Tuesday- 02/23/10- 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- No TypingPal exercise today 

	6:00-6:25
	NO TYPINGPAL EXERCISE Today- Finishing the H.W. Assignment 
 

	6:25-6:55
	REVIEW-Answer Questions from-Exercise 4

· Where can you find AutoCorrect Options?

· What option do you select or deselect to turn AutoCorrect Options on or off?

· How do you add words to the AutoCorrect Options List? Why add a word?

· What are the four ways to Align Text Vertically or Horizontally?

· What does Flush mean?

· What is the default line spacing/paragraph spacing?

· What does Leading mean? 



	6:25-6:55
	WORK PERIOD

· Students complete Exercise 4 on page 58, 59- Save as 04Payroll_xx in your ID Folder.

· Students continue to finish Homework Set #1.



	7:20-7:50
	LESSON-Exercise 5

· Identify the parts of a business letter.

· Students will work in pairs to fill in the parts of a business  letter.

· Understand the difference between block vs. Modified Business Letter.

· Understand how to insert date and time in the Date and Time Dialog Box and understand the concept of a field type.

· Understand how to create an Envelope.

	8:00-8:30
	WORK PERIOD

· Students complete Exercise 5 on page 64, 65- Save as 05Expand_xx in your ID Folder.

· Students continue to finish Homework Set #1.



	8:45-9:00
	DEAR TIME-REVIEW
· Students open up the website and read about speech recognition:

· http://support.microsoft.com/kb/306901
· Student’s share one new topic they learned or a topic they found interesting.


Tues.- 02/23/10- SWBAT- DAILY OBJECTIVES

1) Review- Autocorrect options to select/deselect. 

2) Review alignment of text horizontally(choices) and vertically(choices). 

3) Review setting line spacing and setting paragraph spacing. 

4) Identify the parts of a business letter.

5) Identify the difference between block vs. Modified Business Letter.

6) Insert date and time in the Date and Time Dialog Box and understand the concept of a field type.

7) Create an Envelope.

8) Complete- Exercise 4 and Exercise 5

9) Complete- Homework Set #1.

DEAR TIME

10) Students open up the website and read about speech recognition:

http://support.microsoft.com/kb/306901
11) REVIEW TODAY’s LESSON
