Word Processing I
Time Line
	Day
	Unit
	Lesson
	Lesson title
	Objective
	Standard

	1
	Introduction
	
	Set up WP1 folder in student server file.  Syllabus.  Rules.  Set up SAM/TOM account set up.
	WP1-06


	3.7.10

	2
	Unit 14:  Improving Email & Memo formatting skills
	44
	Email Etiquette PowerPoint presentation.  Page 127.  Documents 1, 2, 3, 4.  
	WP1-02


	3.7.10

	3
	
	45
	Review memo formats.  Pg. 129.  Memos 1, 2, 3.
	WP1-01

WP1-02
WP1-05
	3.7.10

	4
	
	46
	Page 130.  Documents 1, 2, 3.
	WP1-01

WP1-02

WP1-05
	3.7.10

	5
	Unit 15 :  Improve Report Formatting Skills
	47
	Review report formatting skills, reference pages.  Page 139.  Documents 1, 2.
	WP1-01

WP1-02

WP1-05
	3.7.10

	6
	
	48
	Review report formatting skills, footnotes.  Page 142.  Globalization report.
	WP1-01

WP1-02

WP1-05
	3.7.10

	7
	
	48
	Continue with Globalization report.
	WP1-01

WP1-02

WP1-05
	3.7.10

	8
	
	49
	Review title page format.  Continue with Globalization report.
	WP1-01

WP1-02
	3.7.10

	9
	
	50
	Review endnotes.  Page.  147.  Documents 1, 2.  Information Superhighway report.
	WP1-01

WP1-02
	3.7.10

	10
	
	51
	Page 148.  Delivering the mail report.
	WP1-01

WP1-02
	3.7.10

	11
	
	52
	Page 150.  Extend report formatting skills.  Review formatting table of contents.
	WP1-01

WP1-02
	3.7.10

	12
	Unit 16:  Building Skill
	53 & 54
	Improve keying technique.  53d, 54d timings.  Complete 3” timings with Microtype.
	WP1-03


	3.7.10

	13
	Unit 17:  Improving Letter Formatting Skills
	55
	Review personal business letter format.  Introduce USPS format.   Page 161.  Letters 1, 2.
	WP1-01

WP1-02
	3.7.10

	14
	
	56
	Page 162.  Letters 1, 2, 3.
	WP1-01

WP1-02
	3.7.10

	15
	
	57
	Review business letter format.  Page 164.  Letters 1, 2, 3.
	WP1-01

WP1-02
	3.7.10

	16
	
	58
	Page 166.  Letters 1, 2, 3.
	WP1-01

WP1-02


	3.7.10

	17
	
	59
	Page 167.  Letter 1, 2.  
	WP1-01

WP1-02
	3.7.10

	18
	
	Act. 8
	Review table formatting.  Merge cells, borders, shading.  Page 169.  Activities 1, 2, 3, 4, 5.
	WP1-01

WP1-02
	3.7.10

	19
	Unit 18:  Improving Table Formatting Skills
	60
	Page 172.  Review table formatting.  Split cells, delete rows, insert rows, column width, row height, horizontal & vertical alignment.  Tables 1, 2, 3.
	WP1-01

WP1-02
	3.7.10

	20
	
	61
	Page 175.  Review proofreaders marks.  Tables 1, 2, 3.
	WP1-01

WP1-02

WP1-04
	3.7.10

	21
	
	62
	Page 178.  Tables 1, 2, 3.  Page 183.  Communication skills activity.
	WP1-01

WP1-02
WP1-08

WP1-04
	3.7.10
1.5.11

	22
	
	63
	Page 179.  Tables 1, 2, 3.
	WP1-01

WP1-02
	3.7.10

	23
	
	64
	Page 181.  Tables 1, 2, 3, 4.
	WP1-01

WP1-02
	3.7.10

	24
	Celebrity
	Letter Writing
	Celebrity letter writing project.
	WP1-01

WP1-02
WP1-08

WP1-10

WP1-11

WP1-06
	1.5.11
3.7.10

	25
	
	Letter Writing
	Celebrity letter writing project.
	WP1-01

WP1-02
WP1-08

WP1-06
	1.5.11
3.7.10

	26
	Desktop Publishing
	Drawing tools.
	Drawing toolbar.  Drawing activity.
	WP1-02
	3.7.10

	27
	Unit 19 : HPJ Communication Specialists :  A Workplace Simulation
	Test.  65-69
	Page.  187.  Jobs 1, 2.  Table and letter.  Mail merge.
	WP1-01

