	Plan
	Fall Keyboarding 08

	End Date
	1/2/2009

	Start Date
	8/25/2008

	Teacher
	MENARD

	Notes
	[image: image1.png]





	Field
	Mon 8/25/2008
	Tue 8/26/2008
	Wed 8/27/2008
	Thu 8/28/2008
	Fri 8/29/2008

	Activity Title 
	
	Keyboard Mastery on the Computer
	Keyboard Mastery on the Computer
	Keyboard Mastery on the Computer
	Keyboard Mastery on the Computer

	Objective 
	Orientation of Course
	Lesson 1 -- The Home Row, Space bar Page B-2

 

Lesson 2 -- T, E, and H Page B-4
	Lesson 1 -- The Home Row, Space bar Page B-2

 

Lesson 2 -- T, E, and H Page B-4
	Lesson 1 -- The Home Row, Space bar Page B-2

 

Lesson 2 -- T, E, and H Page B-4
	Lesson 1 -- The Home Row, Space bar Page B-2

 

Lesson 2 -- T, E, and H Page B-4

	Materials 
	
	Keyboarding O-line Program
	Keyboarding O-line Program
	Keyboarding O-line Program
	Keyboarding O-line Program

	Procedure 
	
	www.keyboardingonline.com
 

At one's on pace.
	www.keyboardingonline.com
 

At one's on pace.
	www.keyboardingonline.com
 

At one's on pace.
	www.keyboardingonline.com
 

At one's on pace.

	TEKS Correlations 
	
	01
(1) The student applies the proper keyboarding technique to input data when using the computer or typewriter keyboard. The student is expected to: 
01A
(A) demonstrate correct posture and position at the keyboard; 
01B
(B) demonstrate proper care and operation of equipment used; 
01C
(C) demonstrate the correct touch-system techniques for operating alphabetic keys; 
01D
(D) demonstrate the correct touch-system techniques for operating numeric and symbol keys; 

	01
(1) The student applies the proper keyboarding technique to input data when using the computer or typewriter keyboard. The student is expected to: 
01A
(A) demonstrate correct posture and position at the keyboard; 
01B
(B) demonstrate proper care and operation of equipment used; 
01C
(C) demonstrate the correct touch-system techniques for operating alphabetic keys; 
01D
(D) demonstrate the correct touch-system techniques for operating numeric and symbol keys; 

	01
(1) The student applies the proper keyboarding technique to input data when using the computer or typewriter keyboard. The student is expected to: 
01A
(A) demonstrate correct posture and position at the keyboard; 
01B
(B) demonstrate proper care and operation of equipment used; 
01C
(C) demonstrate the correct touch-system techniques for operating alphabetic keys; 
01D
(D) demonstrate the correct touch-system techniques for operating numeric and symbol keys; 

	01
(1) The student applies the proper keyboarding technique to input data when using the computer or typewriter keyboard. The student is expected to: 
01A
(A) demonstrate correct posture and position at the keyboard; 
01B
(B) demonstrate proper care and operation of equipment used; 
01C
(C) demonstrate the correct touch-system techniques for operating alphabetic keys; 
01D
(D) demonstrate the correct touch-system techniques for operating numeric and symbol keys; 
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	Field
	Mon 9/1/2008
	Tue 9/2/2008
	Wed 9/3/2008
	Thu 9/4/2008
	Fri 9/5/2008

	Activity Title 
	Holiday
	Keyboard Mastery on the Computer
	Keyboard Mastery on the Computer
	Keyboard Mastery on the Computer
	Keyboard Mastery on the Computer

	Objective 
	
	Lesson 1 -- The Home Row, Space bar Page B-2

 

Lesson 2 -- T, E, and H Page B-4
	Lesson 1 -- The Home Row, Space bar Page B-2

 

Lesson 2 -- T, E, and H Page B-4
	Lesson 1 -- The Home Row, Space bar Page B-2

 

Lesson 2 -- T, E, and H Page B-4
	Lesson 1 -- The Home Row, Space bar Page B-2

 

Lesson 2 -- T, E, and H Page B-4

	Materials 
	
	Keyboarding O-line Program
	Keyboarding O-line Program
	Keyboarding O-line Program
	Keyboarding O-line Program

	Procedure 
	
	www.keyboardingonline.com
 

At one's on pace.
	www.keyboardingonline.com
 

At one's on pace.
	www.keyboardingonline.com
 

At one's on pace.
	www.keyboardingonline.com
 

At one's on pace.

	TEKS Correlations 
	
	01
(1) The student applies the proper keyboarding technique to input data when using the computer or typewriter keyboard. The student is expected to: 
01A
(A) demonstrate correct posture and position at the keyboard; 
01B
(B) demonstrate proper care and operation of equipment used; 
01C
(C) demonstrate the correct touch-system techniques for operating alphabetic keys; 
01D
(D) demonstrate the correct touch-system techniques for operating numeric and symbol keys; 

	01
(1) The student applies the proper keyboarding technique to input data when using the computer or typewriter keyboard. The student is expected to: 
01A
(A) demonstrate correct posture and position at the keyboard; 
01B
(B) demonstrate proper care and operation of equipment used; 
01C
(C) demonstrate the correct touch-system techniques for operating alphabetic keys; 
01D
(D) demonstrate the correct touch-system techniques for operating numeric and symbol keys; 

	01
(1) The student applies the proper keyboarding technique to input data when using the computer or typewriter keyboard. The student is expected to: 
01A
(A) demonstrate correct posture and position at the keyboard; 
01B
(B) demonstrate proper care and operation of equipment used; 
01C
(C) demonstrate the correct touch-system techniques for operating alphabetic keys; 
01D
(D) demonstrate the correct touch-system techniques for operating numeric and symbol keys; 

	01
(1) The student applies the proper keyboarding technique to input data when using the computer or typewriter keyboard. The student is expected to: 
01A
(A) demonstrate correct posture and position at the keyboard; 
01B
(B) demonstrate proper care and operation of equipment used; 
01C
(C) demonstrate the correct touch-system techniques for operating alphabetic keys; 
01D
(D) demonstrate the correct touch-system techniques for operating numeric and symbol keys; 
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	Field
	Mon 9/8/2008
	Tue 9/9/2008
	Wed 9/10/2008
	Thu 9/11/2008
	Fri 9/12/2008

	Activity Title 
	Keyboard Mastery with the computer
	Keyboard Mastery with the computer
	Keyboard Mastery with the computer
	Keyboard Mastery with the computer
	Keyboard Mastery with the computer

	Objective 
	Lesson 3 O, R, and N

Word Document and Drills

www.learning.com assignments (Computer Basics)

www.studyisland.com assignments (TAKS Review)
	Lesson 3 O, R, and N

Word Document and Drills

www.learning.com assignments (Computer Basics)

www.studyisland.com assignments (TAKS Review)
	Lesson 4 M, C, and Left Shift

Word Document and Drills

www.learning.com assignments (Computer Basics)

www.studyisland.com assignments (TAKS Review)

Microtype Pro Drills
	Lesson 4 M, C, and Left Shift

Word Document and Drills

www.learning.com assignments (Computer Basics)

www.studyisland.com assignments (TAKS Review)

Microtype Pro Drills
	Catchup day for Lessons 1-4

Word Document and Drills

www.learning.com assignments (Computer Basics)

www.studyisland.com assignments (TAKS Review)

Microtype Pro Drills

	Materials 
	Keyboarding On-line Program
	Keyboarding On-line Program
	Keyboarding On-line Program
	Keyboarding On-line Program
	Keyboarding On-line Program

	Procedure 
	www.keyboarding online.com

Create Word Documents for: Home Row, Spacebar, T, E, and H

At one's on pace
	www.keyboarding online.com

Create Word Documents for: Home Row, Spacebar, T, E, and H

At one's on pace
	www.keyboarding online.com

Create Word Documents for: Home Row, Spacebar, T, E, and H

At one's on pace
	www.keyboarding online.com

Create Word Documents for: Home Row, Spacebar, T, E, and H

At one's on pace
	www.keyboarding online.com

Create Word Documents for: Home Row, Spacebar, T, E, and H

At one's on pace

	TEKS Correlations 
	01
(1) The student applies the proper keyboarding technique to input data when using the computer or typewriter keyboard. The student is expected to: 
01A
(A) demonstrate correct posture and position at the keyboard; 
01B
(B) demonstrate proper care and operation of equipment used; 
01C
(C) demonstrate the correct touch-system techniques for operating alphabetic keys; 
01D
(D) demonstrate the correct touch-system techniques for operating numeric and symbol keys; 

	01
(1) The student applies the proper keyboarding technique to input data when using the computer or typewriter keyboard. The student is expected to: 
01A
(A) demonstrate correct posture and position at the keyboard; 
01B
(B) demonstrate proper care and operation of equipment used; 
01C
(C) demonstrate the correct touch-system techniques for operating alphabetic keys; 
01D
(D) demonstrate the correct touch-system techniques for operating numeric and symbol keys; 

	01
(1) The student applies the proper keyboarding technique to input data when using the computer or typewriter keyboard. The student is expected to: 
01A
(A) demonstrate correct posture and position at the keyboard; 
01B
(B) demonstrate proper care and operation of equipment used; 
01C
(C) demonstrate the correct touch-system techniques for operating alphabetic keys; 
01D
(D) demonstrate the correct touch-system techniques for operating numeric and symbol keys; 

	01
(1) The student applies the proper keyboarding technique to input data when using the computer or typewriter keyboard. The student is expected to: 
01A
(A) demonstrate correct posture and position at the keyboard; 
01B
(B) demonstrate proper care and operation of equipment used; 
01C
(C) demonstrate the correct touch-system techniques for operating alphabetic keys; 
01D
(D) demonstrate the correct touch-system techniques for operating numeric and symbol keys; 

