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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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Daily Announcements- Mon. 10/27/2008:


There is now a previous quizzes section in the Table of Contents for you to view.
1) If you were absent and missed the notes from last week please look at the notes posted below. Also look at the Previous Agenda posted below.

2) Today we are beginning and finishing with Exercise 24, which we were unable to finish on Thursday because of meetings. You will also be responsible for finishing Exercise 25 for H.W. After that we will begin with Section 33. Please look in the SWBAT section for objectives after completing the Typing Practice.

3) There is no TypingPal Practice Today. 

4) This week you will need to complete Exercise 25, and Exercises 33, 34, and 35. Last week you should have finished assignments for Exercises 22, 23, and 24. The week before that you had to complete Exercise 18,19,20, and 21. What you didn't finish in class please finish for Homework. 
5) Please finish and turn in the assignment to replicate the menu for Daisy May’s BBQ Restaurant. Please look in the X. Other Documents Section for the Icon for Daisy May.
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Previous Announcements


1) Click Twice to Show/Hide Previous Announcements for 10/20 to 10/23 

Daily Announcements- Thurs. 10/23/2008:


Hello students on Tuesday the latest Quiz was posted. Friday was the last night that the Quiz was available so that it can be included for your grades. It is now in the previous quizzes below in Section XI. in the Table of Contents for you to view.
1) If you were absent and missed the notes from Tuesday or Wednesday please look at the notes posted below. Also look at the Previous Agenda posted below.

2) Today we are beginning and finishing with Exercise 24. Please look in the SWBAT section for objectives after completing the Typing Practice.

3) First thing today please do Typing Pal Practice Exercise. To find the exercise go to the TypingPal section below. After you are finished remember to open the Survey below and please enter your score for the exercise. 

4) Tuesday and Wednesday you should have finished Exercises 22 and Exercise 23. Last week you should have finished assignments for Exercise 18,19,20, and 21. What you didn't finish in class please finish for Homework. An extra credit assignment was to replicate the menu for Daisy May’s BBQ Restaurant. Please look in the X. Other Documents Section for the Icon for Daisy May.





Lesson Agenda for Monday 10/27/2008 



Table of Contents

Please click to View One Section of the website.
To get back to the Table of Contents SCROLL DOWN to the end of the section and click the link.

I. SWBAT- Objectives of the day--->
Click for SWBAT
II. Introduction Activities- Typing Pal Practice--->
Click for TypingPal Exercise
III. Computer Terminology for Lesson--->
Click for Computer Terminology 

IV. Notes for Lesson--->
Click for Description of Notes of the Day
V. Classwork for Lesson---> 

Click for Description of Classwork 

VI. Optional Classwork for Lesson---> 

Click for Description of Optional Classwork 

VII. Next Lesson---> 

Click for Next Lesson 

VIII. Past Daily Agenda Postings for you to View---> 

Click for Past Agenda Postings 

IX. Past Classnotes for you to View---> 

Click for Past Classnotes 

X. Other Documents for You to View---> 

Click for Other Documents


XI. Previous Quizzes for You to View---> 

Click for Previous Quizzes


I. SWBAT- Objectives of the day:

Today Monday 10/27 we will continue with Objectives from Thursday 10/23 and also begin new Objectives. 
I. SWBAT- Objectives- 10_23_2008 - from Exercise 24 (pages 157-160): 
SWBAT- from Lesson 24- USING THEMES AND AUTOFORMAT

1) Locate, Open and Use the Themes Gallery.

2) Apply Colors, Fonts, and Effects from the Themes Gallery.

3) Locate, Open and Use the Autoformat Tab located in the Autocorrect Dialog Box.

4) Edit and Apply formatting styles and lists from the Autoformat Tab. 

After we go over the notes in the book please do the Procedures on page 158. 
When you feel ready please open document 24Strength and save as 24Strength_xx in your IDFolder. Please show the document to Fifi or me before printing. When ready to print please insert document in Red Portfolio Folder. If you finished this exercise please move on to Exercise 25.

New Objectives
I. SWBAT- Objectives- 10_27_2008 - from Exercise 33 (pages 191-197): 
1. Create a table and enter data in a table, sort rows

2. Select a table, change table structure, and format a table

3. Set Alignments within table cells and set margins in table

4. Align a table on a page

*********************************************************************************************
1) Click Twice to Show/Hide Previous Objectives for 10/21 and 10/22 


SWBAT- from Lesson 22- USING STYLES

1) Locate, Open and Use the Quick Style Gallery.

2) Apply Styles from the Quick Style Gallery.

3) Create a Style from the Quick Style Gallery.

