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Lesson 26 /

. . . . g \ )
Planner: Formatting: margins and line spacing TP e S
() '

. : : : PR 4
Objectives: | can format margins, fonts, and line spacing g },“,Mm- ¥ s

Aﬂ--

6.A.8.1 Explain uses for and advantages of technology systems.

6.B.8.1 Select and justify the use of digital tools and resources to accomplish a variety of tasks

Essential Question(s):

How do | format a paper for my ELA assignments?

CL6
Fall2015
7Spring2016
55pring2016

45pring2016

KEYBOARD 15 MINUTES
Share your Power Point to the Class folder in
OneDrive. o
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Upload your Jason/Linda Power Pts to Edmodo!

.. L edmodo)
Activity 1
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Activity 4
Page Setups: Margins
1. View/Ruler

PRACTICE:

HOME INSERT DESIGM

@%ID

Margins Orientation Size Columns
s - - - -

E Page Setup

v:-:tiE (j" {5 @ D S

Set Margins at the following:

R|ght 2.5,3.0,.75

ORD5ReRrReBrBo BB BRI BB R R DR BB B R R R R R R0 R e2:

Left 75 60 8.0

Entry 15/Setting Margins/Date
Complete the following Sentence;

I Ilke to set Margins using the

PAGE LAYOUT

ED Line Mumbers -
bt Hyphenation~
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Activity 4
MORE PAGE SET UP OPTIONS

250503508500502500502500500 5050005002500 0250050050300 0050 5085002500500 505035085050850 50850 50050535085050850 5085005005050

e Size of page: Letter, legal, etc. 3x5 (notecards)
oCqumns newsletters

(v
HOME INSERT DESIGN PAGE LAYOUT
@ D\' IE % ¥— Breaks ~ Indent

) Line Numbers~ = 3= Left
Marglns Orientation Size Columns .
- - - - - bc Hyphenation ~ =¢ Rig!

E Page Setup
*H & O QR O s

~

Discuss: How/when could | use these features?
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Lesson 27
Planner: Formatting: margins and line spacing

Objectives: | can format margins, fonts, and line spacing

6.A.8.1 Explain uses for and advantages of technology systems.

6.B.8.1 Select and justify the use of digital tools and resources to accomplish a
variety of tasks

Essential Question(s):

WARM UP:

Keyboard 10 minutes
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Journal C
]

\Entry #16/how to.../Date

Create the table. You will add to it as we learn. -~ .

Bk |FullSazen _ _ na DE _
et Asang S0 0 Waiegtion Pene s

Daument i S

e

Describe 2 ways (using WORD) to complete each task.

{
P a5 | Worts % | | Eeas

weekd0H - Micuseft Wosd

e “Add a ruler” - method 2

How do I?
Item Method 1 Method 2

(SededaddadS050d5ad50050d5adS0030S50dadS08ededadS0dSadadS0d50d5edadS0d5edbad ad50d5edbadd0d5edbaddad50dedbaddad5edbadad50dedSaddedSedadSed50dedsadbedSedsadS0d50dedbadSe50dbadS0050d50d bad5050d 500
&< xSadSodSodSadSedbadSedSadadindSodSodSodbiudSodSodSodadSodSodSodSadSadSodSadSodbadSadSodSaddadSadbadSodSaddadSodSadSadSadSadSadSadSadSadSadSadSadSadSadSadSadSadSadSadSadbadSadSadbadSadSadbodSadSadbadbadbad

Page Size

Align Text

Change spacing

Change the size of a font
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Yaata

(e85 0305005150853 5005150851030 505150830801 e 080 x 50 00 x e SdSxd a8 SadSed0dSad 50508 e SadS050dkSadS0dedadS0d50dadad50d5edbadded50dedad50dedbadd0d50dedads0dsedbaddad5edbadad50dedsadSedSedadad50dedsadSedSd el ad50ded sadbed50dbad 005050l badSe

SAVE AS : Cl(2).(name).journalC

ACTIVITY 1

50350050090050050250050350050350030350003508503503500503508303500335005035025005025059

REVIEW

Options
Video:
http://www.gcflearnfree.org/office2013/word2013/9
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http://www.gcflearnfree.org/office2013/word2013/9

SxdSadSodSodSadSadbadSadSadSaddidSodSodbodbiudSodbodSodadSodSodSodbadSadSodSodbadSodSoddoddadSoddodbodbodbadSodbadSodbadSadbadSodSadSadSadbadSodSadSadSadSadSadSadadbadSadbadSodSadbodSadbodbodbodSadbadbadbadlar

P DDDDTTRRRRZZR D2 ReDeReToReBoReoRerledriedriofefolefoledrRertoRe

How far should you indent?

