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South Central College

OTEC 2800  Office Keyboarding
Course Outcome Summary

Course Information
Description This course covers the continuing development of keyboarding speed and 

accuracy. Advanced document formatting, such as letters, tables with special 
features, templates, labels, mail merges, multi-page reports, columns, etc., will be 
included. Students will continue to develop proofreading skills as they format 
documents from straight copy, rough draft, handwritten copy, and arranged and 
unarranged sources. (Prerequisite: A minimu�㔷ᐨ ⤠呪 as⤠呪  ⤠呪 tw ⤶㔹㔠⠀ࠩ ℀䐀܀ᠩ‧   ⤨  ⤱〶e5㔵㤵  ⤠vDed⁔樠⠀ࠩ⁔樠⠀̀ᐩἀᰠ⠀̀ᨀ฀㈱〶B⁔樠㐰⸰ㄷ〲㠸ㄠ〨呪 docuI㈮㌹㤵㤵㤵㤵  ⤠vDed✠⠠Ԡ⠀᐀̀Ԁఀ฀ਲ਼㠳ఀ܀⌀㈴㌠ⴱ〸⸸㌸㤹㘸㤠ⴱ㈮఩⁔樠⠀਀଀̀∀਀ ∀Ѐ̘ܩwritten⤎⠀Ԁ ਀਀܀∩ᕔ樠఩⁔樠⠀਀଀̀∀਀ ∀Ѐܩ਀ࠩ⁔᐀̀Ԁఀ฀਀਀ ∀ሀᤩ⁔樠⠀ࠩ⁔樠⠱㘱⁮ .㔸㙪‱〰⸸㤶〰㌷㈠〕olumns,⤠吅csd㤵㐹㠶
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Learning Objectives
Use proper postal policies for addresses 
Create mailing labels for single and multiple addressees
Create envelopes 

12. Proofread documents 
Learning Objectives
Insert proofreader marks
Identify misspelled words and improper word divisions 
Apply language arts skills

13. Apply reference material guidelines to production work 
Learning Objectives

http://www.southcentral.edu/disability

