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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:
1) Last Week we completed Lesson 1- Getting Started with Word 2007- Exercises (1-9). We took a Concept Test on Thursday October 2.
2) We will begin Lesson 2 this week with Exercise 10 and Exercise 12.


Lesson Agenda for Monday and Tuesday- 10_06_2008 and 10_07_2008 


I. SWBAT- 10_06_2008 and 10_07_2008- from Exercise 10 (pages 88,89) and Exercise 12-pages(99-100): 

Today and Tomorrow’s Objectives- Check for Exercises 5-9 and Finish Exercise 10Press_xx and 12Cafe_xx.

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 


a)Keep Source Formatting 
b)Match Destination Formatting 
c)Keep Text Only 
d)Set Default Paste


9)Move a Paragraph 

Previous Objectives-See Lesson Agenda Posted for October 1, and October 2 

II. Introduction Activities- Messages 10_06_08 

1) Monday we completed school.Typingpal.com exercise section ASDFERJK. 
2) Today please complete school.Typingpal.com exercise sections LU and I: When you complete it please write down your results on the paper with your typing speed and number of errors.

3) If you have not completed your previous work and entered it into your folder, please complete exercises 5-9 and insert your work.

III. Computer Terminology-10_06_08 and 10_07_08-

New Computer Terminology- New Vocabulary- From Exercise 10 and 12

From Monday 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 

IV. Notes_10_06_08-

We will go over the definitions in the Textbook regarding Opening Documents, Proofreaders Marks and Insert and Overtype Mode. We will also go over the steps of how to use the shortcuts. 
V. Classwork_10_06_08 and 10_07_08-

We will read the Exercise 10 Activity and students will complete the exercise. We will read the Exercise 12 activity and students will complete the exercise. You will need to save your work as 10Press_xx and 12Flyer_xx.

Last week's Classwork 10/01 
1) Students must have completed Exercise 6 to Exercise 9. and printed and put in your Red folder.
VI. Optional Classwork_10_06_08-

No optional Classwork today 



VII. Next Lesson- 


Continue with Exercise 12- Shortcuts and Editing Text



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

1) Classnotes from Wed. 09/24- Tab Stops and Tab Leaders 

1a)Warmup Example of Tabs from 09/24
2)Classnotes from Mon. 09/22- Parts of a Business Letter

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

4)Classnotes from Tues. 09/16;

5)Classnotes from Mon. 09/15;

6)Classnotes from Thurs. 09/11;

7)Classnotes from Wed. 09/10;

8)Classnotes from Tues. 09/08;

9)Classnotes from Thurs. 09/04

X. Other Documents for You to View- 

1) Summary of Required and Extra Credit Exercises from Wed. 09/03 to Thurs. 09/18

2) Practice Quizzes (1-5) and Answers 

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


	

	

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

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

http://www.quia.com/quiz/1480606.html

[image: image5.png]



Practice Quiz 09_11_08- Exercise 2- Working with Show/Hide Marks 

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

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

http://www.quia.com/quiz/1487921.html
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Practice Quiz 10_01_08- Questions from Quizzes (1-5) 

http://www.quia.com/quiz/1508220.html
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Practice Quiz 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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