[bookmark: _GoBack]TOPIC: Essential Touch Typing

Key Learning: Use proper keyboard typing skills to key documents using the letter, figure, symbol, and numeric keys



Unit Essential Question:  How do proper typing skills help enhance documents composed within word processing software?




Concept:						Concept:
Lesson Essential Questions:
1. How do proper typing skills assist with efficient business operations?
1. How can improper typing skills affect one’s physical health?
1. Which finger is responsible for individual letter key operations?
1. Why is it important to type in a manner that keeps eyes on the monitor?
Letter Key Operations
CA- 1.1.1, 1.1.4, 1.1.7, 2.1.1, 2.1.2, 3.1.4, 3.1.6
Symbol Key Operations
CA- 1.1.1, 1.1.4, 1.1.7, 2.1.1, 2.1.2, 3.1.4, 3.1.6
Lesson Essential Questions:
1. Why are symbol keys grouped in two different locations on the keyboard?
1. Which symbol keys require more than one keystroke?
1. Which symbol keys are more commonly used in keyboarding?





















						    Additional Info:
Vocabulary:
Symbol Keys
Vocabulary:
Home Row, Carpal Tunnel Syndrome









Additional Info:


TOPIC: Essential Touch Typing

Key Learning: Use proper keyboard typing skills to key documents using the letter, figure, symbol, and numeric keys



Unit Essential Question:  How do proper typing skills help enhance documents composed within word processing software?




Concept:						Concept:

Numeric Keypad Operations
CA- 1.1.1, 1.1.4, 1.1.7, 2.1.1, 2.1.2, 3.1.4, 3.1.6




Lesson Essential Questions:
Lesson Essential Questions:
1. Why is it useful to use the numeric keypad composing documents?
2. How does the numeric keypad differ from the number row?
3. How might the numeric keypad be useful outside of the Microsoft Word program?
4. Why is the Num Lock an important key on the keypad?

















						    Additional Info:
Vocabulary:
Vocabulary:









Additional Info:


TOPIC: File Management and Using Microsoft Word

Key Learning: Use Microsoft Word to compose, edit, save, and print word processing documents



Unit Essential Question:  How can Microsoft Word be used to compose, edit, save, and print word processing documents?




Concept:						Concept:
Use Template Files
CA- 1.1.1, 1.1.3, 1.1.4, 1.1.6, 1.1.7, 2.1.1, 2.1.2, 3.1.7, 3.2.3   CAA- 1.1.3, 1.1.4, 1.1.6, 1.1.7
Open, Save, and Exit Files
CA- 1.1.1, 1.1.3, 1.1.4, 1.1.6, 1.1.7, 2.1.1, 2.1.2, 3.1.7, 3.2.3   CAA- 1.1.3, 1.1.4, 1.1.6, 1.1.7




Lesson Essential Questions:
1. Why are templates useful in creating certain documents?
2. Explain the various types of preinstalled templates available
3. How is using a template sometimes difficult to use when composing a document?
4. How do you create a template using the template tools?
Lesson Essential Questions:
1. Explain the different ways to open a new Microsoft Word document
2. How do Save and Save As differ?
3. Why is it important to save regularly while creating a document?
4. How do you exit a file?

















						    Additional Info:
Vocabulary:
Template
Vocabulary:









Additional Info:



TOPIC: File Management and Using Microsoft Word

Key Learning: Use Microsoft Word to compose, edit, save, and print word processing documents



Unit Essential Question:  How can Microsoft Word be used to compose, edit, save, and print word processing documents?




Concept:						Concept:
Printing
CA- 1.1.1, 1.1.3, 1.1.4, 1.1.6, 1.1.7, 2.1.1, 2.1.2, 3.1.7, 3.2.3   CAA- 1.1.3, 1.1.4, 1.1.6, 1.1.7
Toolbars
CA- 1.1.1, 1.1.3, 1.1.4, 1.1.6, 1.1.7, 2.1.1, 2.1.2, 3.1.7, 3.2.3   CAA- 1.1.3, 1.1.4, 1.1.6, 1.1.7




Lesson Essential Questions:
1. Why is it important to print preview prior to printing a document?
2. How does the print menu help the user print certain aspects, sections, or pages of a document?
3. Explain the various print options available in the print menu
Lesson Essential Questions:
1. Why is the menu bar important with file management and editing and formatting a document?
2. How can the formatting toolbar be used to edit and format the text of a document?
3. How is the standard toolbar used to view and manage a file?

