	01
(1) The student applies the proper keyboarding technique to input data when using the computer or typewriter keyboard. The student is expected to: 
01A
(A) demonstrate correct posture and position at the keyboard; 
01B
(B) demonstrate proper care and operation of equipment used; 
01C
(C) demonstrate the correct touch-system techniques for operating alphabetic keys; 
01D
(D) demonstrate the correct touch-system techniques for operating numeric and symbol keys; 
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	Field
	Mon 9/15/2008
	Tue 9/16/2008
	Wed 9/17/2008
	Thu 9/18/2008
	Fri 9/19/2008

	Activity Title 
	Keyboard Mastery with the computer
	Keyboard Mastery with the computer
	Keyboard Mastery with the computer
	Keyboard Mastery with the computer
	Keyboard Mastery with the computer

	Objective 
	Lesson 4 M, C, and Left Shift

Word Document and Drills

www.learning.com assignments (Computer Basics)

www.studyisland.com assignments (TAKS Review)

Microtype Pro Drills
	Lesson 4 M, C, and Left Shift

Word Document and Drills

www.learning.com assignments (Computer Basics)

www.studyisland.com assignments (TAKS Review)

Microtype Pro Drills
	Lesson 4 M, C, and Left Shift

Word Document and Drills

www.learning.com assignments (Computer Basics)

www.studyisland.com assignments (TAKS Review)

Microtype Pro Drills
	Word Document and Drills

www.learning.com assignments (Computer Basics)

www.studyisland.com assignments (TAKS Review)

Microtype Pro Drills
	Catchup day for Lessons 1-4

Word Document and Drills

www.learning.com assignments (Computer Basics)

www.studyisland.com assignments (TAKS Review)

Microtype Pro Drills

	Materials 
	Keyboarding On-line Program
	Keyboarding On-line Program
	Keyboarding On-line Program
	Keyboarding On-line Program
	Keyboarding On-line Program

	Procedure 
	www.keyboarding online.com

Create Word Documents for: Home Row, Spacebar, T, E, and H

At one's on pace
	www.keyboarding online.com

Create Word Documents for: Home Row, Spacebar, T, E, and H

At one's on pace
	www.keyboarding online.com

Create Word Documents for: Home Row, Spacebar, T, E, and H

At one's on pace
	www.keyboarding online.com

Create Word Documents for: Home Row, Spacebar, T, E, and H

At one's on pace
	www.keyboarding online.com

Create Word Documents for: Home Row, Spacebar, T, E, and H

At one's on pace

	TEKS Correlations 
	01
(1) The student applies the proper keyboarding technique to input data when using the computer or typewriter keyboard. The student is expected to: 
01A
(A) demonstrate correct posture and position at the keyboard; 
01B
(B) demonstrate proper care and operation of equipment used; 
01C
(C) demonstrate the correct touch-system techniques for operating alphabetic keys; 
01D
(D) demonstrate the correct touch-system techniques for operating numeric and symbol keys; 

	01
(1) The student applies the proper keyboarding technique to input data when using the computer or typewriter keyboard. The student is expected to: 
01A
(A) demonstrate correct posture and position at the keyboard; 
01B
(B) demonstrate proper care and operation of equipment used; 
01C
(C) demonstrate the correct touch-system techniques for operating alphabetic keys; 
01D
(D) demonstrate the correct touch-system techniques for operating numeric and symbol keys; 

	01
(1) The student applies the proper keyboarding technique to input data when using the computer or typewriter keyboard. The student is expected to: 
01A
(A) demonstrate correct posture and position at the keyboard; 
01B
(B) demonstrate proper care and operation of equipment used; 
01C
(C) demonstrate the correct touch-system techniques for operating alphabetic keys; 
01D
(D) demonstrate the correct touch-system techniques for operating numeric and symbol keys; 

	01
(1) The student applies the proper keyboarding technique to input data when using the computer or typewriter keyboard. The student is expected to: 
01A
(A) demonstrate correct posture and position at the keyboard; 
01B
(B) demonstrate proper care and operation of equipment used; 
01C
(C) demonstrate the correct touch-system techniques for operating alphabetic keys; 
01D
(D) demonstrate the correct touch-system techniques for operating numeric and symbol keys; 

	01
(1) The student applies the proper keyboarding technique to input data when using the computer or typewriter keyboard. The student is expected to: 
01A
(A) demonstrate correct posture and position at the keyboard; 
01B
(B) demonstrate proper care and operation of equipment used; 
01C
(C) demonstrate the correct touch-system techniques for operating alphabetic keys; 
01D
(D) demonstrate the correct touch-system techniques for operating numeric and symbol keys; 
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	Field
	Mon 9/22/2008
	Tue 9/23/2008
	Wed 9/24/2008
	Thu 9/25/2008
	Fri 9/26/2008

	Activity Title 
	
	
	
	
	

	Objective 
	Lesson 5 I, Period, and Right Shift, Page B-11 and B-12

Create a Word Document of this Lesson
	Lesson 5 I, Period, and Right Shift, Page B-11 and B-12

Create a Word Document of this Lesson
	Lesson 5 I, Period, and Right Shift, Page B-11 and B-12

Create a Word Document of this Lesson
	Lesson 6 Comma, U, and Caps Lock Page B-13 and B-14

Create a Word Document of this Lesson
	Lesson 6 Comma, U, and Caps Lock Page B-13 and B-14

Create a Word Document of this Lesson

	Materials 
	Computers with keyboards. On-line keyboarding program and Microsoft Office program to create documents
	Computers with keyboards. On-line keyboarding program and Microsoft Office program to create documents
	Computers with keyboards. On-line keyboarding program and Microsoft Office program to create documents
	Computers with keyboards. On-line keyboarding program and Microsoft Office program to create documents
	Computers with keyboards. On-line keyboarding program and Microsoft Office program to create documents

	Procedure 
	Use Microsoft Word to create a document

Do drills to improve accuracy and speed

Do a Study Island assignment 2 times a week

Do a Learning.com assignment at least 1 time a week
	Use Microsoft Word to create a document

Do drills to improve accuracy and speed

Do a Study Island assignment 2 times a week

Do a Learning.com assignment at least 1 time a week
	Use Microsoft Word to create a document

Do drills to improve accuracy and speed

Do a Study Island assignment 2 times a week

Do a Learning.com assignment at least 1 time a week
	Use Microsoft Word to create a document

Do drills to improve accuracy and speed

Do a Study Island assignment 2 times a week

Do a Learning.com assignment at least 1 time a week
	Use Microsoft Word to create a document

Do drills to improve accuracy and speed

Do a Study Island assignment 2 times a week

Do a Learning.com assignment at least 1 time a week

	TEKS Correlations 
	01
(1) The student applies the proper keyboarding technique to input data when using the computer or typewriter keyboard. The student is expected to: 
01A
(A) demonstrate correct posture and position at the keyboard; 
01B
(B) demonstrate proper care and operation of equipment used; 
01C
(C) demonstrate the correct touch-system techniques for operating alphabetic keys; 
01D
(D) demonstrate the correct touch-system techniques for operating numeric and symbol keys; 
01E
(E) demonstrate the correct touch-system techniques for operating the ten-key numeric pad; and 
01F
(F) demonstrate the correct use of the command and function keys. 
02
(2) The student formats and prints documents, for example, personal and business letters, short reports, outlines, and compositions. The student is expected to: 
02A
(A) demonstrate the ability to work from printed, rough-draft, statistical, handwritten, and unarranged material; 

	01
(1) The student applies the proper keyboarding technique to input data when using the computer or typewriter keyboard. The student is expected to: 
01A
(A) demonstrate correct posture and position at the keyboard; 
01B
(B) demonstrate proper care and operation of equipment used; 
01C
(C) demonstrate the correct touch-system techniques for operating alphabetic keys; 
01D
(D) demonstrate the correct touch-system techniques for operating numeric and symbol keys; 
01E
(E) demonstrate the correct touch-system techniques for operating the ten-key numeric pad; and 
01F
(F) demonstrate the correct use of the command and function keys. 
02
(2) The student formats and prints documents, for example, personal and business letters, short reports, outlines, and compositions. The student is expected to: 
02A
(A) demonstrate the ability to work from printed, rough-draft, statistical, handwritten, and unarranged material; 

	01
(1) The student applies the proper keyboarding technique to input data when using the computer or typewriter keyboard. The student is expected to: 
01A
(A) demonstrate correct posture and position at the keyboard; 
01B
(B) demonstrate proper care and operation of equipment used; 
01C
(C) demonstrate the correct touch-system techniques for operating alphabetic keys; 
01D
(D) demonstrate the correct touch-system techniques for operating numeric and symbol keys; 
01E
(E) demonstrate the correct touch-system techniques for operating the ten-key numeric pad; and 
01F
(F) demonstrate the correct use of the command and function keys. 
02
(2) The student formats and prints documents, for example, personal and business letters, short reports, outlines, and compositions. The student is expected to: 
02A
(A) demonstrate the ability to work from printed, rough-draft, statistical, handwritten, and unarranged material; 

	01
(1) The student applies the proper keyboarding technique to input data when using the computer or typewriter keyboard. The student is expected to: 
01A
(A) demonstrate correct posture and position at the keyboard; 
01B
(B) demonstrate proper care and operation of equipment used; 
01C
(C) demonstrate the correct touch-system techniques for operating alphabetic keys; 
01D
(D) demonstrate the correct touch-system techniques for operating numeric and symbol keys; 
01E
(E) demonstrate the correct touch-system techniques for operating the ten-key numeric pad; and 
01F
(F) demonstrate the correct use of the command and function keys. 
02
(2) The student formats and prints documents, for example, personal and business letters, short reports, outlines, and compositions. The student is expected to: 
02A
(A) demonstrate the ability to work from printed, rough-draft, statistical, handwritten, and unarranged material; 

