Tuesday- 03/02/10- 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-  

	6:05-6:05
	TYPINGPAL EXERCISE Today- NONE

	6:05-6:20
	REVIEW-Exercise 8-Labels and Envelopes 

Review with students how to make a Label and an Envelope using Textbook.
· Where do you go on the Ribbon to make a Label and an Envelope?

· How do you make an Envelope be its own page?

· How do you change the Label type?

	6:20-7:00
	· LESSON- Describe to students how to write a good resume. Specifically do a Warm-up Exercise to show.

· Action Benefit Statements.

· Quantify Achievements

· Action Verbs

· Examples from Experience

· Consistent Formatting-Non-Contiguous 

	   7:20-7:50
	QUIZ ONLINE- Students will complete the online quiz. (10 questions)

	   7:50-8:40
	WORK PERIOD

· Students will finish Exercise 8 on page 81- Create a Label.

· Complete any unfinished Exercises.

· Complete personal resume using font types and tabs formatting, highlight commands and contiguous and noncontiguous copying. 

	8:40-9:00
	DEAR TIME- 

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

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


Tues.- 03/02/10- SWBAT- DAILY OBJECTIVES
1) Understand- how to use the envelopes and labels dialog box to create labels.
2) Create- a Label Exercise 8 page 81 and 82.

3) Review- Parts of a Resume, and how to format a resume uniformly. Warmup 
Exercise together.

4) Complete- QUIZ ONLINE.
5) Continue- Personal Resume.

6) DEAR TIME- Microsoft Article.