						    Additional Info:
Vocabulary:
Print Preview
Vocabulary:
Menu Bar, Formatting Toolbar, Standard Toolbar









Additional Info:



TOPIC: Formatting

Key Learning: Use Microsoft Word to format font, paragraphs, and documents



Unit Essential Question:  How are the Microsoft Word tools used to format and change the overall appearance of word processing documents?




Concept:						Concept:
Formatting Text
CA- 1.1.1, 1.1.3, 1.1.4, 1.1.10, 2.1.1, 2.1.2, 3.1.6, 3.1.7, 3.2.2, 3.2.3    CAA- 1.1.4, 2.1.1, 2.1.2, 3.2.3
Shortcuts
CA- 1.1.1, 1.1.3, 1.1.4, 1.1.10, 2.1.1, 2.1.2, 3.1.6, 3.1.7, 3.2.2, 3.2.3    CAA- 1.1.4, 2.1.1, 2.1.2, 3.2.3




Lesson Essential Questions:
1. Why can different font types and sizes enhance Microsoft Word documents?
2. How are the bold, italics, and underline tools useful in Microsoft Word documents?
3. Explain situations where different font effects are used in document creation
4. How is character spacing a useful tool?
Lesson Essential Questions:
1. How are keyboard shortcuts useful to the formatting and editing of Microsoft Word Documents? 
2. Identify the various formatting keyboard shortcuts available in Microsoft Word
3. How are keyboard shortcuts useful for file management?

















						    Additional Info:
Vocabulary:
Formatting Tools
Vocabulary:
Various Keyboard Shortcuts









Additional Info:



TOPIC: Formatting

Key Learning: Use Microsoft Word to format font, paragraphs, and documents



Unit Essential Question:  How are the Microsoft Word tools used to format and change the overall appearance of word processing documents?




Concept:						Concept:
Bulleting and Numbering
CA- 1.1.1, 1.1.3, 1.1.4, 1.1.10, 2.1.1, 2.1.2, 3.1.6, 3.1.7, 3.2.2, 3.2.3    CAA- 1.1.4, 2.1.1, 2.1.2, 3.2.3
Formatting Paragraphs
CA- 1.1.1, 1.1.3, 1.1.4, 1.1.10, 2.1.1, 2.1.2, 3.1.6, 3.1.7, 3.2.2, 3.2.3    CAA- 1.1.4, 2.1.1, 2.1.2, 3.2.3




Lesson Essential Questions:
1. How does bulleting and numbering help separate and enhance a document?
2. How can spacing and bullets be changed in the bullet menu?
3. How do the different levels of numbering help organize an outline?
Lesson Essential Questions:
1. How is paragraph alignment useful in formatting text paragraphs?
2. How does indentation affect the overall appearance of the document?
3. How can be line spacing used to format the document?
4. How are keyboard shortcuts useful for paragraph spacing?

















						    Additional Info:
Vocabulary:
Vocabulary:
Double Spacing









Additional Info:



TOPIC: Formatting

Key Learning: Use Microsoft Word to format font, paragraphs, and documents



Unit Essential Question:  How are the Microsoft Word tools used to format and change the overall appearance of word processing documents?




Concept:						Concept:

Borders and Shading
CA- 1.1.1, 1.1.3, 1.1.4, 1.1.10, 2.1.1, 2.1.2, 3.1.6, 3.1.7, 3.2.2, 3.2.3    CAA- 1.1.4, 2.1.1, 2.1.2, 3.2.3




Lesson Essential Questions:
Lesson Essential Questions:
1. How is the borders and shading useful in separating important pieces of text documents?
2. How do the different border options allow the user more opportunity to edit the document?
3. Explain the various shading options available for text editing

















						    Additional Info:
Vocabulary:
Vocabulary:
Borders, Shading









Additional Info:



TOPIC: Word Features

Key Learning: Use Microsoft Word features to assist with word processing



Unit Essential Question:  How are the Microsoft Word features useful in assisting individuals to produce word documents in a professional and timely manner?




