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COURSE:  

Computer Applications 2
UNIT 3: 

Word Processing Features
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Annotation: 
This unit includes lessons on creating tables to serve as a data sources, a form letter and memo to be used in a mail merge, tables with features and calculations, the use and creation of templates, macros, and merge features.  Students will work on a Prom Committee project to incorporate each of these features.

Grade(s):  
	X
	9th

	X
	10th

	X
	11th

	X
	12th


Time:  
6 hours 
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-CA2-1
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.
b)
Demonstrate appropriate handling and use of supplies and equipment. 

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

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

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

f)
Utilize print options. 

BCS-CA2-2
Students will use word processing and/or desktop publishing software through a variety of input technologies to create, edit, and publish industry appropriate documents.

e)
Create tables, including calculations and special features. 

f)
Sort data in ascending and descending order and in multiple fields. 

g)
Use merge features to create specialized documents, e.g. mailing labels, form letters, and envelopes. 

h)
Create, edit, and run macros. 

i)
Create a template to assemble a document. 

j)
Create and complete on-screen forms. 

GPS Academic Standards:
ELA11W1 

The student produces writing that establishes an appropriate organizational structure, 
sets a context and engages the reader, maintains a coherent focus throughout, and 
signals a satisfying closure.
ELA11W2
The student demonstrates competence in a variety of genres. 
ELA11W3
The student uses research and technology to support writing.
National / Local Standards / Industry / ISTE:
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Enduring Understandings: 
· Word processing programs contain a number of features that make work more efficient and save time and money. These include mail merge, templates, forms, macros, etc. 
Essential Questions: 
· What is a mail merged document?
· Which information in a mail merge changes – the data source or the main document?

· What is a template? 
·  What is a form?

· How can calculations be used to enhance tables?
· How do mail merged documents, templates, on-screen forms, and templates save time?
Knowledge from this Unit:  

Students will be able to:
· Explain the special features of word processing programs.
· Explain how word processing features make work more efficient and save time and money.
Skills from this Unit:  
· Apply basic editing functions
· Demonstrate time management skills in production test

· Create tables with calculations and other enhanced features

· Perform ascending and descending sorts in multiple fields

· Create, edit, and run a macro

· Create a template 

· Demonstrate the use of an onscreen form 

· Demonstrate the use of mail merge features to create a letter, labels, and a memo.

· Develop Mail Merge Documents

· Use templates, forms, and onscreen forms to save time.

· Enhance tables
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Assessment Method Type: 
	
	Pre-test

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

	
	__ Quizzes/Tests

__ Unit test

	
	Group project

	x
	Individual project

	x
	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

	x
	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

_x_ Application of skills to real-life situations/scenarios

	x
	Post-test


Assessment Attachments and / or Directions: 
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•
LESSON 1:  Word Processing Features:  Working with Mail Merge and Macros

1.
Identify the standards. Standards should be posted in the classroom.
BCS-CA2-1
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.

b)
Demonstrate appropriate handling and use of supplies and equipment. 

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

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

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

f)
Utilize print options. 

BCS-CA2-2
Students will use word processing and/or desktop publishing software through a variety of input technologies to create, edit, and publish industry appropriate documents.

e)
Create tables, including calculations and special features. 

f)
Sort data in ascending and descending order and in multiple fields. 

g)
Use merge features to create specialized documents, e.g. mailing labels, form letters, and envelopes. 

h)
Create, edit, and run macros. 

i)
Create a template to assemble a document. 

j)
Create and complete on-screen forms. 

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

· What is a Mail Merged document?
3.
Identify and review the unit vocabulary. Terms may be posted on word wall.

