
 This full-year class provides a 
review of proper keyboarding 
techniques by learning to type 
by touch.  Using Microsoft 
Office 2010, students will 
become proficient in creating 
MLA reports, employment 
letters, resumes, office 
memos, PowerPoint 
presentations, Excel 
worksheets, and managing a 
database.  This class is a 
prerequisite to Web 

 Programming.