	01
(1) The student applies the proper keyboarding technique to input data when using the computer or typewriter keyboard. The student is expected to: 
01A
(A) demonstrate correct posture and position at the keyboard; 
01B
(B) demonstrate proper care and operation of equipment used; 
01C
(C) demonstrate the correct touch-system techniques for operating alphabetic keys; 
01D
(D) demonstrate the correct touch-system techniques for operating numeric and symbol keys; 
01E
(E) demonstrate the correct touch-system techniques for operating the ten-key numeric pad; and 
01F
(F) demonstrate the correct use of the command and function keys. 
02
(2) The student formats and prints documents, for example, personal and business letters, short reports, outlines, and compositions. The student is expected to: 
02A
(A) demonstrate the ability to work from printed, rough-draft, statistical, handwritten, and unarranged material
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	Field
	Mon 9/29/2008
	Tue 9/30/2008
	Wed 10/1/2008
	Thu 10/2/2008
	Fri 10/3/2008

	Activity Title 
	Keyboard Mastery
	Keyboard Mastery
	Keyboard Mastery
	Keyboard Mastery
	School Holiday

	Objective 
	Finish Lesson 6 Comma, U, and Caps Lock

Lesson 7 Learn I,B, P, and W

Create a Word Document of this Lesson
	 

Lesson 7 Learn I,B, P, and W

Create a Word Document of this Lesson
	 

Lesson 7 Learn I,B, P, and W

Create a Word Document of this Lesson
	 

Lesson 7 Learn I,B, P, and W

Create a Word Document of this Lesson
	

	Materials 
	Computers with keyboards. On-line keyboarding program and Microsoft Office program to create documents
	Computers with keyboards. On-line keyboarding program and Microsoft Office program to create documents
	Computers with keyboards. On-line keyboarding program and Microsoft Office program to create documents
	Computers with keyboards. On-line keyboarding program and Microsoft Office program to create documents
	

	Procedure 
	Use Microsoft Word to create a document

Do drills to improve accuracy and speed

Do a Study Island assignment 2 times a week

Do a Learning.com assignment at least 1 time a week
	Use Microsoft Word to create a document

Do drills to improve accuracy and speed

Do a Study Island assignment 2 times a week

Do a Learning.com assignment at least 1 time a week
	Use Microsoft Word to create a document

Do drills to improve accuracy and speed

Do a Study Island assignment 2 times a week

Do a Learning.com assignment at least 1 time a week
	Use Microsoft Word to create a document

Do drills to improve accuracy and speed

Do a Study Island assignment 2 times a week

Do a Learning.com assignment at least 1 time a week
	

	TEKS Correlations 
	01
(1) The student applies the proper keyboarding technique to input data when using the computer or typewriter keyboard. The student is expected to: 
01A
(A) demonstrate correct posture and position at the keyboard; 
01B
(B) demonstrate proper care and operation of equipment used; 
01C
(C) demonstrate the correct touch-system techniques for operating alphabetic keys; 
01D
(D) demonstrate the correct touch-system techniques for operating numeric and symbol keys; 
01E
(E) demonstrate the correct touch-system techniques for operating the ten-key numeric pad; and 
01F
(F) demonstrate the correct use of the command and function keys. 
02
(2) The student formats and prints documents, for example, personal and business letters, short reports, outlines, and compositions. The student is expected to: 
02A
(A) demonstrate the ability to work from printed, rough-draft, statistical, handwritten, and unarranged material; 

	01
(1) The student applies the proper keyboarding technique to input data when using the computer or typewriter keyboard. The student is expected to: 
01A
(A) demonstrate correct posture and position at the keyboard; 
01B
(B) demonstrate proper care and operation of equipment used; 
01C
(C) demonstrate the correct touch-system techniques for operating alphabetic keys; 
01D
(D) demonstrate the correct touch-system techniques for operating numeric and symbol keys; 
01E
(E) demonstrate the correct touch-system techniques for operating the ten-key numeric pad; and 
01F
(F) demonstrate the correct use of the command and function keys. 
02
(2) The student formats and prints documents, for example, personal and business letters, short reports, outlines, and compositions. The student is expected to: 
02A
(A) demonstrate the ability to work from printed, rough-draft, statistical, handwritten, and unarranged material; 

	01
(1) The student applies the proper keyboarding technique to input data when using the computer or typewriter keyboard. The student is expected to: 
01A
(A) demonstrate correct posture and position at the keyboard; 
01B
(B) demonstrate proper care and operation of equipment used; 
01C
(C) demonstrate the correct touch-system techniques for operating alphabetic keys; 
01D
(D) demonstrate the correct touch-system techniques for operating numeric and symbol keys; 
01E
(E) demonstrate the correct touch-system techniques for operating the ten-key numeric pad; and 
01F
(F) demonstrate the correct use of the command and function keys. 
02
(2) The student formats and prints documents, for example, personal and business letters, short reports, outlines, and compositions. The student is expected to: 
02A
(A) demonstrate the ability to work from printed, rough-draft, statistical, handwritten, and unarranged material; 

	01
(1) The student applies the proper keyboarding technique to input data when using the computer or typewriter keyboard. The student is expected to: 
01A
(A) demonstrate correct posture and position at the keyboard; 
01B
(B) demonstrate proper care and operation of equipment used; 
01C
(C) demonstrate the correct touch-system techniques for operating alphabetic keys; 
01D
(D) demonstrate the correct touch-system techniques for operating numeric and symbol keys; 
01E
(E) demonstrate the correct touch-system techniques for operating the ten-key numeric pad; and 
01F
(F) demonstrate the correct use of the command and function keys. 
02
(2) The student formats and prints documents, for example, personal and business letters, short reports, outlines, and compositions. The student is expected to: 
02A
(A) demonstrate the ability to work from printed, rough-draft, statistical, handwritten, and unarranged material; 
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	Field
	Mon 10/6/2008
	Tue 10/7/2008
	Wed 10/8/2008
	Thu 10/9/2008
	Fri 10/10/2008

	Activity Title 
	Keyboard Mastery
	Keyboard Mastery
	Keyboard Mastery
	Keyboard Mastery
	Keyboard Mastery

	Objective 
	Lesson 8 G, Colon, and Q

Create a Word Document of this Lesson
	Lesson 8 G, Colon, and Q

Create a Word Document of this Lesson
	Lesson 9--V, /, and ?

Create a Word Document of this Lesson
	Lesson 9--V, /, and ?

Create a Word Document of this Lesson
	Lesson 9--V, /, and ?

Create a Word Document of this Lesson

	Materials 
	Computers with keyboards. On-line keyboarding program and Microsoft Office program to create documents
	Computers with keyboards. On-line keyboarding program and Microsoft Office program to create documents
	Computers with keyboards. On-line keyboarding program and Microsoft Office program to create documents
	Computers with keyboards. On-line keyboarding program and Microsoft Office program to create documents
	Computers with keyboards. On-line keyboarding program and Microsoft Office program to create documents

	Procedure 
	Use Microsoft Word to create a document

Do drills to improve accuracy and speed

Do a Study Island assignment 2 times a week

Do a Learning.com assignment at least 1 time a week
	Use Microsoft Word to create a document

Do drills to improve accuracy and speed

Do a Study Island assignment 2 times a week

Do a Learning.com assignment at least 1 time a week
	Use Microsoft Word to create a document

Do drills to improve accuracy and speed

Do a Study Island assignment 2 times a week

Do a Learning.com assignment at least 1 time a week
	Use Microsoft Word to create a document

Do drills to improve accuracy and speed

Do a Study Island assignment 2 times a week

Do a Learning.com assignment at least 1 time a week
	Use Microsoft Word to create a document

Do drills to improve accuracy and speed

Do a Study Island assignment 2 times a week

Do a Learning.com assignment at least 1 time a week

	TEKS Correlations 
	01
(1) The student applies the proper keyboarding technique to input data when using the computer or typewriter keyboard. The student is expected to: 
01A
(A) demonstrate correct posture and position at the keyboard; 
01B
(B) demonstrate proper care and operation of equipment used; 
01C
(C) demonstrate the correct touch-system techniques for operating alphabetic keys; 
01D
(D) demonstrate the correct touch-system techniques for operating numeric and symbol keys; 
01E
(E) demonstrate the correct touch-system techniques for operating the ten-key numeric pad; and 
01F
(F) demonstrate the correct use of the command and function keys. 
02
(2) The student formats and prints documents, for example, personal and business letters, short reports, outlines, and compositions. The student is expected to: 
02A
(A) demonstrate the ability to work from printed, rough-draft, statistical, handwritten, and unarranged material; 

	01
(1) The student applies the proper keyboarding technique to input data when using the computer or typewriter keyboard. The student is expected to: 
01A
(A) demonstrate correct posture and position at the keyboard; 
01B
(B) demonstrate proper care and operation of equipment used; 
01C
(C) demonstrate the correct touch-system techniques for operating alphabetic keys; 
01D
(D) demonstrate the correct touch-system techniques for operating numeric and symbol keys; 
01E
(E) demonstrate the correct touch-system techniques for operating the ten-key numeric pad; and 
01F
(F) demonstrate the correct use of the command and function keys. 
02
(2) The student formats and prints documents, for example, personal and business letters, short reports, outlines, and compositions. The student is expected to: 
02A
(A) demonstrate the ability to work from printed, rough-draft, statistical, handwritten, and unarranged material; 

