DAILY AGENDA- Monday, May 17, 2010
	6:00-6:00
	INTRODUCTIONS- Students open the class website and check the Daily Agenda or read typing pal practice and the review questions.

	6:20-6:40
	REVIEW QUESTIONS-Exercise 5 and Exercise 6- 
1) There are two ways to create slides from an outline. What are the two ways is there a difference?
The first way is using the new slide option. This will keep the slides in the same presentation. The second way is using the office button and open command and all files. This will start a new powerpoint presentation with the slides. 


2) How do you reuse slides from other presentations? Why is the checkbox at the bottom of the task pane important?
The checkbox is important to Keep Source Formatting. This allows you to copy and paste without the formatting changing.


3) How do you hide background graphics or change the background style? Can you apply a background style just to one slide? How?


4) What is the difference between a note page and a handout?
5) How do you change slide sizes or orientation?
6) Where are the two places to change the type of format that will print for a presentation? What are the format types?

	6:20-6:55
	CLASS WORK PERIOD-
1. Do Exercise 11 Activity on page 775- Save as 11Aquatics_xx

	7:20-7:50








7:50-8:30
	TODAY’S SKILLS/OBJECTIVES-Ex. 10-QuickStyles and Ex.11
· Apply a Quick Style to a Placeholder-pg.768-769-Ex.10
· Insert Symbols-
· Use Symbols Dialog Box
· Insert and Format a TextBox- 
· Use Format Shape Dialog Box
· Create Column Text in a TextBox or Placeholder
· Insert and Format WordArt
· Use Format Text Effects Dialog Box

Do Exercise 11 Activity on page 775- Save as 11Aquatics_xx

TODAY’S SKILLS/OBJECTIVES-Ex.11-WordArt and Ex.12 and Ex.13
· Inserting a Table
· Formatting or Modifying a Table
· Linking Excel Worksheet Data
· Copy/Paste Special vs. Link Data
· Open your Excel Final Project WorkBook and Go to the Personal Results Worksheet.
· Copy your Personal Results
· Use Paste to Paste on a Blank PowerPoint Presentation
· Use Paste Special to Paste on the Same Slide in the PP pres.
· Resize or Crop a Worksheet
· Insert and Format WordArt
· Use Format Text Effects Dialog Box
Do Exercise 12 Activity on page 780- Open 12Aquatics and save


	8:30-9:00
	Review- Review topics covered in today’s objective.




LESSON OBJECTIVES- SWBAT- Monday, May 17, 2010
1) Complete Review Questions from Monday’s lesson- Questions above. 

2) Today’s Topics/Objectives- Ex.10(one topic) and Ex.11
· Apply a Quick Style to a Placeholder-pg.768-769-Ex.10
· Insert Symbols-
· Use Symbols Dialog Box
· Insert and Format a TextBox- 
· Use Format Shape Dialog Box
· Create Column Text in a TextBox or Placeholder
· Insert and Format WordArt
· Use Format Text Effects Dialog Box
Exercise 12
· Insert and Format WordArt
· Use Format Text Effects Dialog Box
· Inserting a Table
· Formatting or Modifying a Table
· Linking Excel Worksheet Data
· Copy/Paste Special vs. Link Data
· Resize or Crop a Worksheet
· Insert and Format WordArt
· Use Format Text Effects Dialog Box
· Inserting a Chart
· Format or Modify a Chart


3) Complete Activity- Exercise 11 Activity on page 775
4) Complete Activity- Exercise 12 Activity on page 780
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