Word Processing

Course Title
Course Length
Word Processing
Two Semesters/ 1 unit of credit

Grade Level
Prerequisite
8
Keyboarding

Textbooks & Other Published Materials/Resources

Hoggatt, Shank.  Applied Computer Keyboarding 5th Edition. Cincinnati, Ohio: South-Western Educational Publishing. 2004.

Course Description

This course will teach the fundamentals of Word Processing.  It is designed to emphasize the learning and practicing of document processing.  Hands on applications will include learning skills necessary to function as a typist.  Areas of study will include Word.