ACTIVITY 2: Paragraph tools
Video: Line and paragraph spacing

SPACING

Practice with spacing.

LIGNMENT

INDENTS

How do you do this?

Pdragfaph

Indents and Spacing | Line and Page Breaks

General

Alignment: Left -

Outline level: IBodyTex‘t vl = Collapsed by default

Indentation

Left: |4:.31' 5‘ Special: By:

Right: = |none) =

- Mirrar indents

=

Spacing
Eefore: IU pt 5‘ Line spacing: Ab:
After: [opt 2 [Muttiple x| s &

[ Don't add space between paragraphs of the same style

Praview

Fractica with spacing.

Tabs... Set As Default | oK I

Cancel
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http://www.gcflearnfree.org/office2013/word2013/12

Continue with:
Entry #16/how to.../Date

Create the table. You will add to it as we learn.

i wekiOH - Mcaset Hosd
o Pyt R s R
P e el
E j S Do B S
Bodie [ otins A == Wik | 3 hmnges

Bt [Fulseen _ - Tnn
7 Wsiggtien Pene

et Asang S0
Duner Qo

g
Describe 2 ways (using WORD) to complete each task.

1
Poge Bafs | Worts 36 | Gf |

e “Add a ruler” —-method 2

How do I?
Method 1 Method 2

($5xg50090890850350050450350d503 5001500080080 9090900900900500900908 50090850800 502 5025000050000 0d g o e eedeed00900500500 9009005005050
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Align Text
Change spacing
Change the size of a font

SAVE AS : Cl(2).(name).journalC
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Lesson 28

” i Planner: Formatting: Review Space, Alignment, Fonts, and
Margins; add Indents & Tabs

—
—

—_—
S

I can explain 3 ways to correctly present my papers for ELA class
Standards

6.A.8.1 Explain uses for and advantages of technology systems.
6.B.8.1 Select and justify the use of digital tools and resources to accomplish a variety of tasks.

Z30S08SaddS0d50d50850d50d5050dSadSed50d5adSed50d5adSad50d50dSedbed50dSadbed50dSad el S0dSadSed S0dSadSedSedSedSedSedS0dSad el S0dSadSed 0dSadSed SedSedSed 5050050l 50d50d5ad5ad 500
XX
%

_} WARM UP

KEYBOARD: 10 MINUTES Open the WCSD AUP Document
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Margins Spacing
All at .5

Top: 1inch Bottom: 1in
Sides .25

All at 2 inches

Top & bottom: .5
Sides: 1 inch
Top: % inch Bottom: .7 3.0
Left: .5 Right: .8
Top: .8 Bottom: .8 1.5
Left: 1  Right: 1
Left gutter: .5

Alignment
Left

Center

Right

Justify

Right

Center

Font Type
Times New

Roman
Calibri

Arial
Calibri
Times New

Roman
Arial

16

10

12

12

10

14

Top: .3 Bottom: .8 2.3
Left .7 Right: .7
Left Gutter: 1
All at .75 2.0
Top and Bottom: 1.2 1.15
Left: 20 Right1.0

Justify

L eft
Center

~ Times New
Roman

Arial
Calibri

12

12
14

Activityl DRAW A NUMBER: WAIT FOR INSTRUCTIONS
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2505:3505030C90094C950988 0090808908008 90090C 000908900908 909080C 90800000908 000908 00090800 9080C00090C 000908 0009080039080C 90090000908 000000

ACTIVITY 2

Tabs: how/ why do we use them?
VIDEO:

OPEN THE . COlLeftindent

WCSD AUP DOCUMENT

3. Use the Indents on the ruler to create:
First Line Indent Left Indent

960530505605005056250050050500500S0d50d50dedS0d5ad5edSad50d5adSedSed5adbadSadsed5adSedSadSadSadSadsedsadbadsadsadSadSadsadsadbadsadsadsadSadsadsadadtadsadsadSadsadsadadsadsadsadadsadsadadsadsadsadadsadsadadsadsadsadSodsadsadbadsadsndsadSadsndsndSadtadsndsndiadsndsndsedadsnd 5ol orR 5 oR35 S0 g5 SRR RIS R SRR 5 ERS R 5R SRR 5 ER RS R SRR IR RS R SR SRR IR SRR R SRS RIS R IR HRHRERS

