Monday- 03/22/10- 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 PRACTICE- Do CATERPILLAR Practice!


	6:25-6:55
	REVIEW QUESTIONS- Yesterday’s Lesson Exercise 23- Setting Margins and Page Orientation. 
Students use their computers to answer the questions with yesterday’s exercise and show how they met yesterday’s objectives.
1) What are some places on Word where you can locate the Preset Margins?
2) Name the Preset Margins.
3) What is the shortcut to accessing custom margins? What is a Gutter?
4) What are the possible ways to apply a custom margin to a part of a document? What are the three possible ways?
5) What are text boundaries and are they the same as page borders?
6) What are the two page orientation types? What are the dimensions of each orientation? What is the page direction- horizontal and vertical?


	7:20-7:40
	LESSON OBJECTIVES- Exercise 24- Selecting Themes from the Themes Gallery and Using AutoFormat as You Type.
1) Select Themes from the Themes Gallery
a. Colors, Fonts, Effects are formatted.
2) Modify a Theme by selecting different colors, fonts, and effects.
3) How to Turn on AutoFormat as You Type in Autocorrect Options
4) How to use Autocorrect Options to change type manually.
5) Using AutoFormat as You Type- Typing Characters become symbols or command.
a. Options for Replace as You Type, Apply as You Type, and Automatically as You Type

	7:40-8:00







8:00-8:45
	MINI EXERCISE- WORK PERIOD
· Students will open a blank document and save it as Exercise 23_Mini Exercise.
· Students will select the Compass theme from the themes gallery.
· Students will enter the autoformatted and non autoformatted versions for the 
· quotes, ordinals, fractions, 
· hyphens/dash, 
· bold and italic with real formatting 
· and hyperlinks. 
· They will print this out and show to the teacher.

BOOK EXERCISE- WORK PERIOD
· Complete Exercise 24- Save as 24 Strength.  If you finish early, please do Exercise 25 in class or finish your Resume and Resume Reflection Essay. 

	8:45-9:00
	· REVIEW- Review today’s lesson on Applying Themes and Options for AutoFormat as You Type. 



Monday- 03/22/10- SWBAT- DAILY OBJECTIVES
1. Improve Typing Speed- Complete any Missing Practice Section on Typing Pal Website.
2. Review Questions- Previous Lesson- Setting Margins and Applying Page Orientation. 
3. Lesson- Applying Themes and AutoFormat as You Type Options and understand how to:
i. Create a Modified Theme
ii. Manually change an AutoFormatted Options 
4. Today’s Mini-Classwork- Apply a Theme and understand the differences between the Formatted and NonFormatted options. 
5. Classwork- Complete Ex. 24, and try to do Ex. 25 
6. Previous Classwork- Complete Personal Resume and Resume Reflection Essay.

image4.jpeg




