Module 5

Applying Word Processing

Weekly Lesson Planner

When a teacher is absent, a lesson plan can help a substitute know
what to teach and what work to assign students. In addition, some
principals like to review and approve teachers' lesson plans. What
information typically goes in a lesson plan? How could you use the
computer to make a lesson plan?

f Plan It

Create a lesson plan that shows the material you will be teaching your
students and the assignments they will be doing for each day of a given
school week. Look at the following example:

Mr. Thompson's Weekly Lesson Plan
May 14-18, 2007
Monday Tuesday Wednesday Thursday Friday
8:00 a.m. | Language Arts Language Arts Language Arts Language Arts Language Arts

« Commas + More about + Commas quiz |e Rhyme (pages |e Meter (pages
(pages 136-7) commas + Poetry 326-7) 329-30)

s Commas {pages 139- introduction * Read and s FRead and
exercise A on 40) (pages 323-5) discuss the discuss the
page 138 e Commas poem on page poem on page

exercise B on 328 331
page 141
9:00 a.m. | Math Math Math Math Math

= Simplifying +  Multiplying + Dividing + Review » Fractions test
fractions fractions fractions fractions » Introduce
(pages 231-3) {pages 235-7) (pages 239- s Complete umt decimals

+ Complete + Complete 43) review (pages 247-9)

10:00 a.m. exercise on exercise on + Complete exercise on
page 234 page 238 exercise on pages 245-6
page 244
Break Break Break Break Break
11:00 a.my. | Science Science Science Science Science

+ Parts ofa + Partsofa * Parts of a seed ¢ Review parts + Begin writing
plant (pages flower (pages (pages 196-9) of a plant, report on
188-91) 192-5) * Parts of seed flower, and plants

+ Parts ofplant |« Parts of flower handout seed + Plan diagrams
handout handout *  Assign report to create on

12:00 p.m. on plants the computer
next week

Lunch Lunch Lunch Lunch Lunch

Lesson Plan Example (Page 1)
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Some participants may be
responsible for teaching all subjects
in self-contained classrooms, while
others may be subject-area
teachers that teach the same
content to different groups of
students throughout the day. Each
participant should develop a lesson
plan that best suits the
participant’s individual needs.
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Social Studies

1:00 p.m. Social Studies Social Studies Social Studies Social Studies
+ Beginuniton |s Moreon * More on * Rome's » In-class essay
Ancient Rome Ancient Rome Ancient Rome democratic about the
(pages 190-4) (pages 195-9) (pages 195-9) government effects of
* Answer and + Answer and (pages 201-6) Rome’s
discuss discuss democratic
questions on questions on government
page 200 page 200
2:00 pam. Music Computers Library Computers Art
+ Learn new « Createa + Pick a poetry |+ Internet + Make posters
song for next timeline of book that research for for school
month’s important students want science report recycling
graduation events in to read for program
ceremony Ancient Rome Language Arts

Lesson Plan Example (Page 2)

Think about the following questions, and if working with a partner, discuss
your ideas. Writing your ideas on a sheet of paper might be helpful.

What time does the school day begin? What time does it end? If the
schedule had a row for each hour of the school day, how many rows
would be needed?

How many days are in the school week? If you wanted a column for each
day of the school week, how many columns would be needed?

What school subjects do you teach? On what days of the week will you
teach each subject? When will that teaching take place?

What specific content will you teach for each subject? What specific
assignments might you ask your students to complete?

For help on how to do certain tasks, look at the following groups in the Intel®
Education Help Guide:

Intel® Teach Program
Getting Started Course | Version 2.0

Word Processing Group 2: Typing and Changing Words
Word Processing Group 3: Changing the Look of Your Words
Word Processing Group 6: Designing Your Pages

Word Processing Group 7: Working with Tables

Copyright © 2007 Intel Corporation.
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(S polt

1. Start the word processing software, and open a new, blank document.
2. Change the page setup to landscape orientation so it will print sideways.

3. If needed, zoom out so you can see the whole page on your screen.

Challenge: You might want to add a page border before you start
adding your information. Feel free to change the color and the width of
whatever style you pick. (See the Challenge Example at the end of this
section.)

4. At the top of the page, type a title for your lesson plan. Then on the line
below, type information about the time period the lesson plan covers.

5. Change the font, size, and style of the title and time period information.
You might also want to change the text alignment.

6. Move the cursor down two lines. Then, insert a table with one column
and one row more than the number of columns and rows you identified
during your planning.

7. Zoominto 100%.

8. Leave the first cell in the first row blank. Then, type the days of the
school week in the other cells in the same row, across the top of the
table.

9. Leave the first cell in the first column blank. Then, type the hours of the
school day in the other cells in the same column along the left side of the
table.

10. Refer to your planning ideas, and type the rest of the schedule
information for each day of the school week. To save time, copy and
paste any information that you use more than once.

11. If any lessons last more than one hour, merge together as many cells as
you need in that day’s column. Additionally, if any lessons last less than
an hour, split cells into two cells.

Copyright © 2007 Intel Corporation. Intel® Teach Program
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Step 6: Although most of
participants will feel confident
about the number of columns
needed, some participants may not
be sure about the exact number of
rows they want to include.
Participants should make best
guesses at this point. If needed,
rows can be deleted or added later.
If needed, refer to Word Processing
Skill 7.6: To remove or delete a row
or many rows, and Word Processing
Skill 7.9: To add or insert a new
row into a table.

