Tuesday- 03/24/10- 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- “TIMES NEW ROMAN” Work Time to finish any exercises after the review. 


	6:25-6:55
	REVIEW QUESTIONS- Yesterday’s Lesson Exercise 24- Selecting Themes from the Themes Gallery and Using AutoFormat as You Type.

1. Where in Word do you go to select/deselect the AutoFormats as You Type Option Checkboxes?  
2. What are the options for Replace as You Type in AutoFormats?
3. How do you create an  Italics or a Bold? What about an En Dash or Em Dash?
4. Where in Word do you go to create a Theme? 


	7:20-7:55
	CLASSWORK- Students will have time to finish work such as:
· Yesterday’s Exercise 24 and/or Exercise 25- End of Unit Exercise.
· Finish remaining TypingPal Exercises
· Finish Resume or Reflection Essay for Resume 


	8:00-8:45












	LESSON OBJECTIVES- Exercise 58- Inserting Equations and Recording and Running a Macro to create a Fraction or Header and Footer. 

MINI EXERCISE- WORK PERIOD
1) How to Insert an Equation to create a Fraction. 
a. Stacked vs. Skewed Fractions- Field Type Character.
2) How to Create and Record a Macro- Using Activity Document to Make a Fraction, Footer, and Header
3) Understanding Not to Use Building Blocks when creating Macros by viewing Visual Basic Code.
· They will print this out and show to the teacher.

BOOK EXERCISE- WORK PERIOD
· Complete Exercise 58- Save as 58TRAINER_xx.  If you finish early, please finish your Resume and Resume Reflection Essay. 

	8:45-9:00
	· REVIEW- Review today’s lesson on Creating Macros and Inserting Equations. 



Tuesday- 03/24/10- SWBAT- DAILY OBJECTIVES
1. Improve Typing Speed- Complete “TIMES NEW ROMAN” and any Missing Practice Section on Typing Pal Website.
2. Review Questions- Previous Lesson Ex. 24- Applying Themes and AutoFormat as You Type Options and understand how to:
i. Create a Modified Theme
ii. Manually change an AutoFormatted Options Lesson- 
3. Lesson- Ex. 58 Inserting Equations and Creating and Recording a Macro
4. Today’s Mini-Classwork- Create and Record  a Macro and apply it to create shortcuts for creating Fractions and Header/Footer. 
5. Classwork- Complete Ex. 25, and Complete Ex. 58 
6. Previous Classwork- Complete Personal Resume and Resume Reflection Essay.
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