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Texas Essential Knowledge & Skills

Technology Applications Correlation
One primary goal in developing training modules for classroom teachers was to build their technology competencies as described in the Technology Application TEKS through the 8th grade level.  Obtaining this goal will better prepare the classroom teacher to incorporate these skills into their curriculum and instructional strategies.  The Word Processing 2 Module incorporates and introduces the following knowledge and skills, as outlined in the Texas Essential Knowledge and Skills for Technology Applications, K-5.

K-5 TEKS 

	(2)
Foundations. The student uses data input skills appropriate to the task.
	The student is expected to:

(D)
produce documents at the keyboard, proofread, and correct errors;

(E)
use language skills including capitalization, punctuation, spelling, word division, and use of numbers and symbols as grade-level appropriate;

	(7) Solving problems. 

The student uses appropriate computer-based productivity tools to create and modify solutions to problems.
	The student is expected to:

(B)
use appropriate software to express ideas and solve problems including the use of word processing, graphics, databases, spreadsheets, simulations, and multimedia; and

(C)
use a variety of data types including text, graphics, digital audio, and video.

	(8) Solving problems. 

The student uses research skills and electronic communication, with appropriate supervision, to create new knowledge.
	The student is expected to:

(A)
use communication tools to participate in group projects;


	(9)
Solving problems. The student uses technology applications to facilitate evaluation of work, both process and product.
	The student is expected to:

(A) use software features, such as on-line help, to evaluate work progress; and

(B)
use software features, such as slide show previews, to evaluate final product.

	(10) Communication. 

The student formats digital information for appropriate and effective communication.
	The student is expected to:

(A)
use font attributes, color, white space, and graphics to ensure that products are appropriate for the defined audience;

(B)
use font attributes, color, white space, and graphics to ensure that products are appropriate for the communication media including multimedia screen displays, Internet documents, and printed materials; and


6-8 TEKS 
	(2) Foundations. 

The student uses data input skills appropriate to the task.
	The student is expected to:

(A)
demonstrate proficiency in the use of a variety of input devices such as mouse/track pad, keyboard, microphone, digital camera, printer, scanner, disk/disc, modem, CD-ROM, or joystick;

(B) demonstrate keyboarding proficiency in technique and posture while building speed;

(C) use digital keyboarding standards for data input such as one space after punctuation, the use of em/en dashes, and smart quotation marks; and

(D) develop strategies for capturing digital files while conserving memory and retaining image quality.



	(3) Foundations. 

The student complies with the laws and examines the issues regarding the use of technology in society.
	The student is expected to:

(A)
discuss copyright laws/issues and model ethical acquisition and use of digital information, citing sources using established methods;

(C)
describe the consequences regarding copyright violations including, but not limited to, computer hacking, computer piracy, intentional virus setting, and invasion of privacy;

	(5) Information acquisition. 

The student acquires electronic information in a variety of formats, with appropriate supervision.
	The student is expected to:

(A)    identify, create, and use files in various formats such as text, bitmapped/vector graphics, image, video, and audio files;

(B)
demonstrate the ability to access, operate, and manipulate information from secondary storage and remote devices including CD-ROM/laser discs and on-line catalogs; and

(C)
use on-line help and other documentation.


	(7) Solving problems. 

The student uses appropriate computer-based productivity tools to create and modify solutions to problems.
	The student is expected to:

(A) plan, create, and edit documents created with a word processor using readable fonts, alignment, page setup, tabs, and ruler settings;

(E) create a document using desktop publishing techniques including, but not limited to, the creation of multi- column or multi-section documents with a variety of text-wrapped frame formats;

(G)     integrate two or more productivity tools into a document including, but not limited to, tables, charts and graphs, graphics from paint or draw programs, and mail merge;

(I)      use technical writing strategies to create products such as a technical instruction guide; and


	(8) Solving problems. 

The student uses research skills and electronic communication, with appropriate supervision, to create new knowledge.
	The student is expected to:

(A) participate with electronic communities as a learner, initiator, contributor, and teacher/mentor;

(D)    use technology in self-directed activities by sharing products for defined audiences; and

(E)
integrate acquired technology applications skills, strategies, and use of the word processor, database, spreadsheet, telecommunications, draw, paint, and utility programs into the foundation and enrichment curricula.



	(9) Solving problems. 

The student uses technology applications to facilitate evaluation of work, both process and product.
	The student is expected to:

(A)
design and implement procedures to track trends, set timelines, and review/evaluate progress for continual improvement in process and product; and

(B)
resolve information conflicts and validate information through research and comparison of data.

