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	Refine advanced formatting skills (231D)

	Completion of lessons 61-80 keying itineraries, agendas and minutes, procedures manuals, multipage letters, and tables with footnotes.  
Testing Part 4 (231D)

	Complete specialized applications correctly (231E)
	Completion of lessons 81-100 keying International Forms, Medical Office Documents and Legal Office Documents
Testing Part 5 (231E)


	Design and use business documents for a variety of applications

(231F)
	Completion of lessons 101-120 designing Office Forms, Office Publications, and Web Pages.  
Testing on forms used for Insurance, Hospitality, Retail, Government and Manufacturing.

Testing Part 6  (231F)


There should be 3-8 outcomes for each course.

For more information on student learning outcomes, refer to www.laney.peralta.edu/SLOs
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