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CSBM 1204: Word-Processing for Small Business

Description

Word-Processing for Small Business covers the use of word-processing software for business applications. The student will be able to create, edit, manipulate
and print documents using selected software.

Management Credits

3

Prerequisite

Student is a business owner, employee or entrepreneur or by special permission of the instructor.
Topics to be Covered

1. Setup, implement and maintain word-processing software. This course is for students actively engaged in the ownership and/or management of a small
business or a business start-up

Learning Outcomes

1. Install and configure word processing software program
2. Perform document formatting and editing commands
3. Choose proper page layout commands

4. Produce business documents/reports

5. Print professional business documents

6. Save documents within the business file management structure
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