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03. Standard 3: Technology for Productivity Applications 
Students learn the operations of technology through the usage of technology and productivity tools. Students use computer and multimedia resources to support their learning. Students understand terminology, communicate technically and select the appropriate technology tool based on their needs. They use technology tools to collaborate, plan and produce a sample product to enhance their learning and solve problems by investigating, troubleshooting and experimenting using technical resources. 

6-8 Benchmark B.  Select appropriate technology resources to solve problems and support learning.

Y2003.CTE.S03.G06-08.BB.L07.I01 

 Problem-solving /01.  Solve problems using all available technologies for 

inquiry, investigation, analysis and presenting conclusions.

6-8 Benchmark C.  Use productivity tools to produce creative works, to prepare publications and to construct technology-enhanced models.  

Y2003.CTE.S03.G06-08.BC.L07.I01 

 Research Tools /01.  Use content-specific tools, software and simulations to support learning and research to create educational projects (e.g., aerodynamic model design, bridge building simulation, design tools, how it works Web-sites).

Standard: 04.  Standard 4: Technology and Communication Applications 

Students use an array of technologies and apply design concepts to communicate with multiple audiences, acquire and disseminate information and enhance learning. Students acquire and publish information in a variety of media formats. They incorporate communication 

design principles in their work. They use technology to disseminate information to multiple audiences. Students use telecommunication tools to interact with others. They collaborate in real time with individuals and groups who are located in different schools, communities, states and countries. Students participate in distance education opportunities which expand academic offerings and enhance learning.  

6-8 Benchmark B.  Develop, publish and present information in a format that is appropriate for content and audience.  
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 Productivity Tools /01.  Select an appropriate software tool to create and publish print information (e.g., word processor for a report, desktop publishing tool for signs/calendars/newsletters).

	Lesson Summary:
This lesson will introduce how to make a table in Microsoft Word.

Estimated Duration:
Three class periods approximately 120 to 180 minutes.

Pre-Assessment:
Teacher will ask “How many students have used Word to make a table?” at the beginning of the first day of the lesson.

Scoring Guidelines:
From a survey of show of hands, teacher will gauge the pace of the lesson going into detail in areas that are not so familiar to students and reviewing areas that are familiar.

Post-Assessment:
The student will complete the assignment using Microsoft Word to develop a table.

Scoring Guidelines:
Students will receive a copy of the assignment which contains the requirements.  If several students ask the same questions while completing this assignment, the teacher will explain in a whole-class setting the procedure required.

Instructional Procedures:
1. The teacher will present the instructions in the Computer 7 class, demonstrating the development of a table using class generated information.

2. The students will complete the guided worksheet and ask questions.

3. The students will develop a table using the BINGO assignment.

4. The student will complete the Narrative Journal Assignment for In My Lifetime Project.

5. Review will occur after the assignment is assessed and returned.

Differentiated Instructional Support
The teacher will present the instructions using the projector and Microsoft Word software on a large screen.  All students will be positioned in full view of the information.  The teacher will explain as he/she progresses through the worksheet.  The students will see, hear, and complete directions through the explanation.  The students will be given time to complete directions before proceeding to the next part.  The teacher will observe and help those in need.

Extension
The students will be given examples of uses this skill could be used in other subject areas (Language Arts, Health, Social Studies, Science, and Math).

Homework Options and Home Connections
Students will be given a handout to gather information from their parents/guardian for a table assignment.  Students will use this information to complete an in class assignment.

Interdisciplinary Connections
The use of tables allows students to be creative in their presentation of information in all content areas.

Materials and Resources:
For teachers
Teacher’s notes

A presentation station with projector, computer, and large screen

Copies of the student note pages

Copies of the BINGO assignment

Copies of the homework table assignment for “In My Lifetime”

For students
Pencils

Copies of the student note pages

Copies of the BINGO assignment

Copies of the homework table assignment for “In My Lifetime”

Technology Connections

The lesson requires students to use computers and software to complete the lesson.

General Tips

Adjust time table for ability levels.  After presenting the lesson make modifications on a key to continue to add, change, or delete directions.

Attachments
1. Word Table Teacher Notes
2. Word Table Student Handout
3. Word Table BINGO Assignment
4. Narrative Journal Assignment for the In My Lifetime Project



