[image: image1.wmf]Sharpstown High School
Business Computer Information Systems 1A
Name: CTE Department (R. Calhoun)
Week of: November 3-7, 2008
Focus: Microsoft Office Word- Formatting Documents
	Monday- B
	Tuesday-A
	Wednesday-B
	Thursday-A
	Friday-B

	Learning Target: 

Students will enter text, edit text & change the views.  Student will create a new document, save the document, preview & print.
Essential Learning: 

Microsoft Office Word documents

MS Standard Toolbar
Activities/Assessment:

· Unit 1  Lesson 1 PowerPoint
· MicroType Pro Lessons (green section)
· Unit 1 Lesson 1 Worksheet (M/C-T/F)
· Unit 1 Lesson 1 Worksheet (Matching)
· Unit 1  Lesson 2 Key Terms (sentences)

Enrichment/Modification:

Guided Activity 1, p. 37

Guided Activity 2, p. 38

Resources/Materials:

Textbook ,Computer, In focus projector, Website, PowerPoint presentation, Handouts

TEKS:  3B, 3E, 3F
	No BCIS 1 Class


	Learning Target: 

Students will learn how to apply paragraph character styles, modify paragraph formats, set tables, and apply bullets, numbering and outline numbering list.
Essential Learning: 

Paragraph and character styles

Tabs in a document

Activities/Assessment:

· Unit 1  Lesson 2 Key Terms (sentences)

· Unit 1 Lesson 1 TEST
· MicroType Pro Lessons (green section)
· Step Thru It Ex. 1A-3, pp. 47-57
· Step Thru It Ex. 4A-7B, pp. 61-71
· Word Activity Worksheets
Enrichment/Modification:

Guided Activity 1, p. 77

Guided Activity 2, p. 78

Resources/Materials:

Textbook ,Computer, In focus projector, Website, PowerPoint presentation, Handouts

TEKS:  3B, 3E, 3F
	No BCIS 1 Class


	Learning Target: 

Students will learn how to apply paragraph character styles, modify paragraph formats, set tables, and apply bullets, numbering and outline numbering list.
Essential Learning: 

Bullets, numbering, and outline numbering to lists
Header and Footer

Page break and page number

Activities/Assessment:

· Unit 1  Lesson 2 Key Terms (sentences)

· Unit 1 Lesson 1 TEST
· MicroType Pro Lessons (green section)
· Step Thru It Ex. 1A-3, pp. 47-57
· Step Thru It Ex. 4A-7B, pp. 61-71
· Word Activity Worksheets
Enrichment/Modification:

Guided Activity 1, p. 77

Guided Activity 2, p. 78

Resources/Materials:

Textbook ,Computer, In focus projector, Website, PowerPoint presentation, Handouts

TEKS:  3B, 3E, 3F




















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