4) Edit a Stylefrom the Quick Style Gallery. 

After we go over the notes in the book please open document 22Course and save as 22Course_xx in your IDFolder. Please show the document to Fifi or me before printing. When ready to print please insert document in Red Portfolio Folder. If you finished this exercise please move on to Exercise 23.

SWBAT-from Lesson 23- DOCUMENT PRODUCTION

1) The Steps required to Planning a Document.

2) The Steps required to Create a Document. Formatting a One Page Report- the requirements.

3) The Steps required to Publish a Document. 

4) How to Set Margins on a Document.

5) How to Set Gutter Width in Custom Margins. 

6) How to Set Page Orientation.

Lesson 23-After we go over the notes for this section please open document 23Trainer and save as 23Trainer_xx in your IDFolder. Please show the document to Fifi or me before printing. If you do not finish in class please finish for homework. If you finish this exercise please look at the VI. Optional Classwork section found on this website.


2) Click Twice to Show/Hide Previous Objectives for 10/15 and 10/16 

Wednesday and Thursday’s Objectives- 10_15_2008 and 10_16_2008 SWBAT- from Lesson 20- After we go over the notes in the book please open document 20SURVEY and save as 20SURVEY_xx in your IDFolder. Please show the document to Fifi or me before printing. When ready to print please insert document in Red Portfolio Folder. If you finished this exercise please look at the VI. Optional Classwork section found on this website. 

1) Identify the five different types of indents. 
2) How to set indents using the indent options. 
3) How to use the increase/decrease indent buttons
4) How to use the horizontal ruler to set and adjust indents.

SWBAT- from Lesson 21-After we go over the notes for this section please open document 21CHECKIN and save as 21CHECKIN_xx in your IDFolder. Please show the document to Fifi or me before printing. If you do not finish in class please finish for homework. If you finished this exercise please look at the VI. Optional Classwork section found on this website.

1) How to select different types of customized bullets from the bullet library, or change its font or paragraph formatting. 
2) How to end a bulleted list. 
3) How to select different types of customized numbers list from the numbers list library, or change its font or paragraph formatting.
4) How to restart a numbering list.
5) How to sort items into different orders including paragraphs.


3) Click Twice to Show/Hide Previous Objectives for 10/14 


Previous Objectives- Monday 10_14_2008 SWBAT- from Lesson 18- After we go over the notes please open document 18ANNOUNCE and save as 18ANNOUNCE_xx in your IDFolder. Please show the document to Fifi or me before printing. When ready to print please insert document in Red Portfolio Folder.

1) Changing Font Colors 
2) Applying highlighting 
3) Applying font effects
4) Using the Format Painter properly

SWBAT- from Lesson 19-After we go over the notes please open document 19GRAND and save as 19GRAND_xx in your IDFolder. Please show the document to Fifi or me before printing. If you do not finish in class please finish for homework.

1) Open the Symbol dialog box 
2) Insert Symbols such as Wingdings



4) Click Twice to Show/Hide Previous Objectives for 10_08 and 10_09 


Previous Objectives of Wed 10_08 and Thurs 10_09 - Finish Exercise 10Press_xx and 12Cafe_xx and do Exercise 11Order2_xx and 11Press1, 11 Press2, and 11Press3.

1) Use Split Screen View. 
2) Opening Multiple Documents at the Same Time. 
3) Arranging Documents On-Screen. 
4) Comparing Documents Side-by-Side. 
5) Opening a Document as Read only and from Windows. 
6) Editing and Viewing Document Properties. 
7) Viewing File Types. 
8) Saving Documents in Compatible File Formats. 
9) Conducting a Search using Keywords and File Extensions.



5) Click Twice to Show/Hide Previous Objectives for 10_06 and 10_07 

Previous Objectives of Mon 10_06 and Tues 10_07 

Monday we completed those in bold. 
1) Identify Common Proofreading Marks 
2) Open a Saved Document using Types of Files 
3) Insert Mode vs. Overtype Mode 
4) Move Text 
5) Use Cut and Paste 
6) Use the Clipboard Task Pane 
7) Use Drag and Drop Editing 
8) Select Paste Formatting Options

8a)Keep Source Formatting 
8b)Match Destination Formatting 
8c)Keep Text Only 
8d)Set Default Paste 
9)Move a Paragraph 



*********************************************************************************************
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II. Introduction Activities-Typing Pal Practice:


II. Introduction Activities- Typing Pal Practice- 10_27_08

No TypingPal Practice Today.

To view what we did last week for 10/21 to 10/23 please look below. 