Step 11: Although the processes of
merging and splitting cells may
seem difficult, they are fairly
simple. If needed, refer to Word
Processing Skill 7.13: To put two or
more cells together, or to merge
them, and Word Processing Skill
7.14: To divide or split a cell into
many cells.
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Step 13: Word Processing Group 7
contains information on many ways
to change the row height and
column width. Participants should
use the method that feels most
comfortable for them.

Step 16: The process of saving a
document as a template may be
unfamiliar to many of you. If
needed, refer to Word Processing
Skill 10.4: To make and use your
own document style, or template.
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12.

13.

14.

15.

Change the look of the information as you wish so the lesson plan is easy
to use. For example, you might want to make some words bold or a
different color so they stand out. You might also want to create
numbered or bulleted lists to make the information easier to read. (For
help, refer to Word Processing Skill 4.6: To make a numbered list of infor-
mation, and Word Processing Skill 4.7: To make a list of information with
different symbols, or a bulleted list.)

To make the table look nice and even, change the table properties as
needed so all of the rows are the same height and all of the columns are
the same width. Then, change the placement or alignment of the words
in the cells so the content all looks the same.

Remove the top and left borders from the empty cell in the top-left
corner of the table. Change the width, color, and style of the borders of
the other cells in your table. (For help, refer to Word Processing Skill 7.18:
To make your own changes to the way your table looks.)

Change the look of the days of the school week in the first row and the
times in the first column. To make the information stand out, fill the cells
in the first row and the first column with a light shade of color.

Challenge: If your lesson plan flows onto a second page, consider
inserting a page break to divide the table in an appropriate location.
(For help, see Word Processing Skill 6.8: To end one page and start the
next.) You might also want to insert a new row into the table at the top
of the second page. Then, copy the column headings at the top of the
table on page one and paste them into the first row of the table on
page two. (See the Challenge Example at the end of this section.)

16.

17.

Intel® Teach Program
Getting Started Course | Version 2.0

Save your lesson plan as a template so that a new schedule can be made
quickly and easily next week.

To make sure the lesson plan template works, start a new document by
picking your template file. Then, close the file without making or saving
any changes.

Copyright © 2007 Intel Corporation.
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I
Mr. Thompson’s Weekly Lesson Plan
May 14-18, 2006
Monday Tuesday Wednesday Thursday Friday
8:00 a.m. | Language Arts | Language Arts | Language Arts | Language Arts | Language Arts

« Commas « More about « Commas quiz |e Rhyme (pages [« Meter (pages
(pages 136-7) commas « Postry 326-7) 328-30)

» Commas {pages 139- introduction * Read and = Read and
exercise & on 40) {pages 323-5) discuss the discuss the
page 138 s Commas poem on page poem on page

exercise B on 328 331
page 141
0:00 a.m, | Math Math Math Math Math

= Simplifying = Multiplying s Dividing +  Review + Fractions test
fractions fractions fractions fractions + Introduce
(pages 231-3) {pages 235-7) {pages 239~ + Complete unit decimals

« Complete « Complete 43) review (pages 247-9)

10:00 a.m. exercise on exercise on e Complete exercise on
page 234 page 238 BXErcise on pages 245-6
page 244
Break Break Break Break Break
11:00 a.nL | Science Science Science Science Science

+ Partsofa s Partsofa e Parts of 3 seed |« Review parts e Begin writing
plant (pages flower {pages {pages 196-9) of a plant, report on
188-91) 192-5) « Parts of seed flower, and plants

e Parts ofplant |e Parts of flower handout seed + Plan diagrams
handout handout * Assign report to create on

12:00 p.1m. on plants the computer
next week

Lunch Lunch Lunch Lunch Lunch

I—=I i
Lesson Plan Challenge Example (Page 1)
o
Monday Tuesday Wednesday Thursday Friday
1:00 p.m. Social Studies Social Studies Social Studies Social Studies Social Studies

+ Beginuniton |s Moreon + More on + Rome's + In-class essay
Ancient Rome Ancient Rome Ancient Rome demacratic about the
(pages 190-4) (pages 195-9) (pages 195-9) government effects of

+ Answer and «  Answer and (pages 201-6) Rome’s
discuss discuss democratic
questions on questions on government
page 200 page 200

2:00 p.m. Music Computers Library Computers Art

* Learn new + Createa + Pick apoetry |+ Internet + Make posters
song for next timeline of book that research for for school
month's important students want science report recycling
graduation events in to read for program
ceremony Ancient Rome Language Arts

L

Lesson Plan Challenge Example (Page 2)
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9 Review It

Look over your lesson plan. Make sure it has the following elements:

A title and words that explain what week the lesson plan is for

A table with a column for each school day and a row for each hour of
the day

Column and row headings that explain what information is found in each
column or row

Information about the subjects you will teach and the assignments
students will complete during each school day

The page set up to print sideways

If any elements are missing, add them to the schedule now. You should also
make other desired changes. Remember to save your work when you are
finished.

@ Share It

Be prepared to discuss your answers to the following questions during
sharing time:

How might this lesson plan make your job as a teacher easier?
What other types of information would you put in a table?

Why might it helpful to save documents you might create over and over
again as templates?
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