(ededSxSa85050d50d50503adS0350d e adS00308kadS0d50dadS005085edbadS0d50dbadS0d50d5edbad50d90dad0d90800dad90d90dbadd0050dedSad50d5edsadSed50dedadS0dedSadSed50dadbad50d5edSadS0050d 50000503500 500500500
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https://www.youtube.com/watch?v=KwhtZRA_KPM
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Hanging Indent

Journal:

Right Indent

Entry #16

How do I?

Item

Method 1

Method 2

Add a ruler

Click on the ruler icon on the
top right of the page.

Go to the view tab:
Click in the box for ruler

Margin

Indents

Tabs

COMPLETE THE TABLE

22eBsTerBedeSefefofefoleRoledrieditediiodidodeRoReRoded




SAVE AS: CIl(2).(name).journalC
ACTIVITY 4
CREATING AND USING TAB: PRACTIC

1. Different types of tabs.
2. Push the Tab key and see how the sentences move and

fit according to the e of tab.

D2REoReDoReBrTeSrBeReBofeBolerieriiefiioledoRe oD etroRe
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ACTIVITY 5: TABS with Decimals

Try a tab with decimal numbers:

25050350850050850050850350050505085005085050850508505050500508500508500 50250

| J
) W\ A A M B <

C. Align the decimals

P DDDDRTRRRRZZ R D2 DoDedrBedeSofefolefoleriedriedriofeioledoReRoted
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=8| LESSON 28A (LESSON 34)
Planner: Quarter Final Keyboard Assessment

05030050050350250350050500505035083005005050050503508305005050050050050

Objective: | can demonstrate progress in my keyboard

my keyboarding?

OneDrive

documents from OneDrive

22eBsTedrSedeSofefolefolefriediieliiodedoler oot




<
X
XA
XA
<
<
<
<
<
<
X
X
I
<
<
XX
X%
X%
X%
X%
X%
X%
X%
X
X%
X%
X%
X%
X
X
X%
X%
X%
X%
X%
X%
X%
X%
XX
XX
XX
XX
X%

Review Keyboard Assessment Rubric (see Web page)

Activity 1:

KEYBOARD TEST SCORING

SCORE (points

I had 100%
accuracy.

I improved
more than 8
WPMI

My accuracy
was

967% to 99%

7-8 WPM
improvement

My accuracy
was 93% to
95%

My WPM
improved by
4-6

My accuracy
was 90% to
92%

My WPM
Improved by
1-3

My Accuracy
was 89% or
less

My WPM
Did not
improve

22eBsTerBedeSefefofefoleRoledrieditediiodidodeRoReRoded




ACTIVITY 2: TAKE AN ASSESSMENT
Go to: typing.com Log into your account

Skins Badges Scoreboard Account

Click on the "Test - . »

Timed Typing Tests

Click: Take 3:00 TEST e oSt Tave soo st

3 Minute

Gauge your current typing skills.
Welcome to the Typing Test! After taking a

Typing Test, every score will be saved so
you can track your improvement over

-
time. After taking the test, you can print your

beautiful personal certificate!

Important: Try to type using proper hand

placement, and do not lock down at the ) (]
Check this Page: 3 minutes
you to properly g your impr g >

over time.

If you are taking the Typing.com course, we suggest taking this test after every lesson, or
every few days

Wait until instructed to begin...

« Retumn to Tests

22 BsTedrBeBeSofefoleBoleriediietiioledol e eReoRe
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1. Take the first test.

When you are finished, your scores will appear.

2. Click on "Print Certificate”

Certificate of Accomplishment
‘This Certification is Hereby Awarded lo:

For completion of the official

‘Ivping.com timed Lyping lest

3:00 Typing Test

1ug. Speed
45 WPM On the Date of
¥

January 8th 2016

R

typing.com

Verify Score at.

PS://www.typing. com/student/verify#8400959-50756539

KBproof document.

