6_LA_Orientation

Grade: 6th
Subject Area: Language Arts

Class Periods: 2 forty-five minute periods

Software: MS Word

Technology TEKS: 4A, 12C, 7A, 7I, 10A, 10D 
Subject area TEKS: 16B, 16E, 17A, 20E
Brief Description: Language arts students will identify basic components of the computers using correct terminology. The students will identify the commonly used toolbar icons of Microsoft Word. A template will be used to practice basic editing skill in word processing.
Lesson Plan:

1. Assign seats in the lab.

2. Go over computer lab rules.
3. Introduce the names of the hardware and have students identify: 
keyboard
mouse 
monitor 
CPU 
left click

right click

hard drive 
server

4. Power on the computers if necessary.
5. Introduce the names and locations of the following items: 
desktop 
icon 
hard drive
my folder(H drive) 
menu bar
cursor (insertion point)
window 
task bar

start menu

minimize / maximize buttons

close button

title bar
6. Instruct the students by example how to log on the network (LAN). 

7. Start – Log off – Log off. Students will then log on again by themselves.
8. When starting a new document or work, we must open the application. The application that we use the most at the middle school is Microsoft Word. A word processing program is used to type a paper such as a paragraph, letter, essay, newspaper, and so on.

9. Go to start – all programs – Microsoft Word.
10. Minimize the window. 
11. Maximize / Restore down the window. Practice this several times.
12. Close this program by clicking on the red X in the top right corner.
13. Organize your H drive.
· Go to start – my computer – H drive (student id #).
· Right click in the white area.

· Go to new – folder and left click.

· Type in your grade level (sixth grade, seventh grade, or eighth grade).

14. Open a template. 
· Go to start – my computer – Scommon – MS Templates - 6_LA_Paragraph_Template. 
· To open a folder or drive, double click on the icon just to the left of the words.
15. The menu bar begins with file, edit, view, …..

16. The standard toolbar is the row beneath that one. It includes blank document, open, save, …

17. The next row is the formatting toolbar. It includes the information concerning the font, size, style (B, I, U), alignment, …..

18. Type your footer.
· Go to view ( header and footer.
· Click in the footer and click the center alignment button[image: image7.bmp].
· Type your name and press enter.
· Type your subject – period(s) - teacher’s name.
· Go to insert ( date.
19. Save your document.
· Go to file in the menu bar and come down to save as.
· Navigate to your folder.
· Click in the file name box and give your paper a title.
· Click save.
20. Change page setup – margins and page orientation.
· File – page setup – margins.

· Change the top, bottom, left, and right margins to .75. You can tab from one to the next. 
· Change the orientation to landscape by clicking on the icon above landscape.

· Click OK.

21. Change the size, font, style, and alignment of the title.

· Highlight the title by dragging across it or by tripling click on top of it.

· Click on the B on the formatting toolbar to make it bold (I: italics and U: underline).

· Click on the center alignment tool [image: image2.png]


 on the formatting toolbar. (Note the other options: right, center, left, and justify.)

· Change the size from 12 to 16. Click the arrow just to the right of the 12 on the formatting toolbar and then click on 16.

· Change the font from Times New Roman to Arial. Click the arrow to the right of Times New Roman and then click Arial. You can see the different fonts at this location.

22. Change the line spacing for body of the document. [image: image3.png]



· Highlight the text of the document by dragging across it. Another option is to click in front of the desired text, hold down your shift key, and click at the end of the document (Click – shift – click method).
· Click on the black arrow to the right of the line spacing icon on the formatting toolbar.
· To double space, click once on the 2.

23. Add bullets or numbers to a list.

· Highlight the text you want to number or bullet. In this case, highlight from the list at the end of the document from Atlantic to Dead Sea.
· Click on the bullet or numbering icon on the formatting toolbar.

24. Delete a word.

· Highlight the word you want to delete (Dead Sea) and click delete on the keyboard.

· Another way is to click at the end of the word and backspace.

25. Spell / grammar check your document. [image: image4.bmp]
· Find underlined words in red or green (red: spelling and green: grammar) on your document. 

· Right click on the word(s).

· Left click on the correct spelling / grammar.

· Remember, the computer does not know all the proper nouns in the world. Check your source to double check the spelling of proper nouns. If it is spelled correctly, just ignore it or click ignore all. The sentence may have to be rewritten if there is no suggestion given from the grammar check. The red and green underlined word(s) will not print.

· Continue this process for the entire document.

· Right click on the green / red  underlined words.

· Click on the Read through your document to check that you have used the correct word in the correct context. (Example: there – their; to – too – two ……)

26. Use the show / hide button. [image: image5.bmp]
· Click on the show/hide button on the standard toolbar.

· A dot between words represents how many times the space bar was pressed. There should only be one dot between words.

· If there is more than one space, click behind the extra space and press delete.
· The arrow [image: image6.bmp] indicates a tab. This should occur at the beginning of a paragraph or between columns of information.

· If 

· [image: image1.png]


The backwards bold P (   ) means the enter key was pressed. This should occur between paragraphs, after the title, ….

· Delete the extra enters between the paragraph and the list.

27. File – save.
28. File – print preview.

· Scan the document.

· Note how many pages are in your document. 

· Scroll to the end of your paper and delete any blank pages.

29. Print your document.

· Go to file ( print.

· Click print.
30. File – save.

31. Click the X in the top right corner to exit the program. 

32. Close the other open windows by clicking the x in the upper right hand corner.
33. Start – shut down - restart.
34. Straighten your work area.

35. Wait for teacher instruction regarding dismissal from the lab.
