
BUOT 1010 : Foundations for Word Processing 

Introduces touch-typing skills, speed development, beginning word processing, and proofreading using software 
packages on the computer within the framework of an office environment. Lecture/Laboratory. Recommended 
for students who are preparing for employment in office technology and others who want a good foundation in 
keyboarding and word processing. 
Credits  3.0 
Semester Offered 
As Needed 
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