	01
(1) The student applies the proper keyboarding technique to input data when using the computer or typewriter keyboard. The student is expected to: 
01A
(A) demonstrate correct posture and position at the keyboard; 
01B
(B) demonstrate proper care and operation of equipment used; 
01C
(C) demonstrate the correct touch-system techniques for operating alphabetic keys; 
01D
(D) demonstrate the correct touch-system techniques for operating numeric and symbol keys; 
01E
(E) demonstrate the correct touch-system techniques for operating the ten-key numeric pad; and 
01F
(F) demonstrate the correct use of the command and function keys. 
02
(2) The student formats and prints documents, for example, personal and business letters, short reports, outlines, and compositions. The student is expected to: 
02A
(A) demonstrate the ability to work from printed, rough-draft, statistical, handwritten, and unarranged material; 

	01
(1) The student applies the proper keyboarding technique to input data when using the computer or typewriter keyboard. The student is expected to: 
01A
(A) demonstrate correct posture and position at the keyboard; 
01B
(B) demonstrate proper care and operation of equipment used; 
01C
(C) demonstrate the correct touch-system techniques for operating alphabetic keys; 
01D
(D) demonstrate the correct touch-system techniques for operating numeric and symbol keys; 
01E
(E) demonstrate the correct touch-system techniques for operating the ten-key numeric pad; and 
01F
(F) demonstrate the correct use of the command and function keys. 
02
(2) The student formats and prints documents, for example, personal and business letters, short reports, outlines, and compositions. The student is expected to: 
02A
(A) demonstrate the ability to work from printed, rough-draft, statistical, handwritten, and unarranged material; 

	01
(1) The student applies the proper keyboarding technique to input data when using the computer or typewriter keyboard. The student is expected to: 
01A
(A) demonstrate correct posture and position at the keyboard; 
01B
(B) demonstrate proper care and operation of equipment used; 
01C
(C) demonstrate the correct touch-system techniques for operating alphabetic keys; 
01D
(D) demonstrate the correct touch-system techniques for operating numeric and symbol keys; 
01E
(E) demonstrate the correct touch-system techniques for operating the ten-key numeric pad; and 
01F
(F) demonstrate the correct use of the command and function keys. 
02
(2) The student formats and prints documents, for example, personal and business letters, short reports, outlines, and compositions. The student is expected to: 
02A
(A) demonstrate the ability to work from printed, rough-draft, statistical, handwritten, and unarranged material; 



	Plan
	Fall Keyboarding 08

	End Date
	1/2/2009

	Start Date
	8/25/2008

	Teacher
	MENARD

	Notes
	[image: image8.png]





	Field
	Mon 10/13/2008
	Tue 10/14/2008
	Wed 10/15/2008
	Thu 10/16/2008
	Fri 10/17/2008

	Activity Title 
	Keyboard Mastery
	Keyboard Mastery
	Keyboard Mastery
	Keyboard Mastery
	Keyboard Mastery "Catch-up Day"

	Objective 
	Lesson 10--X, Y, and Z

Create a Word Document of this Lesson
	Lesson 10--X, Y, and Z

Create a Word Document of this Lesson
	Lesson 11--Hyphen & Dash, Apostrphy, and Quote

Create a Word Document of this Lesson
	Lesson 11--Hyphen & Dash, Apostrphy, and Quote

Create a Word Document of this Lesson
	Lessons 8-11 Catchup Day

Create a Word Documents of these Lessons

	Materials 
	Computers with keyboards. On-line keyboarding program and Microsoft Office program to create documents
	Computers with keyboards. On-line keyboarding program and Microsoft Office program to create documents
	Computers with keyboards. On-line keyboarding program and Microsoft Office program to create documents
	Computers with keyboards. On-line keyboarding program and Microsoft Office program to create documents
	Computers with keyboards. On-line keyboarding program and Microsoft Office program to create documents

	Procedure 
	Use Microsoft Word to create a document

Do drills to improve accuracy and speed

Do a Study Island assignment 2 times a week

Do a Learning.com assignment at least 1 time a week
	Use Microsoft Word to create a document

Do drills to improve accuracy and speed

Do a Study Island assignment 2 times a week

Do a Learning.com assignment at least 1 time a week
	Use Microsoft Word to create a document

Do drills to improve accuracy and speed

Do a Study Island assignment 2 times a week

Do a Learning.com assignment at least 1 time a week
	Use Microsoft Word to create a document

Do drills to improve accuracy and speed

Do a Study Island assignment 2 times a week

Do a Learning.com assignment at least 1 time a week
	Use Microsoft Word to create a document

Do drills to improve accuracy and speed

Do a Study Island assignment 2 times a week

Do a Learning.com assignment at least 1 time a week

	TEKS Correlations 
	01
(1) The student applies the proper keyboarding technique to input data when using the computer or typewriter keyboard. The student is expected to: 
01A
(A) demonstrate correct posture and position at the keyboard; 
01B
(B) demonstrate proper care and operation of equipment used; 
01C
(C) demonstrate the correct touch-system techniques for operating alphabetic keys; 
01D
(D) demonstrate the correct touch-system techniques for operating numeric and symbol keys; 
01E
(E) demonstrate the correct touch-system techniques for operating the ten-key numeric pad; and 
01F
(F) demonstrate the correct use of the command and function keys. 
02
(2) The student formats and prints documents, for example, personal and business letters, short reports, outlines, and compositions. The student is expected to: 
02A
(A) demonstrate the ability to work from printed, rough-draft, statistical, handwritten, and unarranged material; 

	01
(1) The student applies the proper keyboarding technique to input data when using the computer or typewriter keyboard. The student is expected to: 
01A
(A) demonstrate correct posture and position at the keyboard; 
01B
(B) demonstrate proper care and operation of equipment used; 
01C
(C) demonstrate the correct touch-system techniques for operating alphabetic keys; 
01D
(D) demonstrate the correct touch-system techniques for operating numeric and symbol keys; 
01E
(E) demonstrate the correct touch-system techniques for operating the ten-key numeric pad; and 
01F
(F) demonstrate the correct use of the command and function keys. 
02
(2) The student formats and prints documents, for example, personal and business letters, short reports, outlines, and compositions. The student is expected to: 
02A
(A) demonstrate the ability to work from printed, rough-draft, statistical, handwritten, and unarranged material; 

	01
(1) The student applies the proper keyboarding technique to input data when using the computer or typewriter keyboard. The student is expected to: 
01A
(A) demonstrate correct posture and position at the keyboard; 
01B
(B) demonstrate proper care and operation of equipment used; 
01C
(C) demonstrate the correct touch-system techniques for operating alphabetic keys; 
01D
(D) demonstrate the correct touch-system techniques for operating numeric and symbol keys; 
01E
(E) demonstrate the correct touch-system techniques for operating the ten-key numeric pad; and 
01F
(F) demonstrate the correct use of the command and function keys. 
02
(2) The student formats and prints documents, for example, personal and business letters, short reports, outlines, and compositions. The student is expected to: 
02A
(A) demonstrate the ability to work from printed, rough-draft, statistical, handwritten, and unarranged material; 

	01
(1) The student applies the proper keyboarding technique to input data when using the computer or typewriter keyboard. The student is expected to: 
01A
(A) demonstrate correct posture and position at the keyboard; 
01B
(B) demonstrate proper care and operation of equipment used; 
01C
(C) demonstrate the correct touch-system techniques for operating alphabetic keys; 
01D
(D) demonstrate the correct touch-system techniques for operating numeric and symbol keys; 
01E
(E) demonstrate the correct touch-system techniques for operating the ten-key numeric pad; and 
01F
(F) demonstrate the correct use of the command and function keys. 
02
(2) The student formats and prints documents, for example, personal and business letters, short reports, outlines, and compositions. The student is expected to: 
02A
(A) demonstrate the ability to work from printed, rough-draft, statistical, handwritten, and unarranged material; 

	01
(1) The student applies the proper keyboarding technique to input data when using the computer or typewriter keyboard. The student is expected to: 
01A
(A) demonstrate correct posture and position at the keyboard; 
01B
(B) demonstrate proper care and operation of equipment used; 
01C
(C) demonstrate the correct touch-system techniques for operating alphabetic keys; 
01D
(D) demonstrate the correct touch-system techniques for operating numeric and symbol keys; 
01E
(E) demonstrate the correct touch-system techniques for operating the ten-key numeric pad; and 
01F
(F) demonstrate the correct use of the command and function keys. 
02
(2) The student formats and prints documents, for example, personal and business letters, short reports, outlines, and compositions. The student is expected to: 
02A
(A) demonstrate the ability to work from printed, rough-draft, statistical, handwritten, and unarranged material; 
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	Field
	Mon 10/20/2008
	Tue 10/21/2008
	Wed 10/22/2008
	Thu 10/23/2008
	Fri 10/24/2008

	Activity Title 
	Keyboard Mastery
	Keyboard Mastery
	Keyboard Mastery
	Keyboard Mastery
	Keyboard Mastery "Catch-up Day"

	Objective 
	Lesson 10--X, Y, and Z

Create a Word Document of this Lesson
	Lesson 10--X, Y, and Z

Create a Word Document of this Lesson
	Lesson 11--Hyphen & Dash, Apostrphy, and Quote

Create a Word Document of this Lesson
	Lesson 11--Hyphen & Dash, Apostrphy, and Quote

Create a Word Document of this Lesson
	Lessons 8-11 Catchup Day

Create a Word Documents of these Lessons

	Materials 
	Computers with keyboards. On-line keyboarding program and Microsoft Office program to create documents
	Computers with keyboards. On-line keyboarding program and Microsoft Office program to create documents
	Computers with keyboards. On-line keyboarding program and Microsoft Office program to create documents
	Computers with keyboards. On-line keyboarding program and Microsoft Office program to create documents
	Computers with keyboards. On-line keyboarding program and Microsoft Office program to create documents

