Tuesday- 03/09/10- 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-  

	
6:05-6:15
	
TYPINGPAL EXERCISE Today- Practice Section- “Carnivore or Herbivore”
 

	6:15-6:20
	REVIEW-Basic Editing Skills- Exercise 12- page 99-101- Objectives  
1. What are the shortcuts to use for cutting and pasting text?
2. Where is the options button that allows you to select when to display the Clipboard Task Pane?
3. What is the difference between using cut or copy and paste and drag and drop editing to move text?
4. What is the short cut to use to move a paragraph?
5. What are the Paste Formatting Options?
6. Some of the most common keyboard shortcuts used are Ctrl + (Z, X, C, V, B, I, A and U). What does each of these shortcuts do?


	6:20-6:55
	LESSON- Formatting Basics- Exercise 18- page 124-128
· Applying Font Effects, Font Color, Highlight Text, Format Painter
· Shortcuts for opening Font Dialog Box, Create a New Document, Print Dialog Box, Open Dialog Box, Save or Save Dialog Box, and Close a Document

	
7:20-7:40

7:45-9:00
	WORK PERIOD
· Students will continue to fill in a Shortcuts Matching Sheet now based on opening Dialog Boxes.
· Students will work on Exercise 18- pg.124-128. Save work in ID Folder as 18Announce_xx. 
· Students will continue to work on their Personal Resume- due Thurs.
· Students will continue to work on their Resume Reflection Essay-due Thurs.



Tues.- 03/09/10- SWBAT- DAILY OBJECTIVES
1) Review- Exercise 12 pg. 99-102- Understand- Cut and Paste, Clipboard Task Pane, Drag and Drop, Move a Paragraph, Paste Formatting Options, Keyboard Shortcuts.
2) Classwork- Continue to work on Keyboard Shortcuts Matching Document
3) Continue- Personal Resume.
4) Continue- Resume Reflection Essay.
5) Work on Exercise 18- page 124-128 save document as 18Announce_xx.

