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After a brief review of basic document processing techniques, Greé% College
Keyboarding and Document Processing, 9e (Lessons 121-180) by Ober et al places the
student in an actual office in various industries (for example hospitality, electronics,
%ovem ment, legal, and medical) where students not only have to process documents

ut also exhibit other necessary office skills, such as prioritizing work, simulated
transcribing of dictation (documents that contain no capitalization or punctuation),
incomplete directions, and composin(% correspondence. Students who complete this
course will be " office-tested" and ready to succeed on the job. Skillbuilding Is stressed
in every unit.
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