	Procedure 
	Use Microsoft Word to create a document

Do drills to improve accuracy and speed

Do a Study Island assignment 2 times a week

Do a Learning.com assignment at least 1 time a week
	Use Microsoft Word to create a document

Do drills to improve accuracy and speed

Do a Study Island assignment 2 times a week

Do a Learning.com assignment at least 1 time a week
	Use Microsoft Word to create a document

Do drills to improve accuracy and speed

Do a Study Island assignment 2 times a week

Do a Learning.com assignment at least 1 time a week
	Use Microsoft Word to create a document

Do drills to improve accuracy and speed

Do a Study Island assignment 2 times a week

Do a Learning.com assignment at least 1 time a week
	Use Microsoft Word to create a document

Do drills to improve accuracy and speed

Do a Study Island assignment 2 times a week

Do a Learning.com assignment at least 1 time a week

	Homework 
	
	
	
	
	

	Extension 
	
	
	
	
	

	TEKS Correlations 
	01
(1) The student applies the proper keyboarding technique to input data when using the computer or typewriter keyboard. The student is expected to: 
01A
(A) demonstrate correct posture and position at the keyboard; 
01B
(B) demonstrate proper care and operation of equipment used; 
01C
(C) demonstrate the correct touch-system techniques for operating alphabetic keys; 
01D
(D) demonstrate the correct touch-system techniques for operating numeric and symbol keys; 
01E
(E) demonstrate the correct touch-system techniques for operating the ten-key numeric pad; and 
01F
(F) demonstrate the correct use of the command and function keys. 
02
(2) The student formats and prints documents, for example, personal and business letters, short reports, outlines, and compositions. The student is expected to: 
02A
(A) demonstrate the ability to work from printed, rough-draft, statistical, handwritten, and unarranged material; 

	01
(1) The student applies the proper keyboarding technique to input data when using the computer or typewriter keyboard. The student is expected to: 
01A
(A) demonstrate correct posture and position at the keyboard; 
01B
(B) demonstrate proper care and operation of equipment used; 
01C
(C) demonstrate the correct touch-system techniques for operating alphabetic keys; 
01D
(D) demonstrate the correct touch-system techniques for operating numeric and symbol keys; 
01E
(E) demonstrate the correct touch-system techniques for operating the ten-key numeric pad; and 
01F
(F) demonstrate the correct use of the command and function keys. 
02
(2) The student formats and prints documents, for example, personal and business letters, short reports, outlines, and compositions. The student is expected to: 
02A
(A) demonstrate the ability to work from printed, rough-draft, statistical, handwritten, and unarranged material; 

	01
(1) The student applies the proper keyboarding technique to input data when using the computer or typewriter keyboard. The student is expected to: 
01A
(A) demonstrate correct posture and position at the keyboard; 
01B
(B) demonstrate proper care and operation of equipment used; 
01C
(C) demonstrate the correct touch-system techniques for operating alphabetic keys; 
01D
(D) demonstrate the correct touch-system techniques for operating numeric and symbol keys; 
01E
(E) demonstrate the correct touch-system techniques for operating the ten-key numeric pad; and 
01F
(F) demonstrate the correct use of the command and function keys. 
02
(2) The student formats and prints documents, for example, personal and business letters, short reports, outlines, and compositions. The student is expected to: 
02A
(A) demonstrate the ability to work from printed, rough-draft, statistical, handwritten, and unarranged material; 

	01
(1) The student applies the proper keyboarding technique to input data when using the computer or typewriter keyboard. The student is expected to: 
01A
(A) demonstrate correct posture and position at the keyboard; 
01B
(B) demonstrate proper care and operation of equipment used; 
01C
(C) demonstrate the correct touch-system techniques for operating alphabetic keys; 
01D
(D) demonstrate the correct touch-system techniques for operating numeric and symbol keys; 
01E
(E) demonstrate the correct touch-system techniques for operating the ten-key numeric pad; and 
01F
(F) demonstrate the correct use of the command and function keys. 
02
(2) The student formats and prints documents, for example, personal and business letters, short reports, outlines, and compositions. The student is expected to: 
02A
(A) demonstrate the ability to work from printed, rough-draft, statistical, handwritten, and unarranged material; 

	01
(1) The student applies the proper keyboarding technique to input data when using the computer or typewriter keyboard. The student is expected to: 
01A
(A) demonstrate correct posture and position at the keyboard; 
01B
(B) demonstrate proper care and operation of equipment used; 
01C
(C) demonstrate the correct touch-system techniques for operating alphabetic keys; 
01D
(D) demonstrate the correct touch-system techniques for operating numeric and symbol keys; 
01E
(E) demonstrate the correct touch-system techniques for operating the ten-key numeric pad; and 
01F
(F) demonstrate the correct use of the command and function keys. 
02
(2) The student formats and prints documents, for example, personal and business letters, short reports, outlines, and compositions. The student is expected to: 
02A
(A) demonstrate the ability to work from printed, rough-draft, statistical, handwritten, and unarranged material; 
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	Field
	Mon 10/27/2008
	Tue 10/28/2008
	Wed 10/29/2008
	Thu 10/30/2008
	Fri 10/31/2008

	Activity Title 
	Keyboard Mastery
	Keyboard Mastery
	Keyboard Mastery
	Keyboard Mastery
	Keyboard Mastery

	Objective 
	Lesson 11--Hyphen & Dash, Apostrophy, and Quote

Create a Word Document of this Lesson
	Lesson 11--Hyphen & Dash, Apostrophy, and Quote

Create a Word Document of this Lesson
	Lesson 12 Alphabet Mastery--A and B

Make a 5-Space Paragraph Indention

Word Wrap

Create a Word Document of this Lesson
	Lesson 12 Alphabet Mastery--A and B

Make a 5-Space Paragraph Indention

Word Wrap

Create a Word Document of this Lesson
	Lesson 11 and 12 Catchup day

Lesson 12 Alphabet Mastery--A and B

Make a 5-Space Paragraph Indention

Word Wrap

Create a Word Document of this Lesson

	Materials 
	Computers with keyboards. On-line keyboarding program and Microsoft Office program to create documents
	Computers with keyboards. On-line keyboarding program and Microsoft Office program to create documents
	Computers with keyboards. On-line keyboarding program and Microsoft Office program to create documents
	Computers with keyboards. On-line keyboarding program and Microsoft Office program to create documents
	Computers with keyboards. On-line keyboarding program and Microsoft Office program to create documents

	Procedure 
	Use Microsoft Word to create a document

Do drills to improve accuracy and speed

Do a Study Island assignment 2 times a week

Do a Learning.com assignment at least 1 time a week
	Use Microsoft Word to create a document

Do drills to improve accuracy and speed

Do a Study Island assignment 2 times a week

Do a Learning.com assignment at least 1 time a week
	Use Microsoft Word to create a document

Do drills to improve accuracy and speed

Do a Study Island assignment 2 times a week

Do a Learning.com assignment at least 1 time a week
	Use Microsoft Word to create a document

Do drills to improve accuracy and speed

Do a Study Island assignment 2 times a week

Do a Learning.com assignment at least 1 time a week
	Use Microsoft Word to create a document

Do drills to improve accuracy and speed

Do a Study Island assignment 2 times a week

Do a Learning.com assignment at least 1 time a week

	TEKS Correlations 
	01
(1) The student applies the proper keyboarding technique to input data when using the computer or typewriter keyboard. The student is expected to: 
01A
(A) demonstrate correct posture and position at the keyboard; 
01B
(B) demonstrate proper care and operation of equipment used; 
01C
(C) demonstrate the correct touch-system techniques for operating alphabetic keys; 
01D
(D) demonstrate the correct touch-system techniques for operating numeric and symbol keys; 
01E
(E) demonstrate the correct touch-system techniques for operating the ten-key numeric pad; and 
01F
(F) demonstrate the correct use of the command and function keys. 
02
(2) The student formats and prints documents, for example, personal and business letters, short reports, outlines, and compositions. The student is expected to: 
02A
(A) demonstrate the ability to work from printed, rough-draft, statistical, handwritten, and unarranged material; 

	01
(1) The student applies the proper keyboarding technique to input data when using the computer or typewriter keyboard. The student is expected to: 
01A
(A) demonstrate correct posture and position at the keyboard; 
01B
(B) demonstrate proper care and operation of equipment used; 
01C
(C) demonstrate the correct touch-system techniques for operating alphabetic keys; 
01D
(D) demonstrate the correct touch-system techniques for operating numeric and symbol keys; 
01E
(E) demonstrate the correct touch-system techniques for operating the ten-key numeric pad; and 
01F
(F) demonstrate the correct use of the command and function keys. 
02
(2) The student formats and prints documents, for example, personal and business letters, short reports, outlines, and compositions. The student is expected to: 
02A
(A) demonstrate the ability to work from printed, rough-draft, statistical, handwritten, and unarranged material; 

	01
(1) The student applies the proper keyboarding technique to input data when using the computer or typewriter keyboard. The student is expected to: 
01A
(A) demonstrate correct posture and position at the keyboard; 
01B
(B) demonstrate proper care and operation of equipment used; 
01C
(C) demonstrate the correct touch-system techniques for operating alphabetic keys; 
01D
(D) demonstrate the correct touch-system techniques for operating numeric and symbol keys; 
01E
(E) demonstrate the correct touch-system techniques for operating the ten-key numeric pad; and 
01F
(F) demonstrate the correct use of the command and function keys. 
02
(2) The student formats and prints documents, for example, personal and business letters, short reports, outlines, and compositions. The student is expected to: 
02A
(A) demonstrate the ability to work from printed, rough-draft, statistical, handwritten, and unarranged material; 

