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	OVERVIEW : A word processor is a computer application that is used to produce easy to read, professional-looking documents such as letter, resumes and reports and  Microsoft Word is the word processor application in Microsoft office most used by the people, It is a reason because we need to learn very well all the tools that this software give us.

	STAGE 1 – IDENTIFY DESIRED RESULTS

	Standard 1 - knows the characteristics and uses of computer hardware and operative systems
6.1.1 Types with some facility,  demonstrating some memorization of keys. 20 words a minute with 80% accuracy
Standard 2 - knows the characteristics and uses of computer software program
6.2.1 Reviews features and utilities of a word processor (Word), PowerPoint and excel basic.
Standard 4 - understands that computers and those using them are governed by a specific set of ethics

6.4.1 Understands that hardware is to be treated with maximum respect as though the computer were a part of their household and not a machine that belongs to the school.
6.4.2 Understands that software programs are not to be copied or downloaded to machines as this is a violation of copyright laws.
6.4.3 Understands the importance of respecting other people’s work.
6.4.4 Understands the importance of reading and signing the GI School computer contract (GI School expects all students to observe the common courtesies and AUP Acceptable Use Policies outlined in the contract).
Knows that science cannot answer all questions and technology cannot solve all human problems.
Life-long learning standards:

Learning- to- learn skills

1. Students use a variety of learning strategies, personal skills, and time management skills to enhance learning.

Thinking and reasoning skills

1. Students gather and use information effectively to gain new information and knowledge, classify and organize information support inferences, and justify conclusions appropriate to the context and audience.
Personal and social responsibility

Students demonstrate empathy, respect and tolerance for others, understand, and appreciate the diversity and interdependence of all people and cultures.

	Essential questions:

· What is a Word Processor?

· What is the history of the Word processor?

· How create a new Word Document?

· What is the insertion point?

· What is word wrap?

· What does saving a document do?

· What does it mean when a red wavy line appears under a word in a document?

· What is formatting?

· What is a double spacing?

· What is pagination?

· What is header?

· What is footer?
       -      What is spreadsheet?
	Expected language:

· Microsoft Word

· Edit

· File

· Menu

· Status bar 

· Saving a document

· Owerwrite

· Title bar
· Insertion point
· Word wrap
· Page Setup
· Alignment
· Style
· Margin
· Pagination
· Selected Text
· Cells 

	STAGE 2 – ASSESSMENT EVIDENCE

List performance tasks or project, quizzes, graded assignments, prompts, etc. Include the rubrics you use to evaluate the performance tasks.  

	· Exercises in class

· Typing 

· Practices in class

· Game

· Investigation

	STAGE 3 – LEARNING ACTIVITIES

Consider the type of knowledge (declarative or procedural) and the thinking skills students will use.

	· Exercises in class = declarative and procedural

· Typing = procedural

· Practices in class = declarative and procedural

· Logical Game = declarative and procedural
· Investigation = declarative 

	INSTRUCTIONAL MATERIALS AND RESOURCES

	· Computers lab

· Software (Microsoft word)

· Software (Typing tutor 7)
· Software (Microsoft excel)

· Board

      - Guides of work


REFLECTIONS

	CURRICULUM GUIDE THEMES
	PERCENTAGE

COVERED

	At the end of this unit, students are in the capacity to develop a table in Word, insert pictures and text in headers and footers, Now they are ready to start this process in 3rd period.


	90 %


