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COURSE:  

Computer Applications 1
UNIT 2: 
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Annotation: 
This unit includes lessons on defining and applying basic word processing vocabulary and functions.  Students will gather data to create a newsletter, a flyer, tables, and an MLA-style report.  Students will plan, create, and modify these documents using features learned in this unit.  

Grade(s):  
	X
	9th

	X
	10th

	X
	11th

	X
	12th


Time:  
Eight 50 minute periods
Author: 
Tanya Morgan
Students with Disabilities:

For students with disabilities, the instructor should refer to the student's IEP to be sure that the accommodations specified are being provided. Instructors should also familiarize themselves with the provisions of Behavior Intervention Plans that may be part of a student's IEP. Frequent consultation with a student's special education instructor will be beneficial in providing appropriate differentiation.
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GPS Focus Standards: 
BCS-CA1-1
Students will understand and apply the social, legal, and ethical issues related to technology used in personal and professional endeavors.

c)
Demonstrate an understanding of plagiarism and fair use; respect copyright laws of information producers such as authors and artists, including website developers.

BCS-CA1-2 
Students will use technology as a tool to increase productivity in completing a variety of input technologies to create, edit, and publish industry appropriate documents.

c)
Apply appropriate use of editing tools, e.g. spell check, thesaurus, find and replace, grammar, and hyphenation.

d)
Identify and demonstrate the use, movement, and display of a variety of icons, toolbars, and the task pane.

e)
Demonstrate time-management to complete tasks in allotted time.

f)
Preview and print using print options.

BCS-CA1-3 
Students will use word processing and/or desktop publishing software through a variety of input technologies to create, edit, and publish industry appropriate documents.

a)
Create a variety of business and technical documents, e.g. newsletters, flyers, and multi-page reports using wizards, templates, or composition.

b)
Apply formatting skills, e.g. fonts, paragraphing, text flow options (widow/orphan), margins, indentations, page orientation, tabulation, breaks, enumeration, bulleting, borders/shading, columns.

c)
Access and edit documents, including the effective use of editing commands, e.g. delete, cut/copy/paste, format painter, undo/redo, repeat, and paste special.

d)
Create tables.

GPS Academic Standards:
ELA9W1 
The student produces writing that establishes an appropriate organizational structure, sets a context and engages the reader, maintains a coherent focus throughout, and signals closure.

ELA9W3 
The student uses research and technology to support writing.

SSCG21 
The student will demonstrate knowledge of criminal activity.

SSEF6 
The student will explain how productivity, economic growth, and future standards of living are influenced by investment in factories, machinery, new technology, and the health, education, and training of people.

ELA10W2 
The student demonstrates competence in a variety of genres.

ELA10RC3 
The student acquires new vocabulary in each content area and uses it correctly.
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Enduring Understandings: 
Word processing software can be used to create many types of documents including newsletters, flyers, reports, tables, etc.  Information used in word processing documents should always follow fair use laws to avoid plagiarism.
Essential Questions: 
•
What is word processing?
•
What is a template and how can you use it to save time?

•
What is a newsletter and what types of information should be included in a newsletter?
•
What is the difference between portrait and landscape orientation?
•
Why should bullets/numbering be used?

•
What is plagiarism?  How can plagiarism be avoided?
Knowledge from this Unit:  
Students will be able to:
•
Research websites and gather information to use in word processing documents.
•
Summarize information and write in their own words to avoid plagiarism.
Skills from this Unit:  
Students will be able to: 
•
Apply word processing features to create a newsletter
•
Apply word processing features to create a flyer
•
Apply word processing features to create tables
•
Apply word processing features to create an MLA-Style Report
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Assessment Method Type: 
	
	Pre-test

	x
	Objective assessment - multiple-choice, true- false, etc.

	x
	__ Quizzes/Tests

__ Unit test

	
	Group project

	x
	Individual project

	
	Self-assessment - May include practice quizzes, games, simulations, checklists, etc.

	
	_x_ Self-check rubrics   

__ Self-check during writing/planning process

__ Journal reflections on concepts, personal experiences and impact on one’s life

__ Reflect on evaluations of work from teachers, business partners, and competition judges

__ Academic prompts

__ Practice quizzes/tests

	
	Subjective assessment/Informal observations

	
	__ Essay tests

__ Observe students working with partners

__ Observe students role playing

	
	Peer-assessment  

	
	__ Peer editing & commentary of products/projects/presentations using rubrics

__ Peer editing and/or critiquing

	x
	Dialogue and Discussion

	
	__ Student/teacher conferences
__ Partner and small group discussions

_x_ Whole group discussions
__ Interaction with/feedback from community members/speakers and business partners

	
	Constructed Responses

	
	__ Chart good reading/writing/listening/speaking habits

__ Application of skills to real-life situations/scenarios

	x
	Post-test


Assessment Attachments and / or Directions: 
CA1-2 Word Processing Fundamentals Test and Key
CA1-2 Word Processing Fundamentals Special Needs Test and Key

CA1-2 50 States MLA Report and Rubric
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•
LESSON 1:  Word Processing Fundamentals /Newsletter (2-3 class periods)

1.
Identify the standards. Standards should be posted in the classroom.
BCS-CA1-1
Students will understand and apply the social, legal, and ethical issues related to technology used in personal and professional endeavors.

c)
Demonstrate an understanding of plagiarism and fair use; respect copyright laws of information producers such as authors and artists, including website developers.