Minyte

Great job! v,
test vou cann

Ol comp;

brint
Persona Your b
halizeg typing Cermqte’eaun!ul

Test complete,l

I€ted the yping

xxxxxxx

Friday, January 08, 2016

Certificate of Accomplishment

This Certification is Herehy Nearded to:

For completion of the official
Tiping.com timed typing test

5.Size the image to fit onto one quarter of the page

Save: Control S WAIT FOR ALL.PATIENCE.

KEYBOARD PROOF

3:00 Typing Test
45 HPH‘ O the Dute of
T) January 8th 2016
99% w o

Jesse Saldana
Computers 2
Mrs. Slingland

Certificate of Accomplishment

‘This Certification is Herehy Awarded to:

For completion of the official

Ivping.com timed typing te

Fo

— January 8th 2016
99% ® v

3:00 Typing Tes
45 WeH J O the Date of

fest

ededaddadS050d5ad50050dSadS0030S30dadS08ededsadb0dSadadS0d50d5edadS0d50dbad0090d5edbado0d50dads0090850dbads0d50dbad50050d e badS0d5edbadSed50dedsadSedSedsadS0050dedbadS0d5edsad50050d50d 500500500 5ad50d
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pEeReDaoledeld

6.Retake the test. Image capture Certificate.
7.Paste the Image of your 2" Certificate next to the first

()
a

Jesse Saldana
Computers 2"
Mrs. Slingland

Save the Document to

Friday, January 08, 2016

| - | OneDrive/ Keyboard Folder

Certificate of Accomplishment Certificate of Accomplishment

This Certification is Hereby Nwarded to: ‘This Certification is Hereby Awarded to: a s °
[

1 xSadSadSodSadSedbadSadSedSadddSodSodSodbiudSadSodbodladSodbodSodSadSadSadSadbadSadSadSodSaddodSadSadSadSoddadSadSadSadbadSadSadSadSadSadbadSadSadSadSadSadSadSadSadSadSadSadadSadbadSadSadbodSadbadbadbadSadbadt

For f"lN/lll'll'lllll of the !tlliriul For completion of the official
Tvpingcom timed typing lest Iping.com timed typing test

3:09 Typing Test 3:00 Typing Test
™) ‘ [ o
45 WPM O the Date of typing com 45 WPM O the Dute of
January 8th 2016 N January 8th 2016

CI(2).(name).keyboardproof

Think: How well did you do? Consider a goal for the end of
the semester

SR
%
<
<
<
3
%
%
%
%
%
%
%
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%
%
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%
%
%
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%
%
%
%
%
X
X5
X
;;
X
X
4
4
4
4
4
4
X
X
X
X
X
X
%
%
%
%
o%
X
%
%
XX
XX
X
X
XA
XA
<
<
<
<
<
<
X
X
X
3
X
X
R
X
X
xx
xx
xx
X
xx
X
X
xx
X
X
X
X
X
X
X
xx
xx
xx
xx
xx
xx
XX
XX
X
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Activity 3: Record Your Scores
Go to OneDrive

M
o]

1BELINMING 058 sepapay
DATE Percontage | PAIRDS PER VEND OF SEnagiTen
‘. al~da ACCUIReCY Mg e Pttt WORDE gy

250503508500508500502500500 5050005000050 5029050250050 5050050850 5085050850500 505050850350850 508500 5085050050503508500 50850050

Keyboard Proof.

o Complete the Green Section:
Quarter End Progress

ededaddadS0d5adSadS0d50dSad50030SS0dadS08ed5edsadS0dSadadS0d50dedadS0d5edbadd0d50dedbadd05edudd0d50d el ads0d5edbadS0d50d e badSedSedbadS0050dedbadSedSedsadS0050dedbadS0d5edsadS0050d50dbad50d50dSadded

Save to OneDrive:
Computers/Keyboard:

Cl(2).(name).KBSCORES

22 BsTedrBeBeSofefoleBoleriediietiioledol e eReoRe
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OneDrive

3. Open Edmodo

oy sy 8, 2016
1

Keyboard Scores —— | [
Keyboard Proof to the
Edmodo Assignment
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REMEMBER TO COMPLETE THE ENTRY 16 TABLE
Lesson 28 B

" Jad Planner: Applying Bullets to Documents

250500508500502500502500500505000 50002500 5025005005005 50850 500505005050050850 50850 5085050050535085050850 5025005050050

them.
Standards;
6.A.8.1 Explain uses for and advantages of technology systems.
6.B.8.1 Select and justify the use of digital tools and resources to

Can I make my own bullets?