	(10)Communication
The student formats digital information for appropriate and effective communication.
	The student is expected to:

(A)
use productivity tools to create effective document files for defined audiences such as slide shows, posters, multimedia presentations, newsletters, brochures, or reports;

(D) demonstrate appropriate use of fonts, styles, and sizes, as well as effective use of graphics and page design to effectively communicate; 

(E)     match the chart style to the data when creating and labeling charts.


	11. Communication. 

The student delivers the product electronically in a variety of media, with appropriate supervision.
	The student is expected to:

(A)
publish information in a variety of ways including, but not limited to, printed copy, monitor display, Internet documents, and video;

(B)
design and create interdisciplinary multimedia presentations for defined audiences including audio, video, text, and graphics; 

	12. Communication. 

The student uses technology applications to facilitate evaluation of communication, both process and product.
	(B)    determine and employ technology specifications to evaluate projects for design, content delivery, purpose, and audience, demonstrating that process and product can be evaluated using established criteria or rubrics;

(C)
select representative products to be collected and stored in an electronic evaluation tool; and

(D)
evaluate the product for relevance to the assignment or task.



Word Processing 2 Portfolio Requirements

Product from Module:

Complete the Module Activities that are taught during direct instruction in the training session.


1.
Print a copy of the completed Task 1 – Bulletin Board.


2.
Print a copy of the completed Task 2 – Sports


3.
Print a copy of the completed Task 3 – Announce.

Response in Journal:
Read the article entitled “Task Computing” by Bob Hodges,  Learning and Leading with Technology, Volume 25, Number 2, October, 1997, pp. 6-12.  Please answer the question and include your response in our portfolio journal.  


1.
Describe task computing.


2.
What strategy does the teacher use to quietly rotate students through the computer workstations?


3.
List 3 advantages of task computing and how you think you could employ this strategy in your classroom.

Applied Example:
Create a document that will be beneficial to you in your teaching assignment.  This could be a report, lecture notes, a study sheet, a test, a table, etc.  

Pre/Post checklist:

Include your Pre/Post Checklist with your portfolio.

Word Processing 2 Checklist

Please use this checklist to monitor yourself throughout the training.  Before beginning, please go down the “Pre” column and check each Word Processing 2 skill, which you have already mastered.  At the end of the training, check the skills you have in the “Post” column.  Discuss with your trainer any blank spaces you have in the “Post” column and practice those items.

	
	Pre
	Post

	Format
	
	

	      Align text
	
	

	      Set paragraph indentions
	
	

	      Create numbered / bulleted lists
	
	

	      Change tab settings
	
	

	View
	
	

	      Insert headers and footers
	
	

	Use Document View Buttons
	
	

	File
	
	

	      Select paper size
	
	

	      Select paper orientation
	
	

	      Reduce or enlarge document size
	
	

	      Select printer, page range, number of copies
	
	

	      Use print preview
	
	

	Insert
	
	

	      Insert graphics / clipart
	
	

	      Insert a file
	
	

	      Insert page numbers
	
	

	Table
	
	

	      Create a table
	
	

	Use a built-in template
	
	


Word Processing 2

Microsoft Office '97 

This module is designed to enhance word processing skills using Microsoft Word.  Begin by opening the program.  

Task 1:   In this exercise we will create left and right indents, bulleted lists, set tabs, align text, insert headers and footers, view a document in normal view & page layout view, select paper orientation, set margins, reduce or enlarge document size, and select printer options.

1. Open the file Task1.

Note:  The following information is what is in the file the students will be editing.   It is named Task1.doc. If this file is not provided by your facilitator, please type the following:

ELECTRONIC BULLETIN BOARDS
Thousands of people across the nation are using computer bulletin boards.  Through their computer, they spend hours on line “talking” with other users, “discussing” topics ranging from zoology, finding information about taxes or taxis, completing graduate courses or even exchanging wedding vows.   While most bulletin boards are free, some of the largest are professional operations that charge a fee.

PRODUCTIVE USES INCLUDE:
A system set up by a hospital in West Virginia offers detailed answers to medical questions for people who do not want to travel great distances necessary to see a doctor.

A system developed by a retired guidance counselor in Atlanta provides current information on scholarships and loans.

BASIC NEEDS:
All you need to connect a bulletin board is a computer and a modem connected to a telephone line.

BASIC COSTS:
Besides the fee of subscribing to a bulletin board, the cost of “talking” on your computer is the same as talking on your phone, since phone lines are used for data transmission.

For additional information concerning Internet costs as regulated by the FCC, you may contact:

Keith R. Krueger, CAE

Executive Director

Consortium for School Networking

1555 Connecticut Ave.,NW #200

Washington, D.C. 20036

Once you have opened Task1.doc or typed it, continue with the following steps.

