Tuesday- 03/16/10- DAILY CLASS AGENDA
	Times
	Description

	6:00-6:05 
	INTRODUCTION- Open class website at http://www.quia.com/pages/lcarias13/page2  and open the Daily Class Agenda  

	6:05-6:25
	TYPINGPAL EXERCISE-Practice “DRINKING WATER”

	6:25-6:55
	REVIEW- Exercise 19 and Exercise 20- Using Symbols and Indented Text- pgs.130-137

· Answer questions about how to use the Symbol Dialog Box to insert Symbols.

1. List three ways to insert a symbol within the Symbol Dialog Box.

· Answer questions about how to use the Paragraph Dialog Box or Ruler to set and adjust the 5 different types of indent marker positions.
1. What are the five different types of indent markers?

2. List the three ways to adjust indent markers.

3. What is the default increase/decrease indent amount? 



	6:30-6:55
	WORK PERIOD

· Finish Symbols exercise on pg. 131,132- Open 19Grand, save as 19Grand_xx

· Start Indents exercise on pg. 135,136- Open 20Survey, save as 20Survey_xx


	7:20-7:40
	LESSON- Exercise 21- Using Bullets and Numbering Dialog Box

We will use tutorial information for this topic that is available online at the website: http://office.microsoft.com/training
1) How to select different types of customized bullets from the bullet library, or change its font or paragraph formatting.
2) How to end a bulleted list.
3) How to select different types of customized numbers list from the numbers list library, or change its font or paragraph formatting.
4) How to restart a numbering list.
5) How to sort items (like lines or paragraphs) into different orders.

	7:40-8:00

8:00-8:30

8:30-9:00
	WORK PERIOD

· Bullets exercise on pg. 142,143- Open 21Checkin, save as 21Checkin_xx
· Students will continue to work on their Personal Resume- that is due.

· Students will continue to work on their Resume Reflection Essay-due.


Tues.- 03/16/10- SWBAT- DAILY OBJECTIVES
1) Review Questions- Ex. 19 and 20- Using Symbols and Using Indented Text

2) Lesson- Using Bullets and Numbering Dialog Box - Objectives are found above.
3) Classwork- Complete Ex. 19, Ex. 20(Started Yesterday) and Ex. 21(Today)
4) Classwork- Continue to work on Personal Resume and Resume Reflection Essay.