*********************************************************************************************
1) Click to Show/Hide Previous TypingPal Exercises for Week of 10/21 to 10/23 


II. Introduction Activities- Typing Pal Practice- 10_21_08 and 10_22_2008

Thursday 10/23 please go to school.typingpal.com and do the exercise that says Entry Level Test. This is the same Entry Level Test you did three weeks ago. Please try it again to see how your typing speed has improved. Then go to the Survey activities section found on the website and complete the survey to enter in your results for the exercise.
To view what we did yesterday 10/22 and Tuesday 10/21 please look below. Wednesday 10/22 please go to school.typingpal.com and do the exercise that says Cc. It is only ONE Exercise. Then go to the Survey activities section found on the website and complete the survey to enter in your results for the exercise. 
Yesterday Tuesday 10/21 you needed to do exercise TtYyXxZz. 



2) Click to Show/Hide Previous TypingPal Exercises for Week of 10/14 to 10/16 


1) Tuesday 10/14-please look in the Survey activities section and complete the survey for each of the exercises that we had to do last week. In the survey you will need to enter your name, id, the name of the exercise, the wpm, the error rate, and the number of errors. These results are in your statistics section in TypingPal. 
2) Wednesday 10/15 please go to school.typingpal.com and do the exercises Tt and Yy. Then go to the Survey activities section found on the website and complete the survey to enter in your results for these two exercises. 
3) Thursday 10/16 please go to school.typingpal.com and do the exercises Xx and Zz. Then go to the Survey activities section found on the website and complete the survey to enter in your results for these two exercises. 



3) Click to Show/Hide Previous TypingPal Exercises for Week of 10/06 to 10/09 

1) Monday 10/06 we completed school.Typingpal.com exercise section ASDFERJK. 
2) Tuesday 10/07 we completed school.Typingpal.com exercise sections LU and I: for practice. 
3) Wednesday 10/08 we completed Typing Pal practice, Exercises Gg and Hh.

4) Thursday 10/09 we completed Typing Pal practice, LuiGgHh:. It is only one exercise all together. 


*********************************************************************************************


Back to Table of Contents>PLEASE CLICK HERE
III. Computer Terminology-10_27_08:


III. Computer Terminology-10_23_08 -
1) Theme
2) Effects
3) Em dash
4) En dash 
5) Straight quotes
6) Smart Quotes
7) Themes Gallery
8) Autoformat As You Type options


New Computer Terminology-10/27- Exercise 33 page 192 

1) Table
2) Column/Row
3) Column Markers
4) Border
5) Cell
6) Dividers
7)End of row/cell markers
8) Gridlines
9) Row height
10)Column Width


*********************************************************************************************

1) Click to Show/Hide Previous Computer Terminology for 10/21 to 10/22 


Previous Computer Terminology from 10/21 and 10/22 

1) Style/ Style Sheet/ Quick Style Gallery.
2) Direct Formatting.
3) Margins
4)Gutter
5) Section/Section Break
6) Orientations- Portrait, Landscape



2) Click to Show/Hide Previous Computer Terminology for Week of 10/14 to 10/16 

Previous Computer Terminology from 10/14 

1)Font effects- 
2)Color Swatch 
3)Format Painter 
4)Text Highlight 
5)Symbol Dialog Box 
6)Symbol 
7)Shortcut key


Previous Computer Terminology from 10/15 and 10/16 

1)Indent: (Left, Right, Double, First Line, Hanging) 
2)Increase/Decrease Indent Buttons 
3)Bullet/Numbered List Buttons 
4) Bullet/Numbered List Libraries 
5) Sort Text Dialog Box



3) Click to Show/Hide Previous Computer Terminology for Week of 10/06 to 10/09 


Previous Computer Terminology from 10/08 and 10/09- 
1) Active Pane; 
2) Active Document; 
3) Tile; 
4) Synchronous scrolling; 
5) Independent Scrolling; 
6) Cascading Windows; 
7) Read Only; 
8) Document Properties; 
9) File Extension, File Type, Compatible File Type, File Icon; 
10) Keywords; 
11) Conducting a search using keywords and File Extension.

From Monday 10/06/08 in Bold. From Tuesday 10/07/08 not in bold. 
Previous Computer Terminology for Exercise 10 and 12

1) Proofreaders’ Marks- Symbols written on a document to indicate where revisions are required. 
2) Insert Mode- Inserting new text in a document. It is the default mode. 
3) Overtype Mode- Replaces existing text in a document with new text. 
4) Cut- To delete a selection from its original location and move it to the Clipboard. 
5) Paste- To insert a selection from the Clipboard into a document. 
6) Clipboard- A temporary storage area that can hold up to 24 selections at a time. 
7) Drag and drop editing- The action of using a mouse to drag a selection from its original location and drop it in a new location. 

