Learning Word

6th, 7th, 8th  grade

4 days

Objective: We will learn how to use Microsoft word so we can utilize it to create a newsletter, advertisement, or brochure, which will be started this week and completed next week.

Materials: 

Computer

Computer Yellow Pages

Keyboarding

Internet for sources

Introduction: Student will get a verbal explanation of what we will do, then I will talk as the students are completing the task, student will also follow a printed version of directions in case they get confused.

Activity: Student will demonstrate the understanding of how to use the functions mentioned in class.

Day 1: (Menus Toolbars)

The Title Bar
The Menu Bar 

Toolbars 

The Ruler 

Document View Text Area 

Day 2: (Text Manipulation)

Bold

Italics

Underline

Highlighting

Changing color

Cut, Copy, Paste

Backspace, Delete

Fonts

Font Size

Bullets and Numbering

Alignment

Day 3: (Formatting)

Columns

Margins

Table

Pictures

Backgrounds

Text Boxes

Day 4: (Other)

Spell Check

Find and Replace

Shortcuts
Assessment: Students' work will be assessed by their ability to follow directions and complete the task at hand. 

Closure: Clean-up 5 to 10 minutes before the end of class, review of terms of the day.

