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Computer Application IIA (BCIS 2)
Name: R. Calhoun
Week of: November 10-14, 2008
Focus: Microsoft WORD 2003 Efficiency
	Monday- A
	Tuesday-B
	Wednesday-A
	Thursday-B
	Friday-A

	Learning Target: 

Students will create and use templates; use wizards; use mail merge; save a document as a Web page and apply a theme; insert hyperlinks in documents and Web pages.
Essential Learning: 

Use Mail Merge

Insert and View Comments

Merge Documents

Create a Web Page

Insert Hyperlinks
Activities/Assessment:

· MicroType Pro Lessons (red section)
· Read lesson 8
· Step-by-step 8.15, 8.16
· Chapter 8 Review Worksheet (on-line)
Enrichment:

Projects 8-1 8-2, 8-3, 8-4, 8-5
Resources/Materials:

Computer, Worksheets, Teacher Website, Textbooks

SCANS:  Resources, Information, Technology
	No Class on B-Day
	Learning Target: 

Students will review Word features: change margins, format documents, change fonts, align text, edit documents from proofreader’s marks, create bullets, headers.
Essential Learning: 

Review WORD features before moving on the advance features
Activities/Assessment:

· MicroType Pro Lessons (red section)
· Lesson 8 TEST
· Step-by-step 1.1, p. 4-6
Enrichment:

Resources/Materials:

Computer, Worksheets, Teacher Website, Textbooks

SCANS:  Resources, Information, Technology
	No Class on B-Day
	Learning Target: 

Students will sort a single-column list, sort a multiple-column list, sort paragraphs, sort a table, create calculations in tables

Essential Learning: 

Sorting

Activities/Assessment:

· MicroType Pro Lessons (red section)
· Define vocabulary into sentences, p. 3 (lesson 9
· Step-by-step 9.1, 9.2, 9.3, 9.4, 9.5
Enrichment:

Project 9-1, 9-2

Resources/Materials:

Computer, Worksheets, Teacher Website, Textbooks

SCANS:  Resources, Information, Technology


Note:  Lesson plans are flexible and subject to change to meet the needs of the students ----Reteaching



















Special Education IEP Modifications:

1:Change of Pace; 2:Extended Time; 3:Modified Test; 4: Study Sheets; 5:Repeat Drill & Practice; 6: Peer Tutoring; 7:Short Assignments


