Wednesday- 02/24/10- 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-  Start TypingPal Exercise of the day.

	6:05-6:15
	TYPINGPAL EXERCISE Today- Exercise jfdksla; 

j


	6:15-6:30
	REVIEW-Exercise 5-Parts of a Business Letter 

· What are the major parts of a business letter?

· Give an example of a field type. How do you manually autoformat the field type? How do you make it update automatically?

· How do you create an Envelope? How do you make it become part of the document? 

	6:30-6:55
	LESSON- Exercise 6- Tabs 

· Introduce Tabs to Students.

· Introduce Contiguous vs. Non-Contiguous

· Students Complete a Warmup on Tabs for Class. Learn how to create Tab Stops and Tab Leaders.

	7:20-7:40
	LESSON-WORK PERIOD

· Identify the parts of a resume and learn how to change the tab stops to make a resume look uniform.

· Students will work in pairs to adjust the tab stops of a resume.

	   7:40-8:10
	WORK PERIOD

· Students Complete Exercise 6- Tabs from Exercise 7 on page 77, 79- Save as 07Resume_xx in your ID Folder.

	8:10-8:50
	WORK PERIOD- Review

· Students begin to complete their personal resume using tabs and highlight commands and contiguous and noncontiguous copying with font types.


Wed.- 02/24/10- SWBAT- DAILY OBJECTIVES

1) Improve Typing Speed.

2) Review the parts of a business letter.

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

4) Review how to create an Envelope.

5) Introduce- Tab Stops, and Tab Leaders.

6) Introduce- Contiguous vs. Noncontiguous.

7) Introduce- Parts of a Resume, and how to format a resume uniformly.

8) Begin- Exercise 6 and Complete Exercise 7 if Possible
9) Begin- Personal Resume.

