	Welcome all students to the Microsoft Office Applications Class of September 2008! I look forward to working with you this semester.

Daily Announcements:
WELCOME BACK FROM THE LONG WEEKEND! FEW CHANGES HOPE YOU LIKE THEM!
1) Last week we completed Exercises 10 to Exercises 14. You can look at the previous Agenda in the Previous Agendas section or you can click to view each sections previous information below.

2) First thing today please open the Survey below and please enter your scores from Typing Pal exercises from last week. How can you find what we did last week in Typing Pal? Look in the TypingPal section!

3) Today during the first part of class we will work on EXERCISE 18 page 124. During the second part of class we will work on EXERCISE 19 page 130. 

4) We will try and finish Exercises 18 Assignment on page 127,128 and begin with Exercise 19 Assignment on page 131 and 132. What you don't finish you will do for HOMEWORK.
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Lesson Agenda for Tuesday- 10_14_2008 


Table of Contents

Please click to View One Section of the website or to View All or Hide All click the last ones.
To see the section please scroll down below the table of contents.



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


To VIEW ALL the Sections---> Click to VIEW ALL 

To HIDE the Section(s)---> Click to HIDE Section(s) 

I. SWBAT- Objectives of the day:


I. SWBAT- Objectives- 10_14_2008- from Exercise 18 (pages 124--128) and Exercise 19-pages(130-132): 
Today’s Objectives- 10_14_2008 SWBAT- from Lesson 18- 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-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 
*********************************************************************************************
Click to Show/Hide Previous Objectives 
*********************************************************************************************

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.
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 

Back to Table of Contents---->PLEASE CLICK HERE
II. Introduction Activities-Typing Pal Practice:


II. Introduction Activities- Typing Pal Practice- 10_14_08

1) Today please look in the Survey activities section and complete the survey for each of the exercises that we had to do last week. Please see 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. This is in your statistics section in TypingPal. 

*********************************************************************************************
Click to Show/Hide Previous TypingPal Exercises 
*********************************************************************************************

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 was only one exercise all together. 


Back to Table of Contents---->PLEASE CLICK HERE
III. Computer Terminology-10_14_08:


III. Computer Terminology-10_14_08-

10/14/08- Today’s New Computer Terminology 

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


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

Click to Show/Hide Previous Computer Terminology 
*********************************************************************************************


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.
Previous Computer Terminology- From Exercise 10 and 12

From Monday 10/06/08 in Bold. From Tuesday 10/07/08 not in bold. 
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 

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_14_08:

IV. Notes_10_14_08-

We will go over the vocabulary, notes, and procedures in the Textbook regarding Exercise 18 creating font effects and Exercise 19 using Symbols. Then you will complete the assignments. 

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

Back to Table of Contents---->PLEASE CLICK HERE
V. Classwork_10_14_08:


V. Classwork_10_14_08- 

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


Wednesday and Thursday’s Classwork- 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.

Monday and Tuesday's Classwork 10/06 and 10/07 
1) Students must have completed Exercise 10 and Exercise 12. printed the Exercise and put in your 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_14_08:


VI. Optional Classwork_10_14_08-

if you finish Exercise 18 Assignment please finish Exercise 19. If you don’t finish Exercise 19 Assignment in class please do for homework and bring in tomorrow.

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

Back to Table of Contents---->PLEASE CLICK HERE
VII. Next Lesson-10_15_08:


VII. Next Lesson-10_15_08-

Move on to with Exercise 20 and Exercise 21. 

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

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-
Agenda Posted on 10/06 to 10/09 
*********************************************************************************************
Click to Show/Hide Previous Website Postings 
*********************************************************************************************


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

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

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


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-

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


VIEW ALL OPTION- Go back to Table of Contents if you want to view section by section.

I. SWBAT- Objectives of the day:


I. SWBAT- Objectives- 10_14_2008- from Exercise 18 (pages 124--128) and Exercise 19-pages(130-132): 
Today’s Objectives- 10_14_2008 SWBAT- from Lesson 18- 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.