Concept:						Concept:
Language Tools
CA- 1.1.1, 1.1.3, 1.1.4, 1.1.10, 2.1.1, 2.1.2, 3.1.3 3.1.6, 3.1.7    CAA- 1.1.4, 2.1.1, 2.1.2, 3.2.3, 3.2.7
Find and Replace
CA- 1.1.1, 1.1.3, 1.1.4, 1.1.10, 2.1.1, 2.1.2, 3.1.3 3.1.6, 3.1.7     CAA- 1.1.4, 2.1.1, 2.1.2, 3.2.3, 3.2.7




Lesson Essential Questions:
1. How does the spelling and grammar tool help produce correct and professional documents?
2. Why is the Thesaurus tool a useful tool for word choice?
3. How does the Hyphenation tool help to create professional looking documents?
4. How can Microsoft Word be utilized to create foreign language influenced documents?
Lesson Essential Questions:
1. How is the find tool useful in working with long documents?
2. How can the find and replace tool be useful in updating documents?
3. How are wildcards used for finding words within a document?
4. How does the Go To tool allow the user to navigate through the document?

















						    Additional Info:
Vocabulary:
Thesaurus, Hyphenation
Vocabulary:
Find, Replace, Go To









Additional Info:



TOPIC: Word Features

Key Learning: Use Microsoft Word features to assist with word processing



Unit Essential Question:  How are the Microsoft Word features useful in assisting individuals to produce word documents in a professional and timely manner?




Concept:						Concept:
AutoText
CA- 1.1.1, 1.1.3, 1.1.4, 1.1.10, 2.1.1, 2.1.2, 3.1.3 3.1.6, 3.1.7     CAA- 1.1.4, 2.1.1, 2.1.2, 3.2.3, 3.2.7
AutoCorrect
CA- 1.1.1, 1.1.3, 1.1.4, 1.1.10, 2.1.1, 2.1.2, 3.1.3 3.1.6, 3.1.7     CAA- 1.1.4, 2.1.1, 2.1.2, 3.2.3, 3.2.7




Lesson Essential Questions:
1. How does AutoText differ from AutoCorrect?
2. How does AutoText help the user compose documents?
3. What types of documents does AutoText have preinstalled text lines?
4. How can a user create an AutoText entry?
Lesson Essential Questions:
1. How is the AutoCorrect tool used to correct commonly misspelled words?
2. How can AutoCorrect help prevent commonly text formatting mistakes?
3. Why is it useful to create an entry in the replace text tool for words that are used regularly (i.e. business or personal names)?
4. How is AutoCorrect used as a formatting tool?

















						    Additional Info:
Vocabulary:
AutoText
Vocabulary:
AutoCorrect









Additional Info:



TOPIC: Long Documents

Key Learning: Use Microsoft Word tools to compose a long word processing document



Unit Essential Question:  Why is Microsoft Word a valuable tool for creating long documents? How are the Word features used to assist in creating long, professional appearing documents?




Concept:						Concept:
Heading Styles
CA- 1.1.1, 1.1.3, 1.1.4, 1.1.10, 2.1.1, 2.1.2, 2.1.3 3.1.6, 3.1.7, 3.2.5, 5.1.1, 5.1.2, 5.1.3     CAA- 1.1.4, 2.1.1, 2.1.2, 2.1.3, 3.2.2, 3.2.3, 3.2.7, 3.3.11, 5.1.1, 5.1.2, 5.1.3
Header/Footer/Page Numbers
CA- 1.1.1, 1.1.3, 1.1.4, 1.1.10, 2.1.1, 2.1.2, 2.1.3 3.1.6, 3.1.7, 3.2.5, 5.1.1, 5.1.2, 5.1.3     CAA- 1.1.4, 2.1.1, 2.1.2, 2.1.3, 3.2.2, 3.2.3, 3.2.7, 3.3.11, 5.1.1, 5.1.2, 5.1.3




Lesson Essential Questions:
1. How are heading styles useful in sectioning long documents?
2. How do the various heading styles differ from one another?
3. How do you edit a heading style?
4. How do you assign a keyboard shortcut to a certain heading styles?
Lesson Essential Questions:
1. How are headers and footers used as organizational devices for long documents?
2. How do headers and footers differ?
3. Why are page numbers a useful tool in the header of a document?
4. How can the user insert a header/footer, but not include it on the first page?
5. Explain other preinstalled information options available in header/footers



Ho 













						    Additional Info:
Vocabulary:
Style
Vocabulary:
Header, Footer









Additional Info:



TOPIC: Long Documents

Key Learning: Use Microsoft Word tools to compose a long word processing document



Unit Essential Question:  Why is Microsoft Word a valuable tool for creating long documents? How are the Word features used to assist in creating long, professional appearing documents?




