Thursday 02/04/10- DAILY CLASS AGENDA
	Times
	Description

	6:00-6:05 
	WELCOMING
· Sign-In- Attendance Sheet.
· Students turn on the Computer.

	6:05-6:10 
	OPEN CLASS WEBSITE
· Open class website at http://www.quia.com/pages/lcarias13/moa
· Open the Daily Class Agenda- to find today's TypingPal exercise and learning objectives in the daily agenda.

	6:10- 6:30
	OPEN TYPINGPAL WEBSITE
· Open the typingpal website that is a shortcut icon on your desktop. http://school.typingpal.com/index_ecole.asp?ecole=2228
· Complete- TypingPal Practice Exercise jf and 
· Enter- TypingPal Results in the class website survey. 

	6:30-6:55
7:20-7:40
	LESSON
· Go over new vocabulary of Microsoft Office terms and list them in order of function or storage.
· Go over new vocabulary terms for buttons and show students how to use the Dialog Boxes for Save, Open and Print. 

	7:40-8:00
	ACTIVITY- Explain to the students the activity- writing command/buttons and their screentips for the font and paragraph groups of the home tab.

	8:00-8:45
	WORK TIME- Students complete the activity.

	8:45-9:00
	REVIEW
· Select groups of students discuss new topics they learned from the activity.



Thursday- 02/04/10- SWBAT- DAILY OBJECTIVE
1) Understand how to use the Class Website.
2) Understand how to use the Typing Pal Website.
3) Complete- TypingPal Practice Exercise jf and 
4) Enter- TypingPal Results in Website Survey. 
5) Identify- the general elements of Buttons in a Microsoft Word Document using the
document Lesson- General Elements of a Word Document. 
6) Activity Exercise- In groups of two students will type/write all the general
command/buttons along with their screentips, for the font and paragraph groups found
on the home tab.
7) Understand how to use the Save Dialog Box to save a document, changing the file
format and location where saved.
8) Understand how to use the Open Dialog Box to open a recent document using different 
views.
9) Understand how to use the Print Dialog Box to print a document.
