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Student Learning Outcomes for  

CBOT 472 Beginning Word Processing 

 

 

 

Upon successful completion of this class, students will be able to: 

 

1. Create, edit, and format documents. 

2. Create and modify tabs and create tabbed columns. 

3. Identify and apply different methods to move and copy text. 

4. Apply the Find and Replace features to replace text, character and paragraph formatting.  

 

 