5) Changing Font Colors 
6) Applying highlighting 
7) Applying font effects
8) Using the Format Painter properly

SWBAT- from Lesson 19-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.

3) Open the Symbol dialog box 
4) Insert Symbols such as Wingdings 
*********************************************************************************************
Click to Show/Hide Previous Objectives 
*********************************************************************************************

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.
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 
II. Introduction Activities-Typing Pal Practice:


II. Introduction Activities- Typing Pal Practice- 10_14_08

1) Today please look in the Survey activities section and complete the survey for each of the exercises that we had to do last week. Please see 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. This is in your statistics section in TypingPal. 

*********************************************************************************************
Click to Show/Hide Previous TypingPal Exercises 
*********************************************************************************************

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 was only one exercise all together. 


Back to Table of Contents---->PLEASE CLICK HERE
III. Computer Terminology-10_14_08:


III. Computer Terminology-10_14_08-

10/14/08- Today’s New Computer Terminology 

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


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

Click to Show/Hide Previous Computer Terminology 
*********************************************************************************************


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.
Previous Computer Terminology- From Exercise 10 and 12

From Monday 10/06/08 in Bold. From Tuesday 10/07/08 not in bold. 
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 

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_14_08:

IV. Notes_10_14_08-

We will go over the vocabulary, notes, and procedures in the Textbook regarding Exercise 18 creating font effects and Exercise 19 using Symbols. Then you will complete the assignments. 

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

Back to Table of Contents---->PLEASE CLICK HERE
V. Classwork_10_14_08:


V. Classwork_10_14_08- 

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


Wednesday and Thursday’s Classwork- 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.


Monday and Tuesday's Classwork 10/06 and 10/07 
1) Students must have completed Exercise 10 and Exercise 12. printed the Exercise and put in your 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_14_08:


VI. Optional Classwork_10_14_08-

if you finish Exercise 18 Assignment please finish Exercise 19. If you don’t finish Exercise 19 Assignment in class please do for homework and bring in tomorrow.

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

Back to Table of Contents---->PLEASE CLICK HERE
VII. Next Lesson-10_15_08:


VII. Next Lesson-10_15_08-

Move on to Exercise 20 and Exercise 21. 
*********************************************************************************************

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-
Agenda Posted on 10/06 to 10/09 


Back to Table of Contents---->PLEASE CLICK HERE

*********************************************************************************************
Click to Show/Hide Previous Website Postings 
*********************************************************************************************


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



IX. Past Classnotes for you to View-

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


Back to Table of Contents---->PLEASE CLICK HERE

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


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
X. Other Documents for You to View:


X. Other Documents for You to View-

Back to Table of Contents---->PLEASE CLICK HERE

*********************************************************************************************
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)






	

	

	My Quia activities and quizzes
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Practice Quiz(1) 09_09_08- Default Settings and Word Documents 

http://www.quia.com/quiz/1478943.html
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Practice Quiz(2) 09_10_08- Changing the Word Window 

http://www.quia.com/quiz/1480606.html
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Practice Quiz(3) 09_11_08- Exercise 2- Working with Show/Hide Marks 

http://www.quia.com/quiz/1482403.html
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Practice Quiz(4) 09_15_08- Exercise 3- Spelling, Grammar, and Thesaurus 

http://www.quia.com/quiz/1485343.html
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Practice Quiz(5) 09_16_08- Exercise 4- Autocorrect, Spacing, (Non)Contiguous 

http://www.quia.com/quiz/1487921.html
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Practice Quiz(7) 10_01_08- Questions from Quizzes (1-6) 

http://www.quia.com/quiz/1508220.html
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Practice Quiz(8) 10_08_08- Questions from Ex. 10 and 12- Editing Skills(Cut, Paste, Clipboard and Shortcuts) 

http://www.quia.com/quiz/1517535.html
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Typing Pal Results of the Day 

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