0%

12-13 ACCT 108  College Acct 3 70 61 79 1 0 0 6 0 100% 0%

12-13 ACCT 108  College Acct 4 70 61 73 1 0 0 4 2 67% 33%

12-13 ACCT 108  College Acct 5 70 61 79 1 0 0 5 1 83% 17%

12-13 ACCT 205 Qckbk Acct 1 70 3 94 1 0 0 1 0 100% 0%

12-13 ACCT 205 Qckbk Acct 2 70 3 100 1 0 0 1 0 100% 0%

12-13 ACCT 205 Qckbk Acct 3 70 3 100 1 0 0 1 0 100% 0%

12-13 ACCT 205 Qckbk Acct 4 70 3 97 1 0 0 1 0 100% 0%

12-13 ACCT 205 Qckbk Acct 5 70 3 97 1 0 0 1 0 100% 0%

12-13 ACCT 205 Qckbk Acct 6 70 3 99 1 0 0 1 0 100% 0%

12-13 ACCT 205 Qckbk Acct 7 70 3 98 1 0 0 1 0 100% 0%

12-13 CSIS 100  Cmptr Cncpts & Apps 9 70 285 87 1 0 0 18 0 100% 0%

12-13 CSIS 100  Cmptr Cncpts & Apps 10 70 285 90 1 0 0 17 1 94% 6%

12-13 CSIS 130  Intro to CIS 9 70 124 86 1 0 0 8 0 100% 0%

12-13 CSIS 130  Intro to CIS 10 70 124 86 1 0 0 8 0 100% 0%

12-13 MGMK 147  Intro to Mngmnt 1 70 ZZ ZZ ZZ ZZ 1 ZZ ZZ ZZ ZZ

12-13 OTEC 107 Ofc Syst & Prcdrs 1 70 ZZ ZZ ZZ ZZ 1 ZZ ZZ ZZ ZZ

12-13 TOTALS 19 1153 86 17 0 2 89% 86 4 96% 4%  
 

Analysis of Student Learning: 

Analyze student learning by answering the following questions.  Please be elaborative and explain your answers using the data provided.  Avoid one-word 

answers. 

  

1. Should any of the student learning goals and course/program outcomes be considered for revision and why? 
 
Outcome 1, “List and perform steps in accounting cycle,” is being revised for the 2014-15 academic year.  Because this outcome is stated with 
identical wording as a course outcome in several courses, the program outcome is could be revised to “Implement the steps in the accounting cycle,” 
to reflect a higher level of learning per Bloom’s Taxonomy at the program level.     
 



A previous recommendation has not been implemented and should still be considered as follows:  Outcomes 1,7,8, and 9 all deal with accounting.  
Consideration should be given to combining these outcomes into 1 or 2 more general accounting outcomes.  All other outcomes are still relevant 
and useful, so they should remain as is.   
   
 

2. Which program assessment elements can be identified as being the strongest, and can those be used to enhance other program level elements?  
How? 

 
The highest weighted average score was 98% for Program Outcome #4 “Utilize computer application software.”   Some of this data came from the 
QuickBooks class in which there were only 3 students and the students are quite motivated.  Student learning in QuickBooks also increased the 
weighted average in Outcome #1 “List and perform the steps in the accounting cycle.”  In essence, this relates to the previous recommendations 
which have focused on high scores in “Utilizing computer application software”, to increase success in other outcomes.  This focus should be 
continued with additional usage of electronic means, computer application software and technology to enhance learning.   

 
3. Are there any new program level assessment strategies that can be identified for future consideration, and how might these add value to the 

assessment process? 
 

Third party certification exams could also be used as a means of assessment.  However, any decision to implement third party exams will most likely 
be delayed until this program goes through the state alignment process which has not yet been scheduled.  The current program assessment 
strategies are providing useful information in assessing student learning in the program. 

 
4. Any additional comments… 

 

There was no data related to program outcome #3 since the courses contributing to the outcome are on the rotation schedule and were not offered.  
These courses will be offered in the future, so no changes are recommended in relation to them at this time.  

 

 

Budgetary Considerations 
Are there any budgetary considerations that need to be made for this program?  Please support your need with evidence. 

 

Computer hardware and software must continue to be kept up to date.  Replacement of computers in the computers labs must occur according to 

the replacement schedule in the NCCC Technology Plan.  We are currently teaching Microsoft Office 2013 and QuickBooks 2013 which are still 

appropriate, but we must stay on the forefront of providing instruction in current software that is the industry standard.     

 