2. Select the title “ELECTRONIC BULLETIN BOARDS” Click Format, Paragraph.  Chose the Indents & Spacing Tab, change alignment to Centered, and Click OK.  (There are also four buttons on the formatting toolbar used for left, center, right and fully justifying text.  Just select the text you want to format and click the appropriate button.)

3. Select the lines containing the name and address of Keith Krueger.

4. Click Format, Paragraph.  Click the Indents & Spacing tab, and increase the left indentation to .5”

5. Click OK

6. Click File, Save As, and save your document as Bulletin_Boards.

7. Select the two paragraphs following “PRODUCTIVE USES INCLUDE:”

8. Click Format, Bullets & Numbering.

9. Select a bullet and Click OK (If you wish to get creative, you may click on 

Customize.  Click the bullet button and select a wingding. Click Ok/Ok).

10. Move the insertion point to the end of the last line of this section, press enter 

And type “A system created by a car expert in Las Vegas lists thousands of

 Collectors' cars.”  

11. Move your cursor to the home position of your document (Line 1 Col. 1)

12. Click Format, Tabs.  Then click the Clear All button.

13. Key .5 in the TAB stop position and Click Set, OK.

14. Save your document.

15.  Move the insertion point to the beginning of each line and press the Tab key to indent the first line of each paragraph.

Headers and Footers


A header is the same text appearing at the top of every page or every other page, while a footer is the same text appearing at the bottom of every page or every other page.  After you type the desired header or footer once, the Header/Footer feature will automatically insert it on every page or on specific pages of your document.  To see headers, footers, or page numbers on your screen, you must be in either Page Layout view or Print Preview.  Although headers, footers, and page numbers do not appear on screen in Normal view, they will print.  The header is defaulted to print .5” from the top of the page; the footer is defaulted to print .5” from the bottom of the page.  The header/footer printing position may be changed, if desired.

We will now use the VIEW menu to insert a footer.

16. Click View, Header Footer.  On the Header/Footer toolbar, click Switch Between Header and Footer.  Type your name and click Insert Date.  (This button is on your Header/Footer toolbar, and has a picture of a calendar.) Then click on the Align Right button on the formatting toolbar to right justify your Footer.  Click Close on the Header/Footer toolbar.


17. To see your Footer, click on View, Page Layout.

 We will now use the FILE menu to set print options:

One of the advantages of using a word processor is that the margins can be altered after the text has been entered.  You will now explore options that are available under the Page Setup Menu.  

18. To reach the Page Setup Options, click File, Page Setup.  A box will appear with four tabs across the top.  To change the margins click on the Margins tab. You can change the margins by clicking the up and down arrows located beside the default margins or you can type in the information directly. Set the margins to:

Left: 1.5 inches 

Top, Bottom, Right to 1 inch

19. You can choose the way the print will appear on your page.  These options are called Portrait and Landscape.  To get to this option click on the Paper Size tab.  The width and height of the paper will automatically change depending on the option you choose.  If you are using a different size of paper you can change that here also. Click on Portrait, and then click OK.

20. Click File, Print Preview.  (This shows how the document will appear on the printed page.)  Click Close.  You may also use the Print Preview button on the standard toolbar.

21. Save your document.

22. Click File, Print.  Select your printer.  Choose the Page Range-All, and set the Number of Copies to 1.

23. Click OK.

Task 2 -  In this exercise, we will create a table, insert graphics, and insert a file.

1.  Start a new WORD document.

2.  Click on Insert, Picture, Clip Art.

3.  Choose the baseball player in the “Sports and Leisure” clipart category; drag it to the center of the page at about the 3” mark on the ruler.

Note: Some of the graphics used in this exercise were installed from the additional clipart on the Office 97 CD.  If you do not have the pictures indicated in this task, you may choose any appropriate substitution.

4.  Click Insert, Picture, Clipart, and choose the baseball (same category)

5.  Position and size the baseball so that it appears to have been hit by the batter.

6.  Group the baseball player and the baseball together.  To do this, click on the 1st graphic, hold down your Shift key, and click on the 2nd graphic.  Then click on Draw (on your drawing toolbar at the bottom of your screen ) and click Group.  This will group them together and treat them as a single graphic.  

7.  To position the cursor below the graphic:

· Select the graphic

· Click the right mouse button

· Click Format, Object

· Click the Position tab

· Take off check mark in the Move Object with Text box

· Click OK

8.  Press Enter several times to move below the graphic.  Click File, Save As, and save this document as SPORTS.
9.  Center the title :   “The Physics of Sports” under the baseball player.