Shortcuts- 
1) To move text 
2) To undo a command 
3) To cut text 
4) To copy text 
5) To paste text 
6) To make a text bold 
7) To open a new document 
8) To indent a line 
9) To highlight all the text 
10) To save a document 
11) To redo a command 
12) To make a text underlined 
13) To make a text italicized 
14) To open a document 
15) To print a document 


4) Click to Show/Hide Previous Computer Terminology for Weeks of 09/24 and 10/01 


Previous Computer Terminology- 10/01 
1) Resumes 
2) Flyers 
3) Envelopes 
4) Labels 

Previous Computer Terminology- 09/24 
1) Tab- Precise Tab, Ruler Tab 
2) Tab Stop 
3) Alignment 
4) Tab leader 

*********************************************************************************************



Back to Table of Contents>PLEASE CLICK HERE
IV. Notes_10_27_2008:

IV. Notes_10_27_2008-

We will go over the vocabulary, notes, and procedures in the Textbook regarding Exercise 24 (Using Themes and AutoFormats). Then students will complete the assignment for this section. 

We will also go over the vocabulary, notes, and procedures in the Textbook regarding Exercise 33(Using Tables). Then students will complete the assignment for this section. 
*********************************************************************************************


Back to Table of Contents>PLEASE CLICK HERE
V. Classwork_10_27_2008:


V. Classwork_10_27_08- 
1) There is no Typing Pal exercise for today. 
2) We will read the Exercise 24 Vocabulary, and associate it with the Procedures then students will complete the exercise. You will need to save your work as 24Strength_xx. 
3) We will also read the Exercise 33 Vocabulary, and associate it with the Procedures then students will complete the exercise. You will need to save your work as 33Schedule_xx. 
4) Last week we read the Exercise 23 and Exercise 22 Vocabulary, and assignment and students finished the assignment. You needed to save your work as 23Trainer_xx and 22Course_xx.


*********************************************************************************************

Click to Show/Hide Previous Classwork for Week of 10/14 to 10/16 


Previous Student Classwork for 10/15 and 10/16: 

1) Students will complete the Typing Pal exercise then input their Typing Pal scores into Quia. 
2) Then we will read the Exercise 20 Vocabulary, and associate it with the Procedures then students will complete the exercise. 
3) We will also read the Exercise 21 Vocabulary, and assignment and students will begin it. You will need to save your work as 20SURVEY_xx and 21CHECKIN_xx.


Previous Student Classwork for Tuesday- 10/14 

1) Students will complete the Survey to input their Typing Pal scores into Quia. 
2) Then we will read the Exercise 18 Vocabulary, and associate it with the Procedures then students will complete the exercise. 
3) We will also read the Exercise 19 Vocabulary, and assignment and students will begin it. You will need to save your work as 18ANNOUNCE_xx and 19GRAND_xx. 



Click to Show/Hide Previous Classwork for Week of 10/06 to 10/09 and week ending 10/01 


Previous Student Classwork for Wednesday and Thursday- 10/08 and 10/09 

1) Students will complete the Quiz after doing Typing Pal. 
2) Then we will read the Exercise 11 Vocabulary, and associate it with the Procedures then students will complete the exercise. 
3) We will read the Exercise 11 activity and students will complete the exercise. You will need to save your work as 11Order2_xx and 11FinalPress_xx. 
4) Student's will read the previous days class notes for DEAR time.


Previous Student Classwork for Monday and Tuesday- 10/06 and 10/07 
1) Students must have completed Exercise 10 and Exercise 12. printed the Exercise and put in their Red Folder. 
Last week's Classwork 10/01 
1) Students must have completed Exercise 6 to Exercise 9. and printed and put in your Red folder.


*********************************************************************************************



Back to Table of Contents>PLEASE CLICK HERE
VI. Optional Classwork_10_27_08:


VI. Optional Classwork_10_27_08-
Today’s Optional Classwork-
1) Finish Exercise 33

Last Thursday’s 10/23 Optional Classwork If you finish Exercise 24 you can finish the following in this order:
1) Practice Quiz_ 10_21
2) Exercises 23 and Exercises 22
3) Extra Credit Assignment- Daisy May’s BBQ Restaurant
4) This week or last week’s Typing Pal results in the Survey, or Typing Pal Exercises
5) Any other Exercises from last Week.
6) Move Forward and do Exercise 25.

Optional Classwork- 10/21/2008 and 10/22/2008- If you finished Exercise 22 and 23 please do the On Your Own for Exercise 23 on page 156 and write a report about yourself. Follow the Instructions on that page.


