Wednesday- 03/17/10- 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  

	6:05-6:30
	TYPINGPAL EXERCISE- Practice Section - “Quack”- Remember to enter in your results in the TypingPal Daily Results on the Class Website.

	6:30-6:55
	REVIEW QUESTIONS- Exercise 21- Using Bullets and Numbering Dialog Box
1) What are some different ways to begin a bulleted or numbered list?
2) What do you do to end a bulleted list?
3) How do you select different types of numbers from the numbers list library?
4) What do you do to restart a numbering list?
5) What do you do to change bullets to a numbers list or bullets to a symbols list?
6) What do you do to sort items into different orders?

	7:20-7:50
	LESSON- Exercise 22- Locate, Open and Use the Quick Style Gallery. 
1) Apply Styles from the Quick Style Gallery. 
2) Create a Style from the Quick Style Gallery. 
3) Edit a Style from the Quick Style Gallery.

	
7:50-8:20

8:20-8:45
	WORK PERIOD
· Complete Styles- Exercise 22. If students finish early, they can try to do Exercise 25 in class or finish any previous Exercises. (Exercise 25 is optional)
OTHER EXERCISES TO WORK ON AND COMPLETE- from 8:20-8:45
· Students can continue to work on their Personal Resume (Still due)
· Students can continue to work on their Resume Reflection Essay (Still due)

	8:40-9:00
	DEAR TIME- Drop Everything and Read
· Students please open up the document #3) on the Class Website for DEAR TIME


Wednesday- 03/17/10- DAILY OBJECTIVES
1. Improve Typing Speed- Complete Practice Section on Typing Pal Website
2. Review Questions- Yesterday’s Lesson- Using Bullets and Numbering Gallery and:
i. Begin or End a List
ii. Restart a List
iii. Change Bullets to Numbers or Symbols
iv. Select Different Types of Numbers
v. Sort a List
3. Lesson- Using Quick Styles Gallery and understanding how to:
i. Apply Styles from the Quick Style Gallery. 
ii. Create a Style from the Quick Style Gallery. 
iii. Edit a Style from the Quick Style Gallery.
4. Today’s Classwork- Complete Ex. 22 and try to do Ex. 25 
5. Previous Classwork- Complete Personal Resume and Resume Reflection Essay.
6. Improve Reading Skills- DEAR Time Article from the website www.officetutorials.com

