Chapter 5
Word


Processing





Classroom Use





Prepare letters


Magazine & newspaper articles


Write papers


Prepare reports





- Easy to use


- Allows students to personalize  


  & refine work


- Promotes equity in final      


  products


- Prepares students for 


  workforce











Examination of


Word Processing





Basics


- Use keyboard to enter info.


- Info. displayed on monitor


- Keyboard functions used





Formatting


- Document


- Fonts


- Paragraphs


- Tabs





Inserting


- Page breaks


- Headers & footers


- Graphics





Tools


- Spell check


- Thesaurus





Designing NteQ Lesson


- Identify objectives and determine if use of word processing will help students meet them


- Match the objectives with functions of word processing


- Specify a problem that would involve use of word processing to solve it


- Plan strategies to manipulate data using word processing


- Present results in some form of word-processed material


- Plan what the students will do while using the word processor, before using, and after using it


- Assessment will have increased emphasis on written components