Concept:						Concept:
Page and Section Breaks
CA- 1.1.1, 1.1.3, 1.1.4, 1.1.10, 2.1.1, 2.1.2, 2.1.3 3.1.6, 3.1.7, 3.2.5, 5.1.1, 5.1.2, 5.1.3     CAA- 1.1.4, 2.1.1, 2.1.2, 2.1.3, 3.2.2, 3.2.3, 3.2.7, 3.3.11, 5.1.1, 5.1.2, 5.1.3
Multiple Documents
CA- 1.1.1, 1.1.3, 1.1.4, 1.1.10, 2.1.1, 2.1.2, 2.1.3 3.1.6, 3.1.7, 3.2.5, 5.1.1, 5.1.2, 5.1.3     CAA- 1.1.4, 2.1.1, 2.1.2, 2.1.3, 3.2.2, 3.2.3, 3.2.7, 3.3.11, 5.1.1, 5.1.2, 5.1.3




Lesson Essential Questions:
1. How is a page break useful in dividing a document into specific pages?  
2. Why is a page break better than pressing enter multiple times?
3. How are continuous breaks used in organization of a document?
4. How is the column break useful when working with columns?
Lesson Essential Questions:
1. Why might a user need to use multiple documents to create one long document?
2. How does tiling the start menu assist with viewing multiple documents?
3. Why is splitting the window useful in viewing long documents?
4. How are section headings important to long documents?

















						    Additional Info:
Vocabulary:
Page Break, Section Break, Continuous Break, Column Break
Vocabulary:
Tiling, Split Window









Additional Info:



TOPIC: Long Documents

Key Learning: Use Microsoft Word tools to compose a long word processing document



Unit Essential Question:  Why is Microsoft Word a valuable tool for creating long documents? How are the Word features used to assist in creating long, professional appearing documents?




Concept:						Concept:
Linking/Embedding
CA- 1.1.1, 1.1.3, 1.1.4, 1.1.10, 2.1.1, 2.1.2, 2.1.3 3.1.6, 3.1.7, 3.2.5, 5.1.1, 5.1.2, 5.1.3     CAA- 1.1.4, 2.1.1, 2.1.2, 2.1.3, 3.1.7, 3.2.2, 3.2.3, 3.2.7, 3.3.11, 5.1.1, 5.1.2, 5.1.3
Table of Contents
CA- 1.1.1, 1.1.3, 1.1.4, 1.1.10, 2.1.1, 2.1.2, 2.1.3 3.1.6, 3.1.7, 3.2.5, 5.1.1, 5.1.2, 5.1.3     CAA- 1.1.4, 2.1.1, 2.1.2, 2.1.3, 3.2.2, 3.2.3, 3.2.5, 3.2.7, 3.3.11, 5.1.1, 5.1.2, 5.1.3




Lesson Essential Questions:
1. How do linking and embedding differ?
2. Explain the various types of objects that can be linked and embedded into a long word document
3. How can the user embed a file that updates when the original file updated?
4. 
Lesson Essential Questions:
1. Why is a table of contents useful for long documents?
2. How do you use the Microsoft Word tools to auto create a table of contents?
3. How are tabs, leaders, and spacing important to the format for a table of contents?

















						    Additional Info:
Vocabulary:
Linking, Embedding
Vocabulary:
Table of Contents









Additional Info:



TOPIC: Macros

Key Learning: Use Macros to make document creation easier and faster



Unit Essential Question:  Why are macros useful in creating documents easier and faster?




Concept:						Concept:
Creating/Recording a Macro
CA- 1.1.1, 1.1.3, 1.1.4, 1.1.10, 2.1.1, 2.1.2, 3.1.6, 3.1.7, CAA- 1.1.4, 2.1.1, 2.1.2, 3.2.10
Macros
CA- 1.1.1, 1.1.3, 1.1.4, 1.1.10, 2.1.1, 2.1.2, 3.1.6, 3.1.7, CAA- 1.1.4, 2.1.1, 2.1.2, 3.2.10




Lesson Essential Questions:
1. How is a Macro recorded in Microsoft Word?
2. How does the toolbar and keyboard Macro differ?
3. Why is it important to have security option as part of the Macro programs?

Lesson Essential Questions:
1. How can a Macro be created to perform multiple tasks at one time?
2. How are Macros useful for frequent Microsoft Word users?
3. How might a Macro be used in Microsoft Word?


















