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Teacher Learning Plan 11

 Online Reading and Correcting a Memo

Lesson Objectives

1. Students practice their typing program in lesson 3 or 4.

2. Students review the spacing requirements after commas and periods when typing.

3. Students take an online reading test.

4. Students edit the memo from the last lesson and save the changes to their floppy disks.

Linked CASAS Ability

1. Effectively utilize common workplace technology and systems 4.5

2. Communicate effectively in the workplace. 4.6

Required Material

Computer lab, student portfolios, floppy disks, white board, Corrected memos from lesson 10, overhead projector, transparencies for record keeping.

Evaluation

Student class participation, class exercise and online reading test.

Paperwork

Class work, learning objectives and quiz result is recorded in each student’s portfolio. 

Lesson Objectives:

	Task checklist


	Notes to instructor

	Computer Typing Practice

Lessons 3 or 4

___  Students continue the typing program at their own pace but should be at least on lesson 3.

(30 min)
	Note:  Be sure to hand back student’s corrected  and graded memos from lesson 10 at this time.


	Online Reading

___  Briefly review how to do the online reading assignment at www2.actden.com/writ_den/index.htm

 ___ Students do the reading exercise on the topic: Dangers of Pesticides and take the quiz.  Each student pastes the quiz result to Word and prints it with his or her name on it.

___ Discuss any vocabulary questions about the reading assignment.

(40 min)


	Note:  At the website, click on More Topics.  Find Dangers of Pesticides in the Nature category.  Show the students how to navigate the Sentences reading activity and do the quiz afterward.

* It may be helpful for students to open two browser windows at the same web site, one for the reading passage and one for the quiz.  This way, students can easily refer back to the reading passage when dong the quiz.




	Edit a Memo in Microsoft Word

___  Review common formatting and punctuation errors on the memo.

___ Students open their memo document, edit the mistakes, print and save the changes.
(30min)
	Note:  Make sure students know how to save the changes after editing their document.


	Task checklist


	Notes to instructor

	Closing Programs

____ Students close Internet Explorer browser program, shut down windows and turn off computers.

(5min)


	

	Record keeping

___  Students record their online reading score result on their Class assignments and Test Record sheet.

___ Students record the grade they received for their memos in lesson 10 on the Class Assignment and Test Record in the Word Processing table.

___ Students check off the lesson objectives covered on the Learning Objectives Achievement Record.

(15min)


	The following skills were taught or reviewed in this lesson: 

Word Processing – navigates within program independently, open a file, edit and save changes, delete and backspace text, use of spell check. 

Windows navigation – Accesses drive A:,

opening and closing programs.

Writing skills – Correcting writing mistakes, including grammar and spelling.

Reading skills – Understanding facts and main ideas, sentence order.

Internet skills – Navigation skills, using hyperlinks, Printing info from a web page. 

Computer Operation – Floppy disk use, printer usage.

Typing skills – lower row keys.
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