	01
(1) The student applies the proper keyboarding technique to input data when using the computer or typewriter keyboard. The student is expected to: 
01A
(A) demonstrate correct posture and position at the keyboard; 
01B
(B) demonstrate proper care and operation of equipment used; 
01C
(C) demonstrate the correct touch-system techniques for operating alphabetic keys; 
01D
(D) demonstrate the correct touch-system techniques for operating numeric and symbol keys; 
01E
(E) demonstrate the correct touch-system techniques for operating the ten-key numeric pad; and 
01F
(F) demonstrate the correct use of the command and function keys. 
02
(2) The student formats and prints documents, for example, personal and business letters, short reports, outlines, and compositions. The student is expected to: 
02A
(A) demonstrate the ability to work from printed, rough-draft, statistical, handwritten, and unarranged material; 

	01
(1) The student applies the proper keyboarding technique to input data when using the computer or typewriter keyboard. The student is expected to: 
01A
(A) demonstrate correct posture and position at the keyboard; 
01B
(B) demonstrate proper care and operation of equipment used; 
01C
(C) demonstrate the correct touch-system techniques for operating alphabetic keys; 
01D
(D) demonstrate the correct touch-system techniques for operating numeric and symbol keys; 
01E
(E) demonstrate the correct touch-system techniques for operating the ten-key numeric pad; and 
01F
(F) demonstrate the correct use of the command and function keys. 
02
(2) The student formats and prints documents, for example, personal and business letters, short reports, outlines, and compositions. The student is expected to: 
02A
(A) demonstrate the ability to work from printed, rough-draft, statistical, handwritten, and unarranged material; 
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	Field
	Mon 11/3/2008
	Tue 11/4/2008
	Wed 11/5/2008
	Thu 11/6/2008
	Fri 11/7/2008

	Activity Title 
	Keyboard Mastery
	Keyboard Mastery
	Keyboard Mastery
	Keyboard Mastery
	Keyboard Mastery "Catch-up Day"

	Objective 
	Lesson 10--X, Y, and Z Page B-21-B-22

Create a Word Document of this Lesson
	Lesson 10--X, Y, and Z Page B-21-B-22

Create a Word Document of this Lesson
	Lesson 11--Hyphen & Dash, Apostrophy, and Quote

Create a Word Document of this Lesson
	Lesson 11--Hyphen & Dash, Apostrophy, and Quote

Create a Word Document of this Lesson
	REVIEW FOR A TEST OVER LESSONS 1-11

Lesson 10 and ll

Create a Word Documents of these Lessons

	Materials 
	Computers with keyboards. On-line keyboarding program and Microsoft Office program to create documents
	Computers with keyboards. On-line keyboarding program and Microsoft Office program to create documents
	Computers with keyboards. On-line keyboarding program and Microsoft Office program to create documents
	Computers with keyboards. On-line keyboarding program and Microsoft Office program to create documents
	Computers with keyboards. On-line keyboarding program and Microsoft Office program to create documents

	Procedure 
	Use Microsoft Word to create a document

Do drills to improve accuracy and speed

Do a Study Island assignment 2 times a week

Do a Learning.com assignment at least 1 time a week
	Use Microsoft Word to create a document

Do drills to improve accuracy and speed

Do a Study Island assignment 2 times a week

Do a Learning.com assignment at least 1 time a week
	Use Microsoft Word to create a document

Do drills to improve accuracy and speed

Do a Study Island assignment 2 times a week

Do a Learning.com assignment at least 1 time a week
	Use Microsoft Word to create a document

Do drills to improve accuracy and speed

Do a Study Island assignment 2 times a week

Do a Learning.com assignment at least 1 time a week
	Use Microsoft Word to create a document

Do drills to improve accuracy and speed

Do a Study Island assignment 2 times a week

Do a Learning.com assignment at least 1 time a week

	TEKS Correlations 
	01
(1) The student applies the proper keyboarding technique to input data when using the computer or typewriter keyboard. The student is expected to: 
01A
(A) demonstrate correct posture and position at the keyboard; 
01B
(B) demonstrate proper care and operation of equipment used; 
01C
(C) demonstrate the correct touch-system techniques for operating alphabetic keys; 
01D
(D) demonstrate the correct touch-system techniques for operating numeric and symbol keys; 
01E
(E) demonstrate the correct touch-system techniques for operating the ten-key numeric pad; and 
01F
(F) demonstrate the correct use of the command and function keys. 
02
(2) The student formats and prints documents, for example, personal and business letters, short reports, outlines, and compositions. The student is expected to: 
02A
(A) demonstrate the ability to work from printed, rough-draft, statistical, handwritten, and unarranged material; 

	01
(1) The student applies the proper keyboarding technique to input data when using the computer or typewriter keyboard. The student is expected to: 
01A
(A) demonstrate correct posture and position at the keyboard; 
01B
(B) demonstrate proper care and operation of equipment used; 
01C
(C) demonstrate the correct touch-system techniques for operating alphabetic keys; 
01D
(D) demonstrate the correct touch-system techniques for operating numeric and symbol keys; 
01E
(E) demonstrate the correct touch-system techniques for operating the ten-key numeric pad; and 
01F
(F) demonstrate the correct use of the command and function keys. 
02
(2) The student formats and prints documents, for example, personal and business letters, short reports, outlines, and compositions. The student is expected to: 
02A
(A) demonstrate the ability to work from printed, rough-draft, statistical, handwritten, and unarranged material; 

	01
(1) The student applies the proper keyboarding technique to input data when using the computer or typewriter keyboard. The student is expected to: 
01A
(A) demonstrate correct posture and position at the keyboard; 
01B
(B) demonstrate proper care and operation of equipment used; 
01C
(C) demonstrate the correct touch-system techniques for operating alphabetic keys; 
01D
(D) demonstrate the correct touch-system techniques for operating numeric and symbol keys; 
01E
(E) demonstrate the correct touch-system techniques for operating the ten-key numeric pad; and 
01F
(F) demonstrate the correct use of the command and function keys. 
02
(2) The student formats and prints documents, for example, personal and business letters, short reports, outlines, and compositions. The student is expected to: 
02A
(A) demonstrate the ability to work from printed, rough-draft, statistical, handwritten, and unarranged material; 

	01
(1) The student applies the proper keyboarding technique to input data when using the computer or typewriter keyboard. The student is expected to: 
01A
(A) demonstrate correct posture and position at the keyboard; 
01B
(B) demonstrate proper care and operation of equipment used; 
01C
(C) demonstrate the correct touch-system techniques for operating alphabetic keys; 
01D
(D) demonstrate the correct touch-system techniques for operating numeric and symbol keys; 
01E
(E) demonstrate the correct touch-system techniques for operating the ten-key numeric pad; and 
01F
(F) demonstrate the correct use of the command and function keys. 
02
(2) The student formats and prints documents, for example, personal and business letters, short reports, outlines, and compositions. The student is expected to: 
02A
(A) demonstrate the ability to work from printed, rough-draft, statistical, handwritten, and unarranged material; 

	01
(1) The student applies the proper keyboarding technique to input data when using the computer or typewriter keyboard. The student is expected to: 
01A
(A) demonstrate correct posture and position at the keyboard; 
01B
(B) demonstrate proper care and operation of equipment used; 
01C
(C) demonstrate the correct touch-system techniques for operating alphabetic keys; 
01D
(D) demonstrate the correct touch-system techniques for operating numeric and symbol keys; 
01E
(E) demonstrate the correct touch-system techniques for operating the ten-key numeric pad; and 
01F
(F) demonstrate the correct use of the command and function keys. 
02
(2) The student formats and prints documents, for example, personal and business letters, short reports, outlines, and compositions. The student is expected to: 
02A
(A) demonstrate the ability to work from printed, rough-draft, statistical, handwritten, and unarranged material; 
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	Field
	Mon 11/10/2008
	Tue 11/11/2008
	Wed 11/12/2008
	Thu 11/13/2008
	Fri 11/14/2008

	Activity Title 
	Keyboard Mastery
	Keyboard Mastery
	Keyboard Mastery
	Keyboard Mastery
	Keyboard Mastery

	Objective 
	Lesson 13 and 14 (Mastery)

Basic MS Word and Creating Faxes
	Lesson 13 and 14 (Mastery)

Basic MS Word and Creating Faxes
	Lesson 13 and 14 (Mastery)

Basic MS Word and Creating Faxes
	Lesson 13 and 14 (Mastery)

Basic MS Word and Creating Faxes
	Lesson 13 and 14 (Mastery)

Basic MS Word and Creating Faxes
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	Field
	Mon 11/17/2008
	Tue 11/18/2008
	Wed 11/19/2008
	Thu 11/20/2008
	Fri 11/21/2008

	Activity Title 
	Keyboard Mastery
	Keyboard Mastery
	Keyboard Mastery
	Keyboard Mastery
	Keyboard Mastery

	Objective 
	Continue working on Keyboard Mastery Lessons 13-33. Add one each day.

Microsoft Word Applications will be taught as time permits.

Business Letters, Memorandums, Proofreaders' Marks, Tables, Reports
	Continue working on Keyboard Mastery Lessons 13-33. Add one each day.

Microsoft Word Applications will be taught as time permits.

Business Letters, Memorandums, Proofreaders' Marks, Tables, Reports
	Continue working on Keyboard Mastery Lessons 13-33. Add one each day.

Microsoft Word Applications will be taught as time permits.

Business Letters, Memorandums, Proofreaders' Marks, Tables, Reports
	Continue working on Keyboard Mastery Lessons 13-33. Add one each day.

Microsoft Word Applications will be taught as time permits.

Business Letters, Memorandums, Proofreaders' Marks, Tables, Reports
	Continue working on Keyboard Mastery Lessons 13-33. Add one each day.

Microsoft Word Applications will be taught as time permits.