	Table 
	Row 
	Column

	Cell
	Gridlines
	Header Row

	Ascending sort
	Descending sort
	Split Cells

	Merge Cells
	Table formulas
	Table Styles

	Templates
	Mail Merge
	Data Source

	Main Document
	Field 
	Record

	Form Letter
	Merge Field
	Macros

	Forms
	
	


4.
Interest approach 

Ask students to identify ways to send the same letter and other information to different people while personalizing it with their address, etc.
A. Lead students in discussion of using mail merge features to save time.
B. Lead students in discussion of other time-savers including the use of templates, macros, and onscreen forms.

5.
Use the Word Processing Features PowerPoint Show to explain vocabulary, tools and ribbons, and other notes for this unit.  Students need to take notes during this presentation.

6.
Students follow directions to create a simple macro, using the Creating a Macro document.
7.
Students follow directions to create a table/data source using Prom Committee Project Getting Started Directions document
•
LESSON 2:  Working with Mail Merge, Templates, and Forms

1.
Review Essential Questions. Post Essential Questions in the classroom. 
· Which information in a mail merge changes – the data source or the main document?
· What is a template?  What is a form?
2.
Review notes from Lesson 1 – answer review questions, Word Processing Features Review Questions
3. 
Lead a discussion about how templates can be used over and over and to save time.  Then, students create the Letterhead Template, Creating a Letter Template Directions
4.
Lead a discussion about mail merge features.  Then, students create labels and the Main document to merge with the data source, Prom Committee Project Mail Merge
5. 
Student will use an on-screen form to create a document, Using an Onscreen Form
•
LESSON 3:  Table Enhancements and Calculations

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

· How can calculations be used to enhance tables?
2.
Discuss Review questions 
3. 
Discuss ways to enhance tables.  Then, students will follow the directions to enhance the prom committee table and add a formula, Prom Committee Table Enhancements
4.
Students will create a table with enhancements calculating costs of various prom items, Prom Committee Cost Table
5. Play review game to prepare for Word Processing Features Quiz – www.quia.com/ba/405401.html 
•
LESSON 4:  Word Processing Features – Putting it all Together. 

1.
Review Essential Questions. Post Essential Questions in the classroom. 
· How do mail merged documents, templates, on-screen forms, and templates save time?
2. 
Students will play online review game again to prepare for quiz www.quia.com/ba/405401.html 
3. 
Students will take the Word Processing Features Quiz 
4.
Using effective time-management skills, students will take a 1-hour timed production test where they will use a template, use a macro, produce a main document, produce a data source (table), use an on-screen form, and use mail merge features to merge the documents together, Prom Committee Final Project
•
ATTACHMENTS FOR LESSON PLANS

· Word Processing Features
· Creating a Macro

· Prom Committee Project – Getting Started Directions

· Creating a Letterhead Template Directions

· Prom Committee Project Mail Merge

· Using an Onscreen Form

· Prom Committee Table Enhancements

· Prom Committee Cost Table

· Word Processing Features Review Questions

· Word Processing Features Quiz and Key

· Game online:  www.quia.com/ba/405401.html
· Prom Committee Final Project

•
NOTES & REFLECTION: 

Microsoft Word 2007 was used in the development of this project.  The project may need to be changed to fit your version of Microsoft Word.
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Culminating Unit Performance Task Title: 
Prom Committee Final Project
Culminating Unit Performance Task Description/Directions/Differentiated Instruction: 
Students use skills learned in this unit and apply those skills in a 1-hour production test.
Attachments for Culminating Performance Task: 
•
Prom Committee Final Project
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Web Resources:
www.quia.com
www.partycity.com
Materials & Equipment: 
· Computer
· Microsoft Word
· Internet
· Handouts 
21st Century Technology Used:
	x
	Slide Show Software
	
	Graphing Software
	
	Audio File(s)

	x
	Interactive Whiteboard
	
	Calculator
	
	Graphic Organizer

	
	Student Response System
	x
	Desktop Publishing 
	x
	Image File(s)

	
	Web Design Software
	
	Blog
	
	Video

	
	Animation Software
	
	Wiki
	x
	Electronic Game or Puzzle Maker

	
	Email
	x
	Website
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Administrative/information Support
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