Monday- 02/22/10- DAILY CLASS AGENDA
	Times
	Description

	6:00-6:05 
	INTRODUCTION

· Open class website at http://www.quia.com/pages/lcarias13/page2 
· Open Daily Class Agenda- TypingPal exercise and objectives/agenda.

	6:05- 6:20
	NO TYPINGPAL TODAY- Try to finish last questions for HW Due tomorrow.

	6:20-6:50
	REVIEW Questions from last Topic- Exercise 3
· In what section of word options do you turn on/off or select/deselect the automatic checkers- Checking Spelling as You Type or Mark Grammar Errors as You Type?

· Name six options that you can select or deselect for Grammar(3) or Spelling(3)?

· What is a contextual spelling error? Can you give example.

· In what tab can you choose Spelling and Grammar Check for a document? What is the function key shortcut?

· There are two ways that you can use to find synonyms of a word. What are these two ways? 



	7:20-7:50
	LESSON-Exercise 4 page 54 Textbook
· Students view the document to see where AutoCorrect Options was found in Word 2007.

· Go over how to turn on/off Autocorrect Options and identify different types of autocorrect options to select/deselect. 
· Go over how to align text horizontally(choices) and align text vertically(choices). 
· Go over how to set line spacing and set paragraph spacing. 
· Go over how to set the default settings for spacing. 

	7:50-8:30
	WORK PERIOD

· Students complete Exercise 4 on page 59- Save as 04Payroll_xx in your ID Folder.

	8:40-9:00
	DEAR TIME

· Students open up the website and read about speech recognition:

· http://support.microsoft.com/kb/306901


	
	


Mon.- 02/22/10- SWBAT- DAILY OBJECTIVES
1) Improve Typing Speed- No TypingPal Practice Today 

2) Do- Homework Review questions about last week’s Lessons.
3) Preview- How to change the options for Correcting Grammar and Spelling

4) Preview- Checking Spelling as You Type or  Mark Grammar Errors as You Type Options

5) Preview- contextual spelling error examples

6) Preview- Spelling and Grammar Check for a document

7) Preview- Thesaurus and right click to find synonyms. 

8) Preview- AutoCorrect Options as found in Word 2003.

9) Identify different types of autocorrect options to select/deselect. 

10) Align text horizontally(choices) and Align text vertically(choices). 

11) Set line spacing and set paragraph spacing. 

12) Set the default settings for spacing.

13) Complete-Homework Questions.

14) Complete-Exercise 4 Activity

15) Do-DEAR Time Reading.