Business Letters, Memorandums, Proofreaders' Marks, Tables, Reports

	Materials 
	Computers with keyboards. On-line keyboarding program and Microsoft Office program to create documents
	Computers with keyboards. On-line keyboarding program and Microsoft Office program to create documents
	Computers with keyboards. On-line keyboarding program and Microsoft Office program to create documents
	Computers with keyboards. On-line keyboarding program and Microsoft Office program to create documents
	Computers with keyboards. On-line keyboarding program and Microsoft Office program to create documents

	Procedure 
	Use Microsoft Word to create a document

Do drills to improve accuracy and speed

Do a Study Island assignment 2 times a week

Do a Learning.com assignment at least 1 time a week
	Use Microsoft Word to create a document

Do drills to improve accuracy and speed

Do a Study Island assignment 2 times a week

Do a Learning.com assignment at least 1 time a week
	Use Microsoft Word to create a document

Do drills to improve accuracy and speed

Do a Study Island assignment 2 times a week

Do a Learning.com assignment at least 1 time a week
	Use Microsoft Word to create a document

Do drills to improve accuracy and speed

Do a Study Island assignment 2 times a week

Do a Learning.com assignment at least 1 time a week
	Use Microsoft Word to create a document

Do drills to improve accuracy and speed

Do a Study Island assignment 2 times a week

Do a Learning.com assignment at least 1 time a week

	TEKS Correlations 
	01
(1) The student applies the proper keyboarding technique to input data when using the computer or typewriter keyboard. The student is expected to: 
01A
(A) demonstrate correct posture and position at the keyboard; 
01B
(B) demonstrate proper care and operation of equipment used; 
01C
(C) demonstrate the correct touch-system techniques for operating alphabetic keys; 
01D
(D) demonstrate the correct touch-system techniques for operating numeric and symbol keys; 
01E
(E) demonstrate the correct touch-system techniques for operating the ten-key numeric pad; and 
01F
(F) demonstrate the correct use of the command and function keys. 
02
(2) The student formats and prints documents, for example, personal and business letters, short reports, outlines, and compositions. The student is expected to: 
02A
(A) demonstrate the ability to work from printed, rough-draft, statistical, handwritten, and unarranged material; 

	01
(1) The student applies the proper keyboarding technique to input data when using the computer or typewriter keyboard. The student is expected to: 
01A
(A) demonstrate correct posture and position at the keyboard; 
01B
(B) demonstrate proper care and operation of equipment used; 
01C
(C) demonstrate the correct touch-system techniques for operating alphabetic keys; 
01D
(D) demonstrate the correct touch-system techniques for operating numeric and symbol keys; 
01E
(E) demonstrate the correct touch-system techniques for operating the ten-key numeric pad; and 
01F
(F) demonstrate the correct use of the command and function keys. 
02
(2) The student formats and prints documents, for example, personal and business letters, short reports, outlines, and compositions. The student is expected to: 
02A
(A) demonstrate the ability to work from printed, rough-draft, statistical, handwritten, and unarranged material; 

	01
(1) The student applies the proper keyboarding technique to input data when using the computer or typewriter keyboard. The student is expected to: 
01A
(A) demonstrate correct posture and position at the keyboard; 
01B
(B) demonstrate proper care and operation of equipment used; 
01C
(C) demonstrate the correct touch-system techniques for operating alphabetic keys; 
01D
(D) demonstrate the correct touch-system techniques for operating numeric and symbol keys; 
01E
(E) demonstrate the correct touch-system techniques for operating the ten-key numeric pad; and 
01F
(F) demonstrate the correct use of the command and function keys. 
02
(2) The student formats and prints documents, for example, personal and business letters, short reports, outlines, and compositions. The student is expected to: 
02A
(A) demonstrate the ability to work from printed, rough-draft, statistical, handwritten, and unarranged material; 

	01
(1) The student applies the proper keyboarding technique to input data when using the computer or typewriter keyboard. The student is expected to: 
01A
(A) demonstrate correct posture and position at the keyboard; 
01B
(B) demonstrate proper care and operation of equipment used; 
01C
(C) demonstrate the correct touch-system techniques for operating alphabetic keys; 
01D
(D) demonstrate the correct touch-system techniques for operating numeric and symbol keys; 
01E
(E) demonstrate the correct touch-system techniques for operating the ten-key numeric pad; and 
01F
(F) demonstrate the correct use of the command and function keys. 
02
(2) The student formats and prints documents, for example, personal and business letters, short reports, outlines, and compositions. The student is expected to: 
02A
(A) demonstrate the ability to work from printed, rough-draft, statistical, handwritten, and unarranged material; 

	01
(1) The student applies the proper keyboarding technique to input data when using the computer or typewriter keyboard. The student is expected to: 
01A
(A) demonstrate correct posture and position at the keyboard; 
01B
(B) demonstrate proper care and operation of equipment used; 
01C
(C) demonstrate the correct touch-system techniques for operating alphabetic keys; 
01D
(D) demonstrate the correct touch-system techniques for operating numeric and symbol keys; 
01E
(E) demonstrate the correct touch-system techniques for operating the ten-key numeric pad; and 
01F
(F) demonstrate the correct use of the command and function keys. 
02
(2) The student formats and prints documents, for example, personal and business letters, short reports, outlines, and compositions. The student is expected to: 
02A
(A) demonstrate the ability to work from printed, rough-draft, statistical, handwritten, and unarranged material; 
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	Field
	Mon 11/24/2008
	Tue 11/25/2008
	Wed 11/26/2008
	Thu 11/27/2008
	Fri 11/28/2008

	Activity Title 
	Keyboard Mastery
	Keyboard Mastery
	Keyboard Mastery
	Thanksgiving Holiday
	Thanksgiving Holiday

	Objective 
	Lesson 1 Basic MS Word Concepts (Review Mostly)

Starting MS Word, Maximize screen, obtain toolbars that are not there, saving work, exiting, open saved document, changing font styles and sizes, font size numbers, using backspace or delete key, enter name in the header.

Lesson 2 Fax Applications

useing various Fax templates, entering information in the template place holders, saving templates for future use, deleting fax templates no longer needed.

Create a Business Fax as assignment #1

Create a Contemporary Fax as assignment #2

Create an Elegant Fax as assignment #3

Fax Applications Quiz

Lesson 13-20 Drill Practice

Micro-Type Pro Red Section (A-S)
	Lesson 1 Basic MS Word Concepts (Review Mostly)

Starting MS Word, Maximize screen, obtain toolbars that are not there, saving work, exiting, open saved document, changing font styles and sizes, font size numbers, using backspace or delete key, enter name in the header.

Lesson 2 Fax Applications

useing various Fax templates, entering information in the template place holders, saving templates for future use, deleting fax templates no longer needed.

Create a Business Fax as assignment #1

Create a Contemporary Fax as assignment #2

Create an Elegant Fax as assignment #3

Fax Applications Quiz

Lesson 13-20 Drill Practice

Micro-Type Pro Red Section (A-S)
	Lesson 1 Basic MS Word Concepts (Review Mostly)

Starting MS Word, Maximize screen, obtain toolbars that are not there, saving work, exiting, open saved document, changing font styles and sizes, font size numbers, using backspace or delete key, enter name in the header.

Lesson 2 Fax Applications

useing various Fax templates, entering information in the template place holders, saving templates for future use, deleting fax templates no longer needed.

Create a Business Fax as assignment #1

Create a Contemporary Fax as assignment #2

Create an Elegant Fax as assignment #3

Fax Applications Quiz

Lesson 13-20 Drill Practice

Micro-Type Pro Red Section (A-S)
	
	

	Materials 
	Computers with keyboards. On-line keyboarding program and Microsoft Office program to create documents
	Computers with keyboards. On-line keyboarding program and Microsoft Office program to create documents
	Computers with keyboards. On-line keyboarding program and Microsoft Office program to create documents
	
	

	Procedure 
	Use Microsoft Word to create a document

Do drills to improve accuracy and speed

Do a Study Island assignment 2 times a week

Do a Learning.com assignment at least 1 time a week
	Use Microsoft Word to create a document

Do drills to improve accuracy and speed

Do a Study Island assignment 2 times a week

Do a Learning.com assignment at least 1 time a week
	Use Microsoft Word to create a document

Do drills to improve accuracy and speed

Do a Study Island assignment 2 times a week

Do a Learning.com assignment at least 1 time a week
	
	

	Homework 
	
	
	
	
	

	Extension 
	
	
	
	
	

	TEKS Correlations 
	01
(1) The student applies the proper keyboarding technique to input data when using the computer or typewriter keyboard. The student is expected to: 
01A
(A) demonstrate correct posture and position at the keyboard; 
01B
(B) demonstrate proper care and operation of equipment used; 
01C
(C) demonstrate the correct touch-system techniques for operating alphabetic keys; 
01D
(D) demonstrate the correct touch-system techniques for operating numeric and symbol keys; 
01E
(E) demonstrate the correct touch-system techniques for operating the ten-key numeric pad; and 
01F
(F) demonstrate the correct use of the command and function keys. 
02
(2) The student formats and prints documents, for example, personal and business letters, short reports, outlines, and compositions. The student is expected to: 
02A
(A) demonstrate the ability to work from printed, rough-draft, statistical, handwritten, and unarranged material; 

	01
(1) The student applies the proper keyboarding technique to input data when using the computer or typewriter keyboard. The student is expected to: 
01A
(A) demonstrate correct posture and position at the keyboard; 
01B
(B) demonstrate proper care and operation of equipment used; 
01C
(C) demonstrate the correct touch-system techniques for operating alphabetic keys; 
01D
(D) demonstrate the correct touch-system techniques for operating numeric and symbol keys; 
01E
(E) demonstrate the correct touch-system techniques for operating the ten-key numeric pad; and 
01F
(F) demonstrate the correct use of the command and function keys. 
02
(2) The student formats and prints documents, for example, personal and business letters, short reports, outlines, and compositions. The student is expected to: 
02A
(A) demonstrate the ability to work from printed, rough-draft, statistical, handwritten, and unarranged material; 