WP1-02
	3.7.10

	28
	
	
	Page 188.  Job 3, letter.  Job 4, job description.
	WP1-01

WP1-02
	3.7.10

	29
	
	
	Page 189.  Job 5, email message.  Job 7,  table.
	WP1-01

WP1-02
	3.7.10

	30
	
	
	Page 190.  Job 8, agenda.  Job 9, letter.  Job 10, tables.
	WP1-01

WP1-02
	3.7.10

	31
	
	
	Page 191.  Job 11, objective list.  Job 12, memo.
	WP1-01

WP1-02
	3.7.10

	32
	
	
	Page 192.  Job 13, unbound report.
	WP1-01

WP1-02
	3.7.10

	33
	
	
	Page 194.  Demonstrate organizational chart in Word.  Job 14, organizational chart.  Job 15, email message.
	WP1-02
	3.7.10

	34
	Word
	Quiz
	Complete Word quiz using SAM/TOM
	WP1-02
	3.7.10

	35
	Panther Mountain
	Job 1
	Introduce Panther Mountain project.  Write and format a welcome letter.
	WP1-01

WP1-02

WP1-06
	1.4.11

1.5.11

1.6.11

3.7.10

3.7.12



	36
	
	Job 2
	Demonstrate and explain creating a logo using Photodraw or Publisher.  Review searching for clip art.  Discuss design tips.
	WP1-02

WP1-06
	

	37
	
	Job 3
	Create letterhead.
	WP1-02
	

	38
	
	Job 4
	Write and format memo about new price list.
	WP1-01

WP1-02

WP1-06
	

	39
	
	Job 5
	Design and create business card.
	WP1-06
	1.4.11

1.5.11

1.6.11

3.7.12



	40
	
	Job 6
	Write and format promotional letter.
	WP1-01

WP1-02

WP1-06
	

	41
	
	Job 7
	Design and create flyer.
	WP1-02

WP1-06
	

	42
	
	Job 8
	Design and create Pioneer Day card.
	WP1-02

WP1-06
	

	43
	
	Job 9
	Demonstrate Excel and discuss budgets.  Prepare a yearly budget.
	WP1-02
	

	44
	
	Job 10
	Design a trail chart.  
	WP1-02


	

	45
	
	Job 11
	Demonstrate Access and discuss databases & mail merge.  Write and format letter to be sent to all customers.
	WP1-02

WP1-11
	

	46
	
	Job 12
	Write and format report.
	WP1-01

WP1-02

WP1-06
	

	47
	Building Skill
	Timings
	Complete 3 & 5 minute timings.
	WP1-03


	

	48
	Unit 20:  Preparing for Assessment
	70
	Page 195.  Review two page letters with second page heading.  Documents 1, 2, 3.
	WP1-01

