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	Welcome all students to the Microsoft Office Applications Class of September 2008! I look forward to working with you this semester. 
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Lesson Agenda for Wednesday- 09_17_2008 



I. SWBAT- 09_17_2008-

Today's Objectives- Finish Exercise 4 Activity on page 58 and Complete any other Exercises Missing


Monday and Tuesday's Objectives- 

• Use Autocorrect Options; 
• Highlight Contiguous and Noncontiguous text; 
• Use Line Spacing (Previously covered); 
• Use Paragraph Spacing; 
• Align Text Horizontally(Previously covered); 
• Align Text Vertically; 
• Use Find/Replace for Editing.
II. Introduction Activities- Messages 09_17_08 

1) No quiz today. There will be a quiz tomorrow. 
2) Go online to school.typingpal.com. If you are not registered with an account let me know. Exercise your typing skills. (10-15 minutes) 
3) Elect Student Goverment Representative- (5-10 minutes) 
4) Talk about Goal Setting and Set our Goals. (10-20 minutes) 
5) Open the document below called "Summary of Required and Extra Credit Exercises." It is found at the bottom of the webpage.Go over the required and extra credit assignments.(5-10 minutes)

III. Computer Terminology-09_17_08-

Continued Terms from Exercise 4 pages 53-55 

1) Autocorrect 
2) Contiguous vs Non-Contiguous 
3) Horizontal vs. Vertical Alignment and the types 
4) Line Spacing 
5) Paragraph Spacing 
6) Find/Replace (Additional:Not on pages 53-55) 

IV. Notes_09_17_08-

No new notes today. You can look at the notes from 09_15 and 09_16 to review Exercise 4 for the quiz tomorrow.

V. Classwork_09_15_08-

Start and finish pg. 58 Exercise Activity. You will need to save your work as 04Payroll_xx in your IDFolder.

VI. Optional Classwork_09_15_08-

If you finish early please continue on to pg.60 and do the "On Your Own Activity" for extra credit. You will need to save your work as 0WDO4_xx in your IDFolder. 



VII. Next Lesson- 

Quiz on Lessons 1-4- (Thursday)
Exercise 5- Writing a Business Letter (Monday) 



VIII. Past Daily Agenda Postings for you to View- 
1) Agenda as Posted on Website on 09/15 and 09/16; 
2) Agenda as Posted on Website on 09/11; 
3) Agenda as Posted on Website on 09/10; 
4) Agenda as Posted on Website on 09/09; 
5) Agenda as Posted on Website on 09/08
IX. Past Classnotes for you to View- 

1) No classnotes for 09/17. Santos Lopez and Carlos Hernandez are the class presidents.

2)Classnotes from 09/16;

3)Classnotes from 09/15;

4)Classnotes from 09/11;

5)Classnotes from 09/10;

6)Classnotes from 09/08;

7)Classnotes from 09/04

X. Other Documents for You to View- 

1) Summary of Required and Extra Credit Exercises from 09/03 to 09/16

2) Practice Quizzes (1-5) and Answers 



