Thursday- 03/18/10- DAILY CLASS AGENDA
	Times
	Description

	6:00-6:05 
	INTRODUCTION- Open class website at http://www.quia.com/pages/lcarias13/pages2  and open the Daily Class Agenda  

	6:05-6:20
	TYPINGPAL PRACTICE- “Why Cats Purr”

	6:25-6:40
	REVIEW QUESTIONS- Exercise 22- Applying, Creating, and Modifying Styles
1) Where do you go to change the Pre-Set Style Sets? For example to select the Modern Style Set.

2) Where is the More Drop Down Button Located? What opens when you click this button?
3) When you click on the Styles Group Dialog Box Launcher what opens?

4) How do you Display all styles in the Task Pane?

5) How do you select a Style to apply? For example to select Heading 3?

6) Explain in general two ways to create a style from formatting? Which way is more detailed?
7) How do you modify a style? Where is the formatting drop down button that allows you to change the paragraph spacing?
8) How do you use clear formatting to clear both styles and direct formatting in a paragraph?

	6:40-7:00
	LESSON- Exercise 23- Setting Margins, and Page Orientation and Formatting a One-Page Report. 
1) Select PreSet Margins from the Margins Button Menu. 
2) Select Custom Margins in the Page Setup Group Dialog Box Launcher or Print Preview. 

2a) Understand Top, Bottom, Left, Right, Gutter, and Apply to this point forward, and whole document.

3) Displaying and Hiding Text Boundaries 
4) Setting Page Orientation from the Page Setup Group Dialog Box Launcher or Print Preview.
4a) Understand Portrait vs. Landscape and apply to this point forward and whole document.



	7:20-8:40
	WORK PERIOD

· Complete Exercise 23- 23 Trainer.  If you finish early, then you can try to do Exercise 25 in class or finish your Resume and Resume Reflection Essay. (Exercise 25 is optional)

	8:40-9:00
	REVIEW/DEAR TIME
· Review today’s lesson on Setting Margins and Page Orientation and read the Office 2007 article on the Website.


Thursday- 03/18/10- SWBAT- DAILY OBJECTIVES
1. Improve Typing Speed- Complete Practice Section on Typing Pal Website- “Why 

Cats Purr”
2. Review Questions- Previous Lesson- Applying, Creating and Modifying Styles
3. Lesson- Using Page Setup Dialog Box and Print Preview to understand how to:
i. Set Margins and Page Orientation 
4. Today’s Classwork- Complete Ex. 23, and try to do Ex. 25 

5. Previous Classwork- Complete Personal Resume and Resume Reflection Essay.
6. DEAR TIME- Review classwork and read Office 2007 article on the Website.