WP1-02
	3.7.10

	49
	
	71
	Page 197.  Review footnotes.  Documents 1, 2, 3.  Explorers report.  
	WP1-01

WP1-02
	3.7.10

	50
	
	72
	Page 199.  Tables 1, 2, 3.
	WP1-01

WP1-02
	3.7.10

	51
	Unit 21:  Assessing Document Formatting Skills
	73
	Page 202.  Documents 1, 2, 3.
	WP1-01

WP1-02
	3.7.10

	52
	
	74
	Review proofreader marks.  Page 203.  Documents 1, 2, 3.
	WP1-04


	3.7.10

	53
	
	75
	Page 205.  Tables 1, 2, 3.
	WP1-01

WP1-02
	3.7.10

	54
	Word Pro.
	Activity 9
	Page 211.  Fonts, case, find/replace.  
	WP1-07
	3.7.10

	55
	Unit 22:  Enhancing Correspondence Formatting Skills
	76
	Page 213.  Documents 1, 2.
	WP1-01

WP1-02
	3.7.10

	56
	
	76
	Page 214.  Documents 3, 4, 5.
	WP1-01

WP1-02
	3.7.10

	57
	
	77
	Page 215.  Letters 1, 2.
	WP1-01

WP1-02
	3.7.10

	58
	
	77
	Page 215.  Letters 3, 4.
	WP1-01

WP1-02
	3.7.10

	59
	
	78
	Page 217.  Letters 1, 2, 3.
	WP1-01

WP1-02
	3.7.10

	60
	
	79
	Page 218.  Using macros.  Letters 1, 2, 3, 4.
	WP1-01

WP1-02
	3.7.10

	61
	
	79
	Page 218.  Letters 1, 2, 3, 4.
	WP1-01

WP1-02
	3.7.10

	62
	
	80
	Page 220.  Documents 1, 2.
	WP1-01

WP1-02
	3.7.10

	63
	
	80
	Explore space at the National Aeronautics and Space Administration.
	WP1-02


	3.7.10

	64
	Communication Skills
	Activities1, 2.
	Page 222.
	WP1-02
	1.5.11

	65
	
	Activites 3, 4.
	Page 223.
	WP1-02
	1.5.11

	66
	Word Pro.
	Activity 10
	Page 224-225.  Outline, header, footer, page border, paragraph border, clip art.  
	WP1-01

WP1-02
	3.7.10

	67
	
	Activity 10
	Page 224-225.  Outline, header, footer, page border, paragraph border, clip art.  
	WP1-01

WP1-02
	3.7.10

	68
	Unit 23:  Improving Report Formatting Skills
	81
	Page 226.  Introduce MLA report format.  Review outlining features in Word.  Page 227, outline.  Page 228, MLA report.
	WP1-01

WP1-02
	3.7.10

	69
	
	82
	Page 230.  Report 1.  A Need to Know Metrics.
	WP1-01

WP1-02
	3.7.10

	70
	
	83
	Page 232.  Report 1.  Mathematics.
	WP1-01

WP1-02
	3.7.10

	71
	
	83
	Page 233.  Report 2.  Find and replace.  Correct errors.
	WP1-01

WP1-02
	3.7.10

	72
	
	84
	Page 234.  Meeting minutes, news release.  Documents 1, 2, 3.  
	WP1-01

WP1-02
	3.7.10

	73
	
	85
	Page 236.  Bound report with textual citations.  Document 1.  The Great Lakes.
	WP1-01

WP1-02
	3.7.10

	74
	
	85
	Page 236.  Bound report with textual citations.  Document 2, title page.  Document 3, news release.  The Great Lakes.
	WP1-01

WP1-02
	3.7.10

	75
	
	86
	Page 238.  Timed report.  Leadership Seminar Progress Report.
	WP1-01

WP1-02

WP1-03


	3.7.10

	76
	Timings
	
	Three and five minute timings.
	WP1-03


	3.7.10

	77
	Word Pro. 
	Activity 11
	Page 241.  Tab stops, autoformat, row height, column width, border color, font color.
	WP1-01

WP1-02

WP1-07
	3.7.10

	78
	Unit 24
	87
	Page 244.  Tables 1, 2, 3, 4.
	WP1-01

WP1-02
	3.7.10

	79
	
	88
	Page 245.  Tables 1, 2, 3, 4, 5, 6.
	WP1-01

WP1-02
	3.7.10

	80
	Final
	
	SAM/TOM training in Word.  Final preparation.
	WP1-02
	3.7.10

	81
	
	
	SAM/TOM training in Word.  Final preparation.
	WP1-02
	3.7.10

	82
	
	
	Review for final.  Five minute timings.
	WP1-01 through WP-08
	1.4.11

1.5.11

1.6.11

3.7.10

3.7.12



	83
	
	
	In class final exam
	WP1-01 through WP-08
	

	84
	
	
	In class final exam
	
	

	85
	
	
	In class final exam
	
	

	86
	
	
	Clean folder & server folder, grades.
	
	

	87
	
	
	Finals
	Open Campus Finals

	88
	
	
	Finals
	

	89
	
	
	Finals
	

	90
	
	
	Last Day of School
	Play “Catch Phrase”


Supplemental activities:

Get Fit Using the Web

Story Starters

Menu Project
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