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Course Title:  Word Certification		                      Grade:  10th - 12th 
	Unit (Name/Number):  Creating a Research Paper with References and Sources
	Pacing:  9 days



	Essential Question(s):   How do we use Word features to properly set up MLA research papers? How do we change documents settings such as font and font size, and line and paragraph spacing? What are the most effective ways to manipulate indents? What procedures can we use to modify text as we type? What are the proper ways to insert and edit citations and sources? 




	Content/Key Concepts
	Standards
	Key Vocabulary
	Learning Activities/Resources
	Evidence of Learning
(Assessments; Performance Tasks)



	Research Papers and Document Settings
	15.4.12.A
15.4.12.G
	· Research paper
· Modern Language Association of America (MLA)
· American Psychological Association (APA)
· Parenthetical reference
· Works Cited
· Normal style
· Line spacing
· Paragraph spacing
· Double-space
	Overview of Unit and components presented through demonstration and visuals.

Students will work through the lessons in the unit independently with assistance as needed.
	Demonstration of learning will be through daily observation of student progress, monitoring, and questioning.
Assessments – Unit Study Guide notes/question completion, and submission of completed required activities and exercises.



	Creating a Header
	15.4.12.A
15.4.12.G
	· Header
· Footer
	Students will work through the lessons in the unit independently with assistance as needed.
	Demonstration of learning will be through daily observation of student progress, monitoring, and questioning.
Assessments – Unit Study Guide notes/question completion, and submission of completed required activities and exercises.



	Typing the Research Paper Text
	15.4.12.A
15.4.12.G
	· Plagiarize
· Keyboard shortcuts
· Horizontal ruler
· Vertical ruler
· First-line indent (and marker)
· Left indent marker
· Autocorrect
· Note reference mark
· Footnote
· Endnote
· Note text
· Automatic page break
· Soft page break
· Background repagination
	Students will work through the lessons in the unit independently with assistance as needed.
	Demonstration of learning will be through daily observation of student progress, monitoring, and questioning.
Assessments – Unit Study Guide notes/question completion, and submission of completed required activities and exercises.



	Creating an Alphabetical Works Cited Page
	15.4.12.A
15.4.12.G
	· Manual page break
· Hard page break
· Bibliographical list
· Hanging indent marker
	Students will work through the lessons in the unit independently with assistance as needed.
	Demonstration of learning will be through daily observation of student progress, monitoring, and questioning.
Assessments – Unit Study Guide notes/question completion, and submission of completed required activities and exercises.



	Proofreading and Revising the Research Paper
	15.4.12.A
15.4.12.G
	· Proofreading
· Office clipboard
· Thesaurus
· Synonym
	Students will work through the lessons in the unit independently with assistance as needed.
	Demonstration of learning will be through daily observation of student progress, monitoring, and questioning.
Assessments – Unit Study Guide notes/question completion, and submission of completed required activities and exercises.