						    Additional Info:
Vocabulary:
Vocabulary:
Macro









Additional Info:




TOPIC: Macros

Key Learning: Use Macros to make document creation easier and faster



Unit Essential Question:  Why are macros useful in creating documents easier and faster?




Concept:						Concept:

Use a Macro
CA- 1.1.1, 1.1.3, 1.1.4, 1.1.10, 2.1.1, 2.1.2, 3.1.6, 3.1.7, CAA- 1.1.4, 2.1.1, 2.1.2, 3.2.10




Lesson Essential Questions:
Lesson Essential Questions:
1. How does a user run a Macro in Microsoft Word?
2. Why must the Macro screen be closed after use?
3. Why can multiple Macros assist in long document creation?

















						    Additional Info:
Vocabulary:
Vocabulary:









Additional Info:




TOPIC: Drawing Tools

Key Learning: Use drawing tools within Microsoft Word to enhance word documents



Unit Essential Question:  How is the drawing tool bar and drawing tools useful in enhancing a word document?




Concept:						Concept:
Drawing Tools
CA- 1.1.1, 1.1.3, 1.1.4, 1.1.10, 2.1.1, 2.1.2, 3.1.6, 3.1.7, 3.2.6       CAA- 1.1.4, 2.1.1, 2.1.2, 3.2.3, 3.2.6
Drawing Toolbar
CA- 1.1.1, 1.1.3, 1.1.4, 1.1.10, 2.1.1, 2.1.2, 3.1.6, 3.1.7, 3.2.6        CAA- 1.1.4, 2.1.1, 2.1.2, 3.2.3, 3.2.6




Lesson Essential Questions:
1. Explain the drawing toolbar tools and their uses
2. How can drawing objects be further edited in the draw menu?
3. How do Shadowing and 3D effects further enhance drawing objects?
4. How is using AutoShapes an advantage to drawing objects freehand?
Lesson Essential Questions:
1. How does the user display the drawing toolbar?
2. How is the drawing toolbar used to create and edit graphics?
3. Why is the drawing toolbar useful to enhancing a Word document?


















						    Additional Info:
Vocabulary:
AutoShapes, Draw Menu, 3D effects
Vocabulary:
Drawing Toolbar









Additional Info:



TOPIC: Drawing Tools

Key Learning: Use drawing tools within Microsoft Word to enhance word documents



Unit Essential Question:  How is the drawing tool bar and drawing tools useful in enhancing a word document?




Concept:						Concept:
Clipart
CA- 1.1.1, 1.1.3, 1.1.4, 1.1.10, 2.1.1, 2.1.2, 3.1.6, 3.1.7, 3.2.6       CAA- 1.1.4, 2.1.1, 2.1.2, 3.2.3, 3.2.6
Textboxes
CA- 1.1.1, 1.1.3, 1.1.4, 1.1.10, 2.1.1, 2.1.2, 3.1.6, 3.1.7, 3.2.6        CAA- 1.1.4, 2.1.1, 2.1.2, 3.2.3, 3.2.6




Lesson Essential Questions:
1. How do clipart images differ from other picture images?
2. How can the size and colors of clipart images be changed and edited?
3. How can flipping and rotating of clipart images enhance the visual appearance of a document?
Lesson Essential Questions:
1. Why is the textbook tool a useful tool for inserting text graphics?
2. How can textbox objects be edited or formatted?
3. Explain how to use multiple textboxes
4. How can text within a textbox be further edited and formatted?

















						    Additional Info:
Vocabulary:
Clipart, Flip, Rotate
Vocabulary:
Textbox









Additional Info:



TOPIC: Drawing Tools

Key Learning: Use drawing tools within Microsoft Word to enhance word documents



Unit Essential Question:  How is the drawing tool bar and drawing tools useful in enhancing a word document?




Concept:						Concept:
Watermark
CA- 1.1.1, 1.1.3, 1.1.4, 1.1.10, 2.1.1, 2.1.2, 3.1.6, 3.1.7, 3.2.6       CAA- 1.1.4, 2.1.1, 2.1.2, 3.2.3, 3.2.6
Word Art
CA- 1.1.1, 1.1.3, 1.1.4, 1.1.10, 2.1.1, 2.1.2, 3.1.6, 3.1.7, 3.2.6        CAA- 1.1.4, 2.1.1, 2.1.2, 3.2.3, 3.2.6




Lesson Essential Questions:
1. Why do businesses use watermarks in Microsoft Word documents?
2. How can a user create a watermark image or text?
3. Why is the header/footer option a useful tool for creating a watermark?
Lesson Essential Questions:
1. How is WordArt useful to adding graphic images?
2. How does the WordArt toolbar help the user change the appearance of a WordArt graphic?
3. How can the WordArt graphic be further edited, formatted, and enhanced?

















