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Word Processing II


Module 2



Instructions


Step 1:  Complete the Reading Assignment for Module 2 and the journal entry for the Reading Assignment (You will find all the correct forms to fill out for this module 2 at:

http://www/default/TAMODULES/index.htm
Step 2:  Save your journal entry on the network in the folder labeled TA_Modules.  Save all your work in your sub folder. If you need help, ask one of your technology coordinators to assist you. ( Approx. Time: 1/2 hour)

Step 3:  Complete Module 2 Word Processing assignment.  You will need to type two word documents before you get started.  The first word document you will name TASK1.doc  It begins on page 9 of 21 with the title, ELECTRONIC BULLETIN BOARDS.  It ends on page 10 of 21 after the Washington, D.C. address.   Save your work on the network in your subfolder.  Name the document as stated above, TASK1.doc.   When prompted to PRINT in these modules…you are not required to print…merely save your work.


You will need to create a new word document file called Spin.doc  The text for this file is found on page 17 of 21.  It is a small paragraph.   Type the paragraph and save the file in your network folder (NOT on a 3 ½” floppy as stated in the instructions)  Name this document Spin.doc 

Now you can begin working through the module.  You will want to begin on page 10 of 21.

Complete the tasks using paragraph formatting, bullets, tabs, headers & footers, clip art, tables, insert file, adding page numbers, and creating a memo.

(Approx. Time: 2 ½ hours)

Step 4:  Open the each of the three pages for your Lesson Plan at http://www/default/TAMODULES/index.htm
Complete the Lesson Plan using your new Skills OR find a lesson plan you would use in your classroom on the Internet.  Microsoft has a lesson plan site were you can find lesson plans K-12.  This site is found off the Arp Home Page.  Click on Grants.  Click on Online Teaching Resources.  Click on Grade Level Activities.  Find a Lesson plan suitable for your classroom OR create your own.

Type up your plan or use one you find on the Internet & save each page in the correct module folder in your subfolder on the network   EXAMPLE \\senior01\TA_Modules\
(Approx. Time: 1 hour)

Step 5:  Implement the Lesson Plan in your classroom.  Sometime during the next week or two, you will need to document use of skills in Module 1 in your classroom.

Step 6:  Complete the Journal Writing (use the Template) discussing issues that you learned after the Lesson Plan was implemented in your classroom.  Save this Journal Writing in your subfolder. (Approx. Time: 30 minutes)

    Total Unit Time:  6 Hours Credit

Resources:  All your work will be saved at \\Senior01\TA_Modules  in your folder in the correct module number subfolder.  

All resources are found:

From the Arp Home Page – 

Click on Staff Development. 

Scroll down the right side of the page until you see TA TEKS PORTFOLIO (Number 19)

Click on Microsoft OFFICE Modules Resources
