TOPIC:  Microsoft Word 

Key Learning:  Students will be able to use Microsoft Word to successfully create, format, and edit documents.

Unit Essential Question:  How do you use various Microsoft Office Word Features and Commands to successfully create, format, and edit documents?

Concept:  Starting to use Microsoft Word
Concept:  Font Formatting
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TOPIC:  Microsoft Word 

Key Learning:  Students will be able to use Microsoft Word to successfully create, format, and edit documents.

Unit Essential Question:  How do you use various Microsoft Office Features and Commands to successfully create, format, and edit documents?

Concept:  Proofing Tools Within Word
                  Concept:  Introducing Tables and Columns





TOPIC:  Microsoft Word 

Key Learning:  Students will be able to use Microsoft Word to successfully create, format, and edit documents.

Unit Essential Question:  How do you use various Microsoft Office Features and Commands to successfully create, format, and edit documents?

Concept:  Printing



       Concept:  





FCS 11.2.6C – Components of effective teamwork and leadership

FCS 11.2.9C

FCS 11.2.6H – Describe positive and negative interactions with patterns of interpersonal 

communications

Lesson Essential Questions:

Why is good communication important when developing a strong classroom?

· Why are active listening skills important?

· Contribute to a classroom environment that encourages and respects the ideas and contributions of all group members

· Explain how being flexible helps you adapt in everyday life situations.

· Identify strategies that encourage respectful and caring teamwork in a community

· Suggest why communication needs to be appropriate to its context

How can communication skills affect the self-esteem of yourself and others?

How can communication patterns interfere with building good relationships?

· Nonverbal behaviors and attitudes that enhance or inhibit effective communication

How can you communicate your point of view and show respect for the other person’s point of view?

FCS 11.2.6A

FCS 11.2.9A

FCS 11.2.6B

FCS 11.2.9H

What activities do you do everyday?

What activities use most of a person’s time?

What are the benefits of time management?

What type of decisions do you think require a more thoughtful approach?

Why and when is reasoning needed to solve a problem?

Identify and utilize a practical reasoning approach when solving dilemmas.

What communication skills are needed when solving problems and making decisions?

How can you judge if time is being used effectively?

CA 1.1.1 	CA 2.1.1	CA 2.1.2


CA 3.1.2	CA 3.2.1	CA 3.2.2





CA 1.1.1 	CA 2.1.1 	CA 2.1.2


CA 1.1.6	CA 3.1.2	CA 3.2.1





Lesson Essential Questions:


How is font formatting applied to documents?





How do I determine which formatting method is best when applying font formatting to text?





How do I select a range of text and change case?  









































Lesson Essential Questions:


How do you open Microsoft Word and insert text into your document?





How do I use the Ribbon, Tabs, and Groups to create, edit, and format a document?





How do I determine which view I should use while working on a document?





How are file save as and file save different?





How do I open and close a file?





How do I enable editing?











Vocabulary:  Font Style       Bold   


Font Size      Change Case  Italics








Vocabulary:  


Title Bar	 Save 		Ribbon


Tabs		Groups





Additional Information:  Microsoft Office 2010 Fundamentals textbook


Standards:   � HYPERLINK "http://www.doe.in.gov/octe/bme/curriculum/pdf/ComputerApplications.pdf" ��http://www.doe.in.gov/octe/bme/curriculum/pdf/ComputerApplications.pdf�


Cheltenham Courseware LTD – (Public Folder – Courses USA)


� HYPERLINK "file://\\\\sv-ad-fp-01\\Public\\Buildings&Offices\\TechnologyDept\\Cheltenham_Courseware" �\\sv-ad-fp-01\Public\Buildings&Offices\TechnologyDept\Cheltenham_Courseware�


 Project on Teamwork and Leadership, Communication – FCS 11.2.6C, FCS 11.2.6H (See Notes at end of map)


Project on Time Management and Decision Making – FCS 11.2.6A, FCS 11.2.6B


 





CA 1.1.1	CA 1.1.6	CA 2.1.1 CA 2.1.2	CA 3.1.2	CA 3.2.1 CA 3.2.2





CA 1.CA 1.1.1	CA 2.1.1	CA 2.1.2 


CA 3.CA 3.1.2	CA 3.1.3	CA 3.2.3








Lesson Essential Questions:


Why would I choose different line spacing within my document?





Why do you use the tab button to indent in a document?  





Why would you use left, center, and right alignment in your document?





Why would I use a bulleted list and/or a numbered list be added?





How are borders applied to a document?  

















Lesson Essential Questions:


What is the Clipboard?





How do you cut text, objects, and graphics?





How do you copy text, objects, and graphics?





How do you paste text, objects, and graphics?





Why would I use cut versus copy?