22 BsTedrBeBeSofefoleBoleriediietiioledol e eReoRe
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Keyboard: 15 minutes




ACTIVITY 1
WORKING WITH WORD BULLETS

vV A~ =1 L (@ ) [

05030050050350250350050500505035083005005050050503508305005050050050050

ACTIVITY 2

=~ JOURNAL C:

to do DURING THE BREAK.
Q. MAKE A BULLET ICON FOR YOUR LIST
Q. ADD BULLETS TO YOUR LIST

22eBsTedrSedeSofefolefolefriediieliiodedoler oot



https://www.youtube.com/watch?v=ah4LlETRmgQ

ACTIVITY 3
Journal C: Entry #16 / Method for Word / Date

the top right of the page. | Click in the box for ruler

Create a Margin
Align Text
Change spacing

1 xSadSadSodSadSedbadSadSedSadddSodSodSodbiudSadSodbodladSodbodSodSadSadSadSadbadSadSadSodSaddodSadSadSadSoddadSadSadSadbadSadSadSadSadSadbadSadSadSadSadSadSadSadSadSadSadSadadSadbadSadSadbodSadbadbadbadSadbadt

o
%
<
<
<
3
%
%
%
%
%
%
%
%
%
%
%
%
%
%
%
%
%
%
%
%
%
%
%
X
X
X
X
X
4
4
4
4
4
4
X
X
X
X
X
X
%
%
%
%
o%
X
%
%
XX
XX

Tabs
<*BULLETS

ADD A "Bullet” ROW TO YOUR TABLE:
SAVE AS: Cl(2).(name). journalwk8

22 BsTedrBeBeSofefoleBoleriediietiioledol e eReoRe
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Lesson 29

Planner: HYPERLINKS

I can explain how to correctly print single or multiple pages of a document.
Standards;

6.A.8.1 Explain uses for and advantages of technology systems.

6.B.8.1 Select and justify the use of digital tools and resources to

0 How can I hyperlink? When should T use hyperlinks?

22 BsTedrBeBeSofefoleBoleriediietiioledol e eReoRe
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Warm-up




05030050050350250350050500505035083005005050050503508305005050050050050

http://www.youtube.com/watch?v=RpgnRiOSuDk

***Hyperlink: how to

3
3
X
5
%
%
%
%
%
%
%
%
%
%
%
%
%
%
%
%
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Stop before save as webpage

Link o a word or phrase

Link to an image Link to a place in a document
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http://www.youtube.com/watch?v=RpqnRiOSuDk
https://www.youtube.com/watch?v=8rGpFt_sA2k

ACTIVITY 2
PRACTICE HYPERLINKS:
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ENTRY # 18/HYPERLINKS/Date
My favorite

Choose a favorite: sports team, hobby, efc.
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http://www.foodnetwork.com/topics/taco.html

y ACTIVITY 3

Search for an image.

ACTIVITY 4

o Link to: Textto display: [See entry 15 ScreenTip... |

Select a plage in this document:
Existing File
or Web Page

of your Journal C. .

Create New
Document

TO_D Of P age )
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http://www.equinenow.com/
http://www.dreamhorse.com/

Planner: Printing/ Catch up

_E?’? Objectives: I can hyperlink text and images to a web page. I can

6.A.8.1 Explain uses for and advantages of technology systems.
6.B.8.1 Select and justify the use of digital tools and resources to
accomplish a variety of tasks.

Keyboard: 15 minutes
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ACTIVITY 1
PRINTING A DOCUMENT
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YOU WILL NOT BE PRINTING AT THIS TIME
THE PRINT BUTTON!

3
5
:
%
%
%
%
%
%
%
%
%
%
%
%
%
%
%
%
%
%
%
%
%
%
%
X
X
X
X
X
4
4
4
4
4
4
X
X
X
X
X
X
%
%
%
%
o%
X
%
%
XX

3. DISCUSS/ QUESTIONS
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4. Collated:

What order to print

S. _ Portrait or Landscape?

can you rea

how many do you need?
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ist 3 options for printing from the print preview page in
MS Office.

Check your Journal: Entries 13-19
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Submit your Journal to Edmodo.




