Thursday- 02/25/10- 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-  Do a TypingPal Exercise

	
6:05-6:15
	
TYPINGPAL EXERCISE Today- Practice- A Gigantic Tent.
 

	6:15-6:40
	REVIEW-Exercise 6-Tab Stops, Tab Leaders and Resume. 
· What are the different types of tab stops? Left TAB, Right TAB, Center Tab, Decimal TAB, and a BAR.
· How do you create tab stops? There are two ways to do this.
Click on the Ruler. The other way is in the paragraph dialog Box. In the box you can enter the exact number position. The ruler is an estimate.
· How do you create tab leaders? What are the different types of tab leaders?
You need to use the dialog box in the paragraph box. There are four options. None, dots, dashes, and a line.
· How do you clear a tab? There are two ways to do this.
You can click the tab and drag off the ruler. Or in the tab dialog box you can clear any tab created.
· How do you adjust a tab? There are two ways to do this.
When you adjust on the ruler you will drag it to where you want it. On the dialog box you have to clear and it and create a new one.
· What are the major parts of a resume? 

· How does noncontiguous highlighting help to format a resume?

· How do tabs help to format a resume?


	6:40-7:20
	· LESSON- Explain to students the different types of fonts and do a warm-up matching font types with font face options.
· LESSON- Explain to students the different options in the font dialog box and do a warm-up where students identify the types of Underline and Effects.

	7:20-8:00
	LESSON-WORK PERIOD
· Students will complete Exercise 7 on page 78- Create a Resume.
· Students will complete Exercise 8 on page 82- Create a Restaurant Flyer.



Tues.- 02/25/10- SWBAT- DAILY OBJECTIVES

1) Improve Typing Speed.
2) Review- Tab Stops, and Tab Leaders.
3) Review- Contiguous vs. Noncontiguous.
4) Review- Parts of a Resume, and how to format a resume uniformly.

5) Identify- the different font options found in the font tab of a Font Dialog Box.
6) Match- the different types of fonts with font face options and understand their uses.
7) Understand- how to use the envelopes and labels dialog box to create labels.
8) Create- a Resume using AutoCorrect, Spelling and Grammar Check, line spacing and paragraph spacing, tabs, and font formatting. Exercise 7 page 78.

 
