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Computer Keyboarding 1

3-unit, full semester

If you need to learn to type by touch (without
looking), If you need to relearn the keyboard,
or If you type less than 30 wpm, you should
enroll in Computer Keyboarding 1.

You will learn to type by touch and should
develop speeds ranging from 20-30 wpm or
higher. You will also learn the basics of
formatting reports, letters, memos, and tables
using MS Word.