	01
(1) The student applies the proper keyboarding technique to input data when using the computer or typewriter keyboard. The student is expected to: 
01A
(A) demonstrate correct posture and position at the keyboard; 
01B
(B) demonstrate proper care and operation of equipment used; 
01C
(C) demonstrate the correct touch-system techniques for operating alphabetic keys; 
01D
(D) demonstrate the correct touch-system techniques for operating numeric and symbol keys; 
01E
(E) demonstrate the correct touch-system techniques for operating the ten-key numeric pad; and 
01F
(F) demonstrate the correct use of the command and function keys. 
02
(2) The student formats and prints documents, for example, personal and business letters, short reports, outlines, and compositions. The student is expected to: 
02A
(A) demonstrate the ability to work from printed, rough-draft, statistical, handwritten, and unarranged material; 
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	Field
	Mon 12/1/2008
	Tue 12/2/2008
	Wed 12/3/2008
	Thu 12/4/2008
	Fri 12/5/2008

	Activity Title 
	Title: Keyboard Mastery
	Keyboarding Mastery
	Keyboard Mastery
	Keyboard Mastery
	Keyboard Mastery

	Objective 
	Title: Keyboard Mastery
Objective: 
Lesson 3 Creating Memorandums

Create memo headings, create a memo in correct format, use format painter to copy formatting, use bold, italic, ad underline, use Ctrl/Home to place cursor at beginning of document, use spell check, create a momo using a memo wizard automatic numbering of paragraphs

 Memo Assignment 1 Page CM1-6

Memo Assignment 2 Page CM7

Drills 13-20 in keyboardingonline.com
	Objective: 
Lesson 3 Creating Memorandums

Create memo headings, create a memo in correct format, use format painter to copy formatting, use bold, italic, ad underline, use Ctrl/Home to place cursor at beginning of document, use spell check, create a momo using a memo wizard automatic numbering of paragraphs

 Memo Assignment 1 Page CM1-6

Memo Assignment 2 Page CM7

Drills 13-20 in keyboardingonline.com
	Objective: 
Lesson 3 Creating Memorandums

Create memo headings, create a memo in correct format, use format painter to copy formatting, use bold, italic, ad underline, use Ctrl/Home to place cursor at beginning of document, use spell check, create a momo using a memo wizard automatic numbering of paragraphs

 Memo Assignment 1 Page CM1-6

Memo Assignment 2 Page CM7

Drills 13-20 in keyboardingonline.com
	Objective: 
Lesson 3 Creating Memorandums

Create memo headings, create a memo in correct format, use format painter to copy formatting, use bold, italic, ad underline, use Ctrl/Home to place cursor at beginning of document, use spell check, create a momo using a memo wizard automatic numbering of paragraphs

 Memo Assignment 1 Page CM1-6

Memo Assignment 2 Page CM7

Drills 13-20 in keyboardingonline.com
	Objective: 
Lesson 3 Creating Memorandums

Create memo headings, create a memo in correct format, use format painter to copy formatting, use bold, italic, ad underline, use Ctrl/Home to place cursor at beginning of document, use spell check, create a momo using a memo wizard automatic numbering of paragraphs

 Memo Assignment 1 Page CM1-6

Memo Assignment 2 Page CM7

Drills 13-20 in keyboardingonline.com
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	Field
	Mon 12/8/2008
	Tue 12/9/2008
	Wed 12/10/2008
	Thu 12/11/2008
	Fri 12/12/2008

	Activity Title 
	Keyboard Mastery
	Keyboard Mastery
	Keyboard Mastery
	Keyboard Mastery
	Keyboard Mastery

	Objective 
	Objective: 
Lesson 3 Creating Memorandums

Create memo headings, create a memo in correct format, use format painter to copy formatting, use bold, italic, ad underline, use Ctrl/Home to place cursor at beginning of document, use spell check, create a momo using a memo wizard automatic numbering of paragraphs

 Memo Assignment 1 Page CM1-6

Memo Assignment 2 Page CM7

Drills 13-20 in keyboardingonline.com
	Objective: 
Lesson 4 Creating Business Letters

1. Create Block style letters following the FBLA-PBL Format Guide

2. Change Line Spacing

3. Show Vertical and Horizontal Rulers on a document

4. Set Font Styles and Font Sizes

5. Create a Block Style Personal Letter

6. Use Open punctuation

7. Spell Check Your Document

8. Use Headers

9. Create new folders and save documents

10. Create a Block Style Business Letter

11. Use Advanced Letter Features

12. Use numbered and bulleted paragraphs

13. Practice writing skills by creating letters

14. Use Letterhead from the Microsoft Office templates

15. Insert Clip Art into the Letterhead

16. Resize clip art and text boxes

17. Use the correct official USPS State and US Possession abbreviations

Practice Drill will be done in the Red Section of Microtype Pro

and Lessons 11-20 in Ellsworth Publishing

Lessons on spreadsheets will be done in learning.com

TAKS review with be done through Study Island
	Objective: 
Lesson 4 Creating Business Letters

1. Create Block style letters following the FBLA-PBL Format Guide

2. Change Line Spacing

3. Show Vertical and Horizontal Rulers on a document

4. Set Font Styles and Font Sizes

5. Create a Block Style Personal Letter

6. Use Open punctuation

7. Spell Check Your Document

8. Use Headers

9. Create new folders and save documents

10. Create a Block Style Business Letter

11. Use Advanced Letter Features

12. Use numbered and bulleted paragraphs

13. Practice writing skills by creating letters

14. Use Letterhead from the Microsoft Office templates

15. Insert Clip Art into the Letterhead

16. Resize clip art and text boxes

17. Use the correct official USPS State and US Possession abbreviations

Practice Drill will be done in the Red Section of Microtype Pro

and Lessons 11-20 in Ellsworth Publishing

Lessons on spreadsheets will be done in learning.com

TAKS review with be done through Study Island
	Objective: 
Lesson 4 Creating Business Letters

1. Create Block style letters following the FBLA-PBL Format Guide

2. Change Line Spacing

3. Show Vertical and Horizontal Rulers on a document

4. Set Font Styles and Font Sizes

5. Create a Block Style Personal Letter

6. Use Open punctuation

7. Spell Check Your Document

8. Use Headers

9. Create new folders and save documents

10. Create a Block Style Business Letter

11. Use Advanced Letter Features

12. Use numbered and bulleted paragraphs

13. Practice writing skills by creating letters

14. Use Letterhead from the Microsoft Office templates

15. Insert Clip Art into the Letterhead

16. Resize clip art and text boxes

17. Use the correct official USPS State and US Possession abbreviations

Practice Drill will be done in the Red Section of Microtype Pro

and Lessons 11-20 in Ellsworth Publishing

Lessons on spreadsheets will be done in learning.com

TAKS review with be done through Study Island
	Objective: 
Lesson 4 Creating Business Letters

1. Create Block style letters following the FBLA-PBL Format Guide

2. Change Line Spacing

3. Show Vertical and Horizontal Rulers on a document

4. Set Font Styles and Font Sizes

5. Create a Block Style Personal Letter

6. Use Open punctuation

7. Spell Check Your Document

8. Use Headers

9. Create new folders and save documents

10. Create a Block Style Business Letter

11. Use Advanced Letter Features

12. Use numbered and bulleted paragraphs

13. Practice writing skills by creating letters

14. Use Letterhead from the Microsoft Office templates

15. Insert Clip Art into the Letterhead

16. Resize clip art and text boxes

17. Use the correct official USPS State and US Possession abbreviations

Practice Drill will be done in the Red Section of Microtype Pro

and Lessons 11-20 in Ellsworth Publishing

Lessons on spreadsheets will be done in learning.com

TAKS review with be done through Study Island


	Plan
	Fall Keyboarding 08

	End Date
	1/2/2009

	Start Date
	8/25/2008

	Teacher
	MENARD

	Notes
	[image: image17.png]





	Field
	Mon 12/15/2008
	Tue 12/16/2008
	Wed 12/17/2008
	Thu 12/18/2008
	Fri 12/19/2008

	Activity Title 
	Keyboard Mastery
	Keyboard Mastery
	Keyboard Mastery
	Keyboard Mastery
	Keyboard Mastery

	Objective 
	Finishing Documents and Keyboard Drills
	Finishing Documents and Keyboard Drills
	Finishing Documents and Keyboard Drills
	Finishing Documents and Keyboard Drills
	Finishing Documents and Keyboard Drills


CHRISTMAS HOLIDAYS
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	Field
	Mon 1/5/2009
	Tue 1/6/2009
	Wed 1/7/2009
	Thu 1/8/2009
	Fri 1/9/2009

	Activity Title 
	Keyboard Mastery
	Keyboard Mastery
	Keyboard Mastery
	Keyboard Mastery
	Keyboard Mastery

	Objective 
	Finish Documents and Drills
	Finish Documents and Drills
	Finish Documents and Drills
	Finish Documents and Drills
	Finish Documents and Drills
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	Field
	Mon 1/12/2009
	Tue 1/13/2009
	Wed 1/14/2009
	Thu 1/15/2009
	Fri 1/16/2009

	Activity Title 
	Keyboard Mastery
	Keyboard Mastery
	Keyboard Mastery
	Keyboard Mastery
	Keyboard Mastery

	Objective 
	Finish Documents and Drills
	Finish Documents and Drills
	Finish Documents and Drills
	Finish Documents and Drills
	Finish Documents and Drills


