OST 130
COMPREHENSIVE KEYBOARDING
COURSE DESCRIPTION:

Prerequisites: None
Corequisites: None

This course is designed to develop keyboarding skills and introductory document formatting.
Emphasis is placed on keyboarding techniques and formatting basic business documents. Upon
completion, students should be able to create documents in an ever-changing workplace. Course
Hours Per Week: Class, 2. Lab, 2. Semester Hours Credit, 3.

LEARNING OUTCOMES:
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