Previous Optional Classwork- 10/16/08 
If you finish Exercise 20 Assignment please finish Exercise 21. If you don’t finish Exercise 21 Assignment in class please do for homework and bring in tomorrow.
If you finish Exercise 20 and 21 please do the On Your Own for Exercise 21 on page 144 and for Exercise 20 on page 137. or alternatively
Please do the Handout regarding Daisy May’s BBQ Restaurant Menu. 
*********************************************************************************************


Back to Table of Contents>PLEASE CLICK HERE
VII. Next Lesson-10_27_2008:


VII. Next Lesson-10_27_08-

Start and Finish with Exercise 34. 

*********************************************************************************************


Back to Table of Contents>PLEASE CLICK HERE
VIII. Past Daily Agenda Postings for you to View:


VIII. Past Daily Agenda Postings for you to View-
Most Current 
Agenda on Website on Friday 10/24

Agenda as Posted on Tues. 10/21 and Wed. 10/22 
*********************************************************************************************
Click to Show/Hide Previous Website Postings 
*********************************************************************************************


1)Agenda as Posted on Website on Thurs 10/16 

2) Agenda as Posted on Tuesday 10/14 
3) Agenda Posted on 10/06 to 10/09 
4) Agenda on Website on Mon. 10_06 and Tues. 10_07- Exercise 10 and 12- Editing Skills 
5) Agenda on Website on Wednesday 10/01 and Thursday 10/02- Resumes, Flyers, and Tabs 
6) Agenda on Website on 09/24- Tab Stops and Tab Leaders 
7) Agenda on Website on Wed-09/23- Creating an Envelope and Shrinking to one Page 
8) Agenda on Website on Mon. 09/22- Parts of a Business Letter 
9) Agenda on Website on Thurs. 09/18 
10) Agenda on Website on Wed. 09_17; 
11) Agenda on Website on Mon. 09/15 and Tues. 09/16; 
12) Agenda on Website on Thurs. 09/11; 
13) Agenda on Website on Wed. 09/10; 
14) Agenda on Website on Tues. 09/09; 
15) Agenda on Website on Mon. 09/08

Back to Table of Contents>PLEASE CLICK HERE
IX. Past Classnotes for you to View:


IX. Past Classnotes for you to View-

Most Current- 
Classnotes for Exercise 23 on 10/22- Using Margins and Orientation for Document Production
Classnotes for Exercise 22 on 10/21- Apply, Edit, Format Styles 
Classnotes for Exercise 20 on 10_14_08- Font Effects and Symbols and for Exercise 21 on 10/16/08- Bullet and Numbering List 

*********************************************************************************************
Click to Show/Hide Previous Classnote Documents 
*********************************************************************************************

1) Classnotes from Mon Oct 6 and Tues Oct 7- Cut, Paste, Saving, Shortcuts and More

2) Classnotes from Wed. 09/24- Tab Stops and Tab Leaders
2a)Warmup Example of Tabs from 09/24


3)Classnotes from Mon. 09/22- Parts of a Business Letter

4) No new classnotes on Wed. 09/17 or Thurs. 09/18- Classwork on 09/17 and Quiz on 09/18;

5)Classnotes from Tues. 09/16;

6)Classnotes from Mon. 09/15;

7)Classnotes from Thurs. 09/11;

8)Classnotes from Wed. 09/10;

9)Classnotes from Tues. 09/08;

10)Classnotes from Thurs. 09/04

Back to Table of Contents>PLEASE CLICK HERE
X. Other Documents for You to View:


X. Other Documents for You to View-
Daisy May's Icon for Extra Credit Restaurant Menu from 10/16 
*********************************************************************************************
Click to Show/Hide Other Documents 
*********************************************************************************************


1) Shortcuts Matching Activity from 10/07- Please Print page 1 
2) Summary of Required and Extra Credit Exercises from Wed. 09/03 to Thurs. 09/18

3) Practice Quizzes (1-5) and Answers 

4) First Test from Practice Quizzes 1-5 (09/09 to 09/16)

Back to Table of Contents>PLEASE CLICK HERE
XI. Previous Quizzes for You to View:


XI. Previous Quizzes for You to View-
Please click below and wait a few seconds after clicking for window to appear.
Top of Form

Bottom of Form


Back to Table of Contents>PLEASE CLICK HERE






	

	

	My Quia activities and quizzes
[image: image6.png]



Typing Pal Results of the Day 

http://www.quia.com/sv/222511.html



	Last updated  2008/10/28 00:41:35 PDT




