Course Competencies

BCT 106 Getting Started with Word Processing
Upon completion of this course, successful students will (be able to):

· Create, save, and print a Microsoft Office 2010 file
· Use the ribbon and dialog boxes to perform common commands in a Microsoft Office 2010 file

· Create a flyer with a picture

· Format text, paragraphs and documents

· Create a resume by using a Word table

· Create a cover letter and resume by using a template

· Create a research paper that includes citations and a bibliography

· Create a multiple-column newsletter and merged mailing labels
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