10.  Center the subtitle:  “Ways Spin is used in Various Sports” under the title.

11.   Press Enter twice.

12.  Click on Left Align.

Inserting A Table

13.  To insert a table:

· Click Table on the menu bar

· Click Insert Table

14. The Insert Table dialog box will open.


15.  Choose 4 columns and 6 rows, click OK.

16.  Highlight the first row and click Center Align.

17.  Click in the first cell of the table and type SPORT.

18.  Tab to each cell in the table and enter the data as follows:

	SPORT
	TOPSPIN
	BACKSPIN
	SIDESPIN

	Golf
	More rolling distance, accurate puts
	More height on ball, quick stops on green
	Hold against cross wind, fade or draw around objects

	Tennis
	Keeping stroke low and in court; offensive lob
	Drop shot
	Lateral bounce or “kick”

	Baseball, Softball
	Sinker or drop
	Fastball or riser
	Curve, slider, screwball

	Football
	
	
	Spiral for stability on passes and kicks

	Basketball
	Some lay-ups, faster bounce passes
	Lay-ups and free-throws, slower bounce-passes
	Some lay-ups, angled bounce-passes


19.  Place your cursor two returns below your table.  (NOTE:  This is not easily done unless you already have created a line or two below your table.  It is a good idea to press Enter a few times BEFORE you begin to create a table, and then arrow back up to the place where you want your table to be.  Then, you can click your mouse (or use your arrow keys) to get back below your table and continue from there. 

Inserting a File

20. Now, we will insert a template file called Spin.doc from your 3 ½” floppy disk.

NOTE:  If your facilitator does not provide you with this file, please stop here and take a minute to create this file.  Type the following paragraph and save it on your 3 ½ floppy as Spin.doc:
All round balls can be made to curve in flight if it is spinning.  This is true of golf balls, tennis balls, and basketballs.  Spin has its uses after the ball strikes a surface.  It can make quite a difference in the flight path of a football or any other object that is not a perfect sphere.

21.  Click Insert, File


22.  In the Insert, File dialog box:

Look In:  3 ½” Floppy

Click on the file Spin
Click OK

23. Press Enter twice after the inserted file.

Inserting Graphics

24. Now, we will insert two graphics at the bottom of our document.

Click Insert, Picture, Clipart.

Choose the basketball goal in the “Sports and Leisure” category.  (Again, if you do not have these graphics, choose something else suitable.)

25. Drag it to the bottom left area of your page.

26. Insert another graphic (Insert, Picture, Clipart); choose the golf ball and flag in the “Sports and leisure” category.  

27. Drag it to the bottom right area of your page. 

Adding Page Numbers

The last step is to add a page number to our document.

28. Click Insert, Page Numbers

29. The Insert Page Numbers dialog box will open.


30. In this box, choose the desired location for your page numbers.  

Position:  Bottom of page (footer)

Alignment:  Center

· Show number on first page  (**Note:  for multiple page documents, you would 

      probably not want to show the page number on the first page) 

Click OK.

31. To see your finished product, click on Print Preview.

32. Click Save, and print this document.

Your document is complete !!

Task 3 – In this exercise, we will create a memo using a built-in WORD template.

1. Start a new WORD document.

2. Click on File, New.

3. Click on the Memos tab.

4. Choose Contemporary Memo.

5. Click OK.

6. Highlight the bracketed prompts (by clicking inside the brackets), and enter the following relevant information:

TO:
Janice Smith

RE:
New Product Announcement

FROM:
Your Name

cc:

Lisa Johnson

7. Press Enter once, then highlight and delete the section entitled “How to use this Memo Template”.

8. Replace it with the body of your memo which should read as follows:

The new Product Development Committee will meet on Thursday at 10 a.m. to discuss the details of the MicroForm announcement.

We will need to prepare a press release later this month and plan for promotion.  Please bring development files with you.

9.  Save this file as ANNOUNCE, and print.

Congratulations!  You have worked through the Word 2 module.  Now take a look at your checklist, and fill in the “Post” column.  If there are any blanks, be sure to ask your facilitator or trainer for clarification.

Word Processing 2- Office 97 Questionnaire

Please complete the following questionnaire to assist in evaluating this training module.  Your input is quite valuable and truly appreciated.

· Did the instruction hold your attention?
Yes
No

· Was the instruction too long?
Yes
No

· Was the instruction too difficult?
Yes
No

· Was the instruction too easy?
Yes
No

· Did you have problems with any part of the instruction?
Yes
No

· Were the screen shots appropriate?
Yes
No

· What did you like most?



· What did you like least? 




· How would you change the instruction if you could?
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Modules may be reproduced and  distributed for noncommercial uses without written permission,  provided appropriate acknowledgment of The Brazos-Sabine Connection accompanies the reproduction.
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