						    Additional Info:
Vocabulary:
Watermark
Vocabulary:
WordArt









Additional Info:



TOPIC: Tables

Key Learning: Use the table feature in Microsoft Word to organize data information



Unit Essential Question:  How is the table feature in Microsoft Word useful in organizing and inputting data information?




Concept:						Concept:
Format Tables
CA- 1.1.1, 1.1.3, 1.1.4, 1.1.10, 2.1.1, 2.1.2, 3.1.6, 3.1.7, 3.2.4       CAA- 1.1.4, 2.1.1, 2.1.2, 3.2.3, 3.2.4
Create Tables
CA- 1.1.1, 1.1.3, 1.1.4, 1.1.10, 2.1.1, 2.1.2, 3.1.6, 3.1.7, 3.2.4        CAA- 1.1.4, 2.1.1, 2.1.2, 3.2.3, 3.2.4




Lesson Essential Questions:
1. How can a table be formatted?
2. Why would a user need to change the cell properties of a table?
3. How are coloring and shading useful to a table?
4. Why can the drawing toolbar not be used to edit the table?
Lesson Essential Questions:
1. Why would tables be used within a Microsoft Word document?
2. How does a user insert a table into a Word document?
3. How can a set of text information be converted to a table format?
4. Why is AutoFit a better option than fixed column width?

















						    Additional Info:
Vocabulary:
Format Table, Borders, Shading
Vocabulary:
Table, AutoFit









Additional Info:




TOPIC: Tables

Key Learning: Use the table feature in Microsoft Word to organize data information



Unit Essential Question:  How is the table feature in Microsoft Word useful in organizing and inputting data information?




Concept:						Concept:
Input Tables from Excel
CA- 1.1.1, 1.1.3, 1.1.4, 1.1.10, 2.1.1, 2.1.2, 3.1.6, 3.1.7, 3.2.4       CAA- 1.1.4, 2.1.1, 2.1.2, 3.2.3, 3.2.4
AutoFormat Tables
CA- 1.1.1, 1.1.3, 1.1.4, 1.1.10, 2.1.1, 2.1.2, 3.1.6, 3.1.7, 3.2.4        CAA- 1.1.4, 2.1.1, 2.1.2, 3.2.3, 3.2.4




Lesson Essential Questions:
1. What types of Excel information can be inputted into a Word document?
2. How can Excel tables be inserted into a Word document?
3. How do Word tables and Excel tables differ?
4. Why would embedding an Excel table be and advantage to the user?

Lesson Essential Questions:
1. Explain how tables use AutoFormat
2. How can a table be converted to an AutoFormat?
3. What aspects of a table are changed with AutoFormat?
4. Why would a business use AutoFormat for tables within a Word document?

















						    Additional Info:
Vocabulary:
Excel, Embed
Vocabulary:
AutoFormat









Additional Info:


TOPIC: Business Communications

Key Learning: Use Microsoft Word to prepare business communications to include Letters and Memorandums



Unit Essential Question:  How can Microsoft Word be utilized to prepare business letters, personal letters, and memorandums?




Concept:						Concept:
Business Letters
CA- 1.1.1, 1.1.3, 1.1.4, 1.1.10, 2.1.1, 2.1.2, 3.1.6, 3.1.7, 3.2.1         CAA- 1.1.4, 2.1.1, 2.1.2, 3.2.1, 3.2.3
Business Communication Etiquette
CA- 1.1.1, 1.1.3, 1.1.4, 1.1.10, 2.1.1, 2.1.2, 3.1.6, 3.1.7, 3.2.1         CAA- 1.1.4, 2.1.1, 2.1.2, 3.2.1, 3.2.3




Lesson Essential Questions:
1. How are Business Letters formatted?
2. How do Block and Modified-Block Letters differ?
3. How can Microsoft Word assist with proper formatting of business documents?
4. What text and paragraph modifications need to be made to a business letter?
Lesson Essential Questions:
1. Why is it necessary to use proper communication etiquette for business communications?
2. How does communication etiquette apply to both hardcopy and electronic business communications?
3. How does proper English apply to communication etiquette?
4. How does communication etiquette apply to business letters and memorandums? 

















