	Lesson Plan

	

	Class:	
	7
	Date:
	
	Sequence: 
	4/10
	Ability:
	

	Aim:

	Students will become confident handling text & formatting text in Microsoft PowerPoint

	Teaching Objectives:

	· Text – Handling text 3.1.1 – 3.1.6 & Formatting text 3.2.1 – 3.2.5

	Learning Objectives:

	· I can recognize good practice in creating slide content: use short concise phrases, bullet points, numbered lists. 
· I can enter text into a placeholder in standard view. 
· I can enter text into a placeholder in outline view. 
· I can edit text in a presentation. 
· I can copy text within, between presentations. 
· I can move text within, between presentations. 
· I can delete text. 
· I can use the undo, redo command.
· I can change text formatting: font sizes, font types. 
· I can apply text formatting: bold, italic, underline, shadow. 
· I can apply different colours to text. 
· I can apply case changes to text. 
· I can align text: left, centre, right in a text frame.

	Resources:
	Differentiation:

	
	Lower:


	
	Higher:
ECDL PowerPoint - CIA Workbook

	Starter:