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Name: CTE Department (R. Calhoun)
Week of: December 8-12, 2008
Focus/Title: Microsoft Office Word- Working w/ Outlines, Comments Feature
	Monday- B
	Tuesday-A
	Wednesday-B
	Thursday-A
	Friday-B

	Learning Target: 

Students will learn how to apply highlights, text effects, browse to specific content; create, modify, and format tables; insert graphics into a document, apply & modify newsletter columns, increase keyboarding speed and accuracy; review and apply TAKS grammar rules; review for final exam.
Activities/Assessment:

· MicroType Pro Lessons (green section)/Capitalization 1-5
· Step Thru It Ex. 6A-6B, pp. 111-112
· Unit 1 Lesson 3 Worksheets (on-line)
Enrichment/Evaluation:

Guided Activity 1, p. 123 (extra credit)
MOUS Certification Prep

Resources/Materials:

Textbook ,Computer, In focus projector, Website, PowerPoint presentation, Handouts,  final exam review sheet; www.gcflearnfree.org

TEKS:  2A, 3A, 3B, 3E, 3F
	No BCIS 1 Class


	Learning Target: 

Students will learn how to apply highlights, text effects, browse to specific content; create, modify, and format tables; insert graphics into a document, apply & modify newsletter columns, increase keyboarding speed and accuracy; review and apply TAKS grammar rules; review for final exam.
Activities/Assessment:

· MicroType Pro Lessons (green section)/Capitalization 1-6
· Unit 1 Lesson 3 Worksheets (on-line)
· Unit 1 Lesson 3 TEST
Enrichment/Evaluation:

Guided Activity 1, p. 123 (extra credit)
MOUS Certification Prep

Resources/Materials:

Textbook ,Computer, In focus projector, Website, PowerPoint presentation, Handouts,  final exam review sheet; www.gcflearnfree.org

TEKS:  2A, 3A, 3B, 3E, 3F
	No BCIS 1 Class


	Learning Target: 

Students will create an outline; use the comments feature and track changes; increase keyboarding speed and accuracy; review and apply TAKS grammar rules; review for final exam.
Activities/Assessment:

· MicroType Pro Lessons (green section)/Capitalization (finish)
· Unit 1 Lesson 4 Key Terms into sentences, p. 130
· Unit 1A-2C, pp. 133-139;
Enrichment/Evaluation:

Guided Activity 1, p. 155 (extra credit)
MOUS Certification Prep

Resources/Materials:

Textbook ,Computer, In focus projector, Website, PowerPoint presentation, Handouts, final exam review sheet;  www.gcflearnfree.org

TEKS:  2A, 3A, 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