						    Additional Info:
Vocabulary:
Business Letter, Block Format, Modified-Block Format
Vocabulary:
Communication Etiquette









Additional Info:


TOPIC: Business Communications

Key Learning: Use Microsoft Word to prepare business communications to include Letters and Memorandums



Unit Essential Question:  How can Microsoft Word be utilized to prepare business letters, personal letters, and memorandums?




Concept:						Concept:
Memorandums
CA- 1.1.1, 1.1.3, 1.1.4, 1.1.10, 2.1.1, 2.1.2, 3.1.6, 3.1.7, 3.2.1         CAA- 1.1.4, 2.1.1, 2.1.2, 3.2.1, 3.2.3
Personal Letters
CA- 1.1.1, 1.1.3, 1.1.4, 1.1.10, 2.1.1, 2.1.2, 3.1.6, 3.1.7, 3.2.1         CAA- 1.1.4, 2.1.1, 2.1.2, 3.2.1, 3.2.3




Lesson Essential Questions:
1. How are Memorandums used in the business setting?
2. How are Memorandums formatted using Microsoft Word?
3. How do Memorandums and Business Letters differ?
4. Why are Memorandums becoming less common in the workplace?
Lesson Essential Questions:
1. How are Personal Letters different from Business Letters?
2. How are Personal Letters formatted in Microsoft Word?
3. Why can personal letters never be used as business letters?
4. Why can formats of personal letters be more relaxed than business letters?

















						    Additional Info:
Vocabulary:
Memorandum
Vocabulary:
Personal Letter









Additional Info:


TOPIC: Templates

Key Learning: Use the preinstalled templates to create Microsoft Word documents



Unit Essential Question:  How are the preinstalled templates useful for creating Microsoft Word Documents?




Concept:						Concept:
Use Templates
CA- 1.1.1, 1.1.3, 1.1.4, 1.1.10, 2.1.1, 2.1.2, 3.1.6, 3.1.7, CAA- 1.1.4, 2.1.1, 2.1.2, 3.2.3
Available Templates
CA- 1.1.1, 1.1.3, 1.1.4, 1.1.10, 2.1.1, 2.1.2, 3.1.6, 3.1.7, CAA- 1.1.4, 2.1.1, 2.1.2, 3.2.3




Lesson Essential Questions:
Lesson Essential Questions:

















						    Additional Info:
Vocabulary:
Vocabulary:









Additional Info:



TOPIC: Templates

Key Learning: Use the preinstalled templates to create Microsoft Word documents



Unit Essential Question:  How are the preinstalled templates useful for creating Microsoft Word Documents?




Concept:						Concept:

Create a Template
CA- 1.1.1, 1.1.3, 1.1.4, 1.1.10, 2.1.1, 2.1.2, 3.1.6, 3.1.7, CAA- 1.1.4, 2.1.1, 2.1.2, 3.2.3




Lesson Essential Questions:
Lesson Essential Questions:

















						    Additional Info:
Vocabulary:
Vocabulary:









Additional Info:



TOPIC: Mail Merge

Key Learning: Use Microsoft Word tools to create, edit, and use a Mail Merge to send business letters



Unit Essential Question:  How is Mail Merge a useful tool for business industries to provide communication via letters and memorandums?




Concept:						Concept:
Merge to Labels
CA- 1.1.1, 1.1.3, 1.1.4, 1.1.10, 2.1.1, 2.1.2, 3.1.6, 3.1.7, CAA- 1.1.4, 2.1.1, 2.1.2, 3.2.3, 3.2.4
Create a Form Letter
CA- 1.1.1, 1.1.3, 1.1.4, 1.1.10, 2.1.1, 2.1.2, 3.1.6, 3.1.7, CAA- 1.1.4, 2.1.1, 2.1.2, 3.2.3, 3.2.4




Lesson Essential Questions:
1. How are Mail Merge envelopes useful to a business?
2. Explain ways Mail Merge labels could be utilized
3. Why is Mail Merge useful for label creation?
Lesson Essential Questions:
1. How do Mail Merge ease mailings for a business?
2. Why must a form letter be created to perform a mail merge?
3. How are fields used for placeholders of Mail Merge information?
4. How is the Business Format used for form letters?
5. Why are multiple documents needed to complete a Mail Merge?

