BCS-CA1-2 
Students will use technology as a tool to increase productivity in completing a variety of input technologies to create, edit, and publish industry appropriate documents.

c)
Apply appropriate use of editing tools, e.g. spell check, thesaurus, find and replace, grammar, and hyphenation.

d)
Identify and demonstrate the use, movement, and display of a variety of icons, toolbars, and the task pane.

e)
Demonstrate time-management to complete tasks in allotted time.

f)
Preview and print using print options.

BCS-CA1-3 
Students will use word processing and/or desktop publishing software through a variety of input technologies to create, edit, and publish industry appropriate documents.

a)
Create a variety of business and technical documents, e.g. newsletters, flyers, and multi-page reports using wizards, templates, or composition.

b)
Apply formatting skills, e.g. fonts, paragraphing, text flow options (widow/orphan), margins, indentations, page orientation, tabulation, breaks, enumeration, bulleting, borders/shading, columns.

c)
Access and edit documents, including the effective use of editing commands, e.g. delete, cut/copy/paste, format painter, undo/redo, repeat, and paste special.

d)
Create tables.

2.
Review Essential Question(s). Post Essential Questions in the classroom. 

•
What is word processing?
•
What is a template and how can it be used to save time?
•
What is a newsletter and what types of information should be included in a newsletter?

3.
Identify and review the unit vocabulary. Terms may be posted on word wall.

	Font
	Wizard
	Template

	Thesaurus
	Widow
	Orphan

	Margins
	Indentation
	Page orientation

	Tabulation
	Break
	Enumeration (numbering)

	Bullets
	Borders
	Shading

	Columns
	Format painter
	Undo

	Redo
	Repeat 
	Paste special

	Task pane
	Hyphenation
	Plagiarism

	Cut
	Paste
	Copy 

	Spell checker
	Grammar Checker
	Tab stops

	Plagiarism
	
	


4.
Interest approach 
•
Discuss the essential questions.
•
Lead a discussion and explanation of vocabulary terms while presenting the Word Processing Fundamentals Vocabulary PowerPoint presentation. Students should take notes during the PowerPoint presentation.
•
Display the Parts of the Word Screen on the overhead projector and have students label each part.
5.
Assign students the following activities to complete:
•
Begin the Holiday Project Data Collection Sheet
•
Create a newsletter using a Newsletter Template in Microsoft Word

•
LESSON 2:  Flyers and Tables (1-2 class periods)

1.
Review Essential Questions. Post Essential questions in the classroom. 
· What is the difference between portrait and landscape orientation?

· Why should bullets/numbering be used?

2.
Students use their notes from the PowerPoint to complete Word Processing Fundamentals Vocabulary Puzzle.
3. 
Follow directions to create the GACollege411 Schools and Careers Table Project.  
4.
Follow directions to create the Biography Flyer Project. 
· LESSON 3:  Review and MLA-Report (2-3 class periods)

1.
Review Essential Questions. Post Essential Questions in the classroom. 

•
What is plagiarism?  

•
How can plagiarism be avoided in a research paper?
2.
Have students play the Word Processing Fundamentals Jeopardy Review game with or without a partner:  
www.quia.com/cb/609308.html
3. 
Students will use the MLA Report Format Guide as a guide to format their State MLA Report.
4.
Students will follow the directions in the 50 States MLA Report + Rubric to gather information and create the State MLA-Report.
5.   Evaluate students using the Word Processing Fundamentals Test.
•
ATTACHMENTS FOR LESSON PLANS

•
CA1-2 Word Processing Fundamentals Vocabulary PowerPoint Show
•
CA1-2 Parts of the Word Screen 
•
CA1-2 Parts of the Word Screen Key
•
CA1-2 Holiday Project Data Collection Sheet
•
CA1-2 Holiday Newsletter Directions and Rubric-summer holidays OR
•
CA1-2 Holiday Newsletter Directions and Rubric-winter holidays
•
CA1-2 Word Processing Fundamentals Vocabulary Puzzle
•
CA1-2 Word Processing Puzzle Key
•
CA1-2 GACollege411 schools and careers Table project
•
CA1-2 Biography Flyer Project
•
CA1-2 MLA Report Format Guide

•
CA1-2 50 State MLA Report and Rubric
•
CA1-2 Word Processing Fundamentals Test and Key
•
CA1-2 Word Processing Fundamentals Special Needs Test and Key
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Web Resources:
•
Review game for test: http://www.quia.com/cb/609308.html
•
www.plagiarism.org 

•
www.easybib.com

•
www.50states.com
•
www.biography.com 
•
www.gacollege411.org 
Materials & Equipment: 
•
Computer
•
Word Processing Software
•
Internet
•
Various handouts/grading rubrics
•
Microsoft PowerPoint for presentation purposes to take notes
21st Century Technology Used: 
	x
	Slide Show Software
	
	Graphing Software
	
	Audio File(s)

	x
	Interactive Whiteboard
	
	Calculator
	x
	Graphic Organizer

	
	Student Response System
	x
	Desktop Publishing 
	
	Image File(s)

	
	Web Design Software
	
	Blog
	
	Video

	
	Animation Software
	
	Wiki
	x
	Electronic Game or Puzzle Maker

	
	Email
	x
	Website
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Business & Computer Science
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