CAP Study Schedule

Metcalfe Study Materials

Part I: Office Systems & Technology
4 weeks
Part II: Office Administration
4 weeks
Part III: Management
4 weeks
Part IV: Advanced Organizational Management
6 weeks
Review
3 weeks

TOTAL
21 weeks
	Section
	Weight
	Chapter
	Pages
	Due Date
	Week

	Part I: Office Systems & Technology

	Computer Hardware, Systems and Configuration
	12%
	1: Computer Hardware
	2-44
	
	

	
	
	2: Computer Security and Related Issues
	45-48
	
	

	
	
	3: Computer Networks
	49-53
	
	

	
	
	4: Hardware Troubleshooting
	54-59
	
	

	Document Layout, Design, and Reproduction
	16%
	5: Reprographics Management Principles
	60-69
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	6: Reprographics Technology
	70-75
	
	

	
	
	7: Information Processing
	76-80
	
	

	Software
	60%
	8: Data Processing
	81-87
	
	

	
	
	9: Computer Software Technology
	88-116
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	10: Software Application Functionalities
	117-177
	
	

	
	
	11: Software Troubleshooting
	178-184
	
	

	Managing Physical Resources
	12%
	12: Equipment and Supplies
	185-193
	
	

	
	
	13: Ergonomics
	194-199
	
	3

	Practice Tests and Review
	
	Part I
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	Part II: Office Administration

	Records Management
	28%
	1: Files Systems and Records Management Principles
	2-14
	
	

	
	
	2: File Management
	15-18
	
	

	
	
	3: Records Management Technology
	19-23
	
	

	
	
	4: Filing Rules and Standards
	24-30
	
	

	
	
	5: Security of Records
	31-34
	
	


	Communication
	72%
	6: Verbal and Other Communication
	35-57
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	7: Written Communications – Business Communications
	58-61
	
	

	
	
	8: Written Communications - Letters
	62-64
	
	

	
	
	9: Written Communications - Interoffice Communications
	65-70
	
	

	
	
	10: Written Communications - Editing
	71-75
	
	

	
	
	11: Written Communications - Consistent Style
	76-84
	
	

	
	
	12: Written Communications - Editing for Application of Writing Fundamentals
	85-86
	
	

	
	
	13: Written Communications - Preparing Business Letters in Final Format
	87-88
	
	

	
	
	14: Written Communications - Letter Punctuation Style
	89-93
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	15: Written Communications - Business Report Format
	94-102
	
	

	
	
	16: Rules of Grammar (US English)
	103-109
	
	

	
	
	17: Business Etiquette
	110-125
	
	

	
	
	18: Communication Technology
	126-134
	
	7

	Practice Tests and Review
	
	Part II
	
	
	8

	Part III: Management

	Human Resources
	48%
	Basic Management Principles
	2-10
	
	

	
	
	The Functions of Management
	11-15
	
	

	
	
	Production and Operations Management
	16-19
	
	

	
	
	Marketing Management
	20-25
	
	

	
	
	Recruitment and Selection
	26-33
	
	

	
	
	Evaluation
	34-38
	
	

	
	
	Legal and Ethical Issues
	39-51
	
	

	
	
	Employee/Labour Relations
	52-55
	
	

	
	
	Employee Separation Processes
	56-59
	
	

	
	
	Job Analysis
	60-64
	
	

	
	
	Training
	65-72
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	Compensation and Benefits
	73-82
	
	

	
	
	Employee Safety, Health and Stress
	83-86
	
	

	Accounting Procedures and Analysis
	16%
	Accounting Procedures
	87-89
	
	

	
	
	The Accounting Equation
	90-92
	
	

	
	
	The Accounting Cycle
	93-97
	
	

	
	
	The Voucher Systems and Accounts Payable
	98-102
	
	

	
	
	Contracts
	103-113
	
	

	
	
	Money and Banking
	114-119
	
	

	
	
	Negotiable Instruments
	120-122
	
	

	
	
	International Trade
	123-126
	
	

	
	
	The Balance Sheet
	127-129
	
	

	
	
	The Income Statement
	130-132
	
	

	
	
	Cash Flow Statements
	133-139
	
	

	
	
	Owner’s Equity
	140-145
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	Managerial Accounting
	146-153
	
	

	
	
	Insurance
	154-157
	
	

	Time Management
	12%
	Basic Time Management Principles
	158-171
	
	

	Communication
	24%
	Nonverbal Communication
	172-176
	
	

	
	
	Presentation Techniques
	177-189
	
	

	
	
	Professional Protocol
	190-202
	
	

	
	
	Legal Issues
	203-216
	
	11

	Practice Tests and Review
	
	Part III
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	Part IV: Advanced Organizational Management

	Organizational Planning
	28%
	1: Critical Thinking
	2-9
	
	

	
	
	2: Decision Making
	10-26
	
	

	
	
	3: Strategic Planning
	27-44
	
	

	
	
	4: Communication Mission and Values
	45-58
	
	

	
	
	5: Allocating Resources
	59-62
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	Advanced Administration
	24%
	6: Mentoring and Training
	63-81
	
	

	
	
	7: Conducting Research
	82-103
	
	

	
	
	8: Coordinating Projects
	104-124
	
	

	
	
	9: Delegating, Empowering and Increasing Influence
	125-146
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	Team Skills
	24%
	10: Team Building
	147-174
	
	

	
	
	11: Team Leading
	175-204
	
	

	
	
	12: Group Problem Solving
	205-218
	
	

	
	
	13: Resolving Conflict
	219-237
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	14: Conducting Meetings
	238-246
	
	

	
	
	15: Cultural Workforce Diversity
	247-258
	
	

	Advanced Communication
	24%
	16: Nonverbal Communication
	259-263
	
	

	
	
	17: Presentation Techniques
	264-275
	
	

	
	
	18: Legal Issues
	276-294
	
	

	
	
	19: Professional Protocol
	295-315
	
	16

	Management Supplement
	
	CAP Manual Addendum
	1-114
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	Practice Tests and Review
	
	Part IV
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	Final Review

	Review
	
	Parts 1 to III
	
	
	19

	Review
	
	Part IV
	
	
	20

	Review
	
	General
	
	
	21