Additional Information:  Microsoft Office 2010 Fundamentals textbook


Standards:   � HYPERLINK "http://www.doe.in.gov/octe/bme/curriculum/pdf/ComputerApplications.pdf" ��http://www.doe.in.gov/octe/bme/curriculum/pdf/ComputerApplications.pdf�


Cheltenham Courseware LTD – (Public Folder – Courses USA)


� HYPERLINK "file://\\\\sv-ad-fp-01\\Public\\Buildings&Offices\\TechnologyDept\\Cheltenham_Courseware" �\\sv-ad-fp-01\Public\Buildings&Offices\TechnologyDept\Cheltenham_Courseware�


 Project on Teamwork and Leadership, Communication – FCS 11.2.6C, FCS 11.2.6H (See Notes at end of map)


Project on Time Management and Decision Making – FCS 11.2.6A, FCS 11.2.6B


 





Vocabulary:  


Alignment	Tab





Vocabulary:


Cut			Copy		


Paste			Clip Board








CA 1.1.1	CA 1.1.6	CA 1.1.10 CA 2.1.1 	CA 2.1.2	CA 3.1.2 CA 3.2.6	





CA 1.1.	1	CA 2.1.1	CA 2.1.2 CA 3.1.2	CA 3.2.2	CA 3.2.3





Lesson Essential Questions:


Why would you insert text boxes into a document?





How would you use 3-D?





Why and how do you insert ClipArt into a document?





How would other disciplines utilize the Shapes feature?





Why do you use WordArt?


















































Lesson Essential Questions:


Why would you change page margins in a document?





How do you explain page orientation?





How are portrait and landscape different?





How are headers and footers used and where are they placed within a document?





Why are page numbers inserted into a document and where are they placed?



























































Vocabulary:


Text Boxes		ClipArt		


Graphics		File


WordArt		AutoShapes		





Vocabulary:   Margins	Orientation


	         Header/Footer








Additional Information:  Microsoft Office 2010 Fundamentals textbook


Standards:   � HYPERLINK "http://www.doe.in.gov/octe/bme/curriculum/pdf/ComputerApplications.pdf" ��http://www.doe.in.gov/octe/bme/curriculum/pdf/ComputerApplications.pdf�


Cheltenham Courseware LTD – (Public Folder – Courses USA)


� HYPERLINK "file://\\\\sv-ad-fp-01\\Public\\Buildings&Offices\\TechnologyDept\\Cheltenham_Courseware" �\\sv-ad-fp-01\Public\Buildings&Offices\TechnologyDept\Cheltenham_Courseware�


Project:  Citing Sources – What makes a source of information reliable? FCS 11.2.9H (can include with decision making)





CA 1.1.1	CA 1.1.6	CA 2.1.1 CA 2.1.2	CA 3.1.2	CA 3.2.1 CA 3.2.2	CA 3.2.4





CA 1.1.1 	CA 1.1.6 	CA 2.1.1 CA 2.1.2 	CA 3.1.2	CA 3.1.3





Lesson Essential Questions:


How are Microsoft Word and Microsoft Excel different when creating tables?





How do you create a table in Microsoft Word?





How are columns/rows inserted into a document?





How do you insert columns/rows into your document?


















































Lesson Essential Questions:


Why is it important to proofread your document?





How do I check my spelling and grammar?  





How are proofreader’s marks used universally?






































Vocabulary:


Spell Check


Grammar Check





Vocabulary:


Print Preview		


Print Setup





Additional Information:


Standards:   � HYPERLINK "http://www.doe.in.gov/octe/bme/curriculum/pdf/ComputerApplications.pdf" ��http://www.doe.in.gov/octe/bme/curriculum/pdf/ComputerApplications.pdf�


Cheltenham Courseware LTD – (Public Folder – Courses USA)


� HYPERLINK "file://\\\\sv-ad-fp-01\\Public\\Buildings&Offices\\TechnologyDept\\Cheltenham_Courseware" �\\sv-ad-fp-01\Public\Buildings&Offices\TechnologyDept\Cheltenham_Courseware�


Microsoft Office 2010 Fundamentals textbook 


 











CA 1.1.1	CA 2.1.1	CA 2.1.2 CA 3.1.2	CA 3.1.7








Lesson Essential Questions:





 












































Lesson Essential Questions:





Why is it important to Print Preview your document?





Why would you need to change the print setup?  






































Vocabulary:





Vocabulary:


Print Preview








Additional Information:


Standards:   � HYPERLINK "http://www.doe.in.gov/octe/bme/curriculum/pdf/ComputerApplications.pdf" ��http://www.doe.in.gov/octe/bme/curriculum/pdf/ComputerApplications.pdf�


Cheltenham Courseware LTD – (Public Folder – Courses USA)


� HYPERLINK "file://\\\\sv-ad-fp-01\\Public\\Buildings&Offices\\TechnologyDept\\Cheltenham_Courseware" �\\sv-ad-fp-01\Public\Buildings&Offices\TechnologyDept\Cheltenham_Courseware�


Microsoft Office 2010 Fundamentals textbook 
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