Brenda Baty and Wanda Ford

ICT I

Lesson Plans

February 23 – 27, 2009
MONDAY

DTT – in Blackboard
Competencies:  Unit 4 – Competency 1:a,b,c,d Unit 2 – Competency 2, 3 

Objective and Set:  Practice using Microsoft Office.  In Office book we will work in Lesson 1, Exercises 1 – 4.  Then we will go back to  Microtype 4 Numeric Keyboarding Lesson 3.
T20:  Students will practice using Office by learning all the basic rules and learn how to use the Office Ribbon.  Students will resume keyboarding lessons, Numeric Keyboarding.   Students who are ahead will work on extra practice skills in Bb.  

Closure:  Students will key to dictation from the teacher in the Southwestern Publishing Computer Keyboarding Book.

TUESDAY

DTT – in Blackboard
Competencies:  Unit 4 – Competency 1:a,b,c,d Unit 5, Competency 1-2
Objective and Set:   Test on Vocabulary from last week.  Practice using Office Word.   MicroType 4 Numeric Keyboarding Lesson 4.  Vocabulary words from chapter.
T20:  Students will practice using Office Word.  We will begin with Lesson 1 in Office textbook, Exercises 1 – 3.  Students will resume keyboarding lessons.  Students who are ahead will work on extra practice skills in Bb.

Closure:  Students will key to dictation from the teacher, page 11,  Southwestern Publishing Computer Keyboarding Book.

WEDNESDAY

DTT – in Blackboard
Competencies:  Unit 4 – Competency 1:a,b,c,d Unit 5 Competency 1-3
Objective and Set:  Students will practice using Office Word.  MicroType 4 Alphabetic Keyboarding Lessons.  Vocabulary words  found in chapter..  

T20:  Students will practice using Office Word.  We will begin with Lesson 1 in Office textbook, Exercises 4 - 7.  Students will resume keyboarding lessons, Numeric Keyboarding Lesson 5.  Students who are ahead will work on extra practice skills in Bb.  

Closure:  Students will key to dictation from the teacher in the Southwestern Publishing Computer Keyboarding Book.

Thursday

DTT – in Blackboard
Competencies:  Unit 4 – Competency 1:a,b,c,d Unit 5 Competency 3
Objective and Set:  Students will practice using Office Word.  MicroType 4 Numeric Keyboarding Lessons.  Vocabulary words  found in chapter..  

T20:  Students will practice using Office Word.  We will begin with Lesson 1 in Office textbook, Exercises 4 - 7.  Students will resume keyboarding lessons, Numeric Keyboarding Lesson  6.  Students who are ahead will work on extra practice skills in Bb.  

Closure:  Students will key to dictation from the teacher in the Southwestern Publishing Computer Keyboarding Book.

Friday

Do Now!  DTT (Daily Technology Task) – in Blackboard
Competencies: Unit 5 – Competency 1 –Catch up Day!
Objective and Set:  Introduce Microsoft Office.  Learn new vocabulary.  Work in MicroType 4 Alphabetic Keyboarding and Numeric keyboarding.   

T20:  Practice using Microsoft Office Basic.  Discuss new vocabulary.  Review student checklist on typing procedures with class.  Students will resume keyboarding lessons, Numeric Keyboarding Lesson 7.
Closure:  Students will key to dictation from the teacher using the Southwestern Publishing Computer Keyboarding Book.

