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	OVERVIEW : The great advantage of word processing over using a typewriter is that you can make changes without retyping the entire document. If you make a typing mistake, you simply back up the cursor and correct your mistake. If you want to delete a paragraph, you simply remove it, without leaving a trace. It is equally easy to insert a word, sentence, or paragraph in the middle of a document. Word processors also make it easy to move sections of text from one place to another within a document, or between documents. When you have made all the changes you want, you can send the file to a printer to get a hardcopy.  Word processor has many application with a number of functions and utilities, including HTML Editing, a calculator, a calendar, multiple document interface, and most of the standard word processor features.

	STAGE 1 – IDENTIFY DESIRED RESULTS

	Standard 1 - KNOWS THE CHARACTERISTICS AND USES OF COMPUTER HARDWARE AND OPERATIVE SYSTEMS
11.2.1   Identifies some advance feature of software products like mail merge

11.2.2  Knows how to use the Internet researching, merge mailing, chats and forums

Standard 3 – UNDERSTANDS THE NATURE OF TECHNOLOGY AND OPERATING SYSTEMS 
11.3.1 Shares using the network, understanding networks can be local or wide like the Internet

11.3.2 Implements a proposed solution (e.g. creates files for intended users or beneficiaries)

11.3.3 Fronts Internet searching in a proper way in order to get the needed information

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

1. 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 cell?

· What is a boundary?

· What is a style?

· What are headings?

· What does Outline view display?

· What is a TOC?

· What is added to a document to divide it into sections?

· What is the difference between Next page and continuous section breaks?

· What is the title areas  of a newsletter? 

· Why is a newsletter created in Word divided into sections?

· What is a macro?


	Expected language:

· Body
· Body text
· Boundary
· Cell
· Column
· Headings
· Hyphenating
· Macro
· Outline view
· Row
· Section Break
· Sections
· Style
· Table of contents
· Title area

	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

· Practices in class

integration with other subjects for the accomplishment of works written

	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
· Practices in class = declarative and procedural
integration with other subjects for the accomplishment of works written = declarative and procedural

	INSTRUCTIONAL MATERIALS AND RESOURCES

	· Computers lab

· Software (Microsoft Word)

· Board

Guides of work