						    Additional Info:
Vocabulary:
Labels
Vocabulary:
Mail Merge, Form Letter









Additional Info:



TOPIC: Mail Merge

Key Learning: Use Microsoft Word tools to create, edit, and use a Mail Merge to send business letters



Unit Essential Question:  How is Mail Merge a useful tool for business industries to provide communication via letters and memorandums?




Concept:						Concept:
Merge to Envelopes and Letters
CA- 1.1.1, 1.1.3, 1.1.4, 1.1.10, 2.1.1, 2.1.2, 3.1.6, 3.1.7, CAA- 1.1.4, 2.1.1, 2.1.2, 3.2.3, 3.2.4
Merge to Envelopes
CA- 1.1.1, 1.1.3, 1.1.4, 1.1.10, 2.1.1, 2.1.2, 3.1.6, 3.1.7, CAA- 1.1.4, 2.1.1, 2.1.2, 3.2.3, 3.2.4




Lesson Essential Questions:
1. How can Microsoft Word be used to merge to envelopes and letters at the same time?
2. Why are fields used to merge to envelopes and letters?
3. How can Mail Merge be useful in the creation of mass mailings involving envelopes and letters?
Lesson Essential Questions:
1. Explain a reason Mail Merge would be used to merge to envelopes.
2. How does merging to envelopes differ from merging to labels?
3. How are fields used in the creation of a merged envelope?

















						    Additional Info:
Vocabulary:
Vocabulary:









Additional Info:



TOPIC: Desktop Publishing

Key Learning: Use Microsoft Word to prepare desktop publishing documents



Unit Essential Question:  How can desktop publishing documents, including brochures, newsletters, newspaper, and calendars, using Microsoft Word?




Concept:						Concept:
Newsletters
CA- 1.1.1, 1.1.3, 1.1.4, 1.1.10, 2.1.1, 2.1.2, 3.1.6, 3.1.7, 3.2.1         CAA- 1.1.4, 2.1.1, 2.1.2, 3.2.1, 3.2.3
Brochures
CA- 1.1.1, 1.1.3, 1.1.4, 1.1.10, 2.1.1, 2.1.2, 3.1.6, 3.1.7, 3.2.1         CAA- 1.1.4, 2.1.1, 2.1.2, 3.2.1, 3.2.3




Lesson Essential Questions:
1. How is MS Word used to create newsletters?
2. How do newsletters act as a communication device?
3. How are newsletters organized?
4. When have you seen newsletters be used?
Lesson Essential Questions:
1. How is MS Word used as a desktop publisher?
2. How are brochures different and compare/contrast how are they used in the workplace versus the college setting?
3. How do components of brochures affect their usefulness?
4. How is MS Word used to create and format a brochure?
5. How can a brochure be created to be visually appealing and easily read?
6. How do brochures act as a communication device

















						    Additional Info:
Vocabulary:
Newsletter
Vocabulary:
Brochure









Additional Info:



TOPIC: Desktop Publishing

Key Learning: Use Microsoft Word to prepare desktop publishing documents



Unit Essential Question:  How can desktop publishing documents, including brochures, newsletters, newspaper, and calendars, using Microsoft Word?




Concept:						Concept:
Calendars
CA- 1.1.1, 1.1.3, 1.1.4, 1.1.10, 2.1.1, 2.1.2, 3.1.6, 3.1.7, 3.2.1         CAA- 1.1.4, 2.1.1, 2.1.2, 3.2.1, 3.2.3
Newspaper/Magazine
CA- 1.1.1, 1.1.3, 1.1.4, 1.1.10, 2.1.1, 2.1.2, 3.1.6, 3.1.7, 3.2.1         CAA- 1.1.4, 2.1.1, 2.1.2, 3.2.1, 3.2.3




Lesson Essential Questions:
1. How is MS Word used to create documents other than text related documents?
2. What tools would be useful in creating a calendar file?
3. Why must the user perform a print preview after completing a desktop publishing project?
Lesson Essential Questions:
1. How can Microsoft Word be used to create newspaper or magazine layouts?
2. Why is MS Word a good tool to create such layouts?
3. What tools within MS Word are useful to creating newspaper or magazine layouts?
4. How is MS Word useful in creating multiple-page newspaper or magazine layouts?

















						    Additional Info:
Vocabulary:
Vocabulary:
Newspaper and Magazine Layout









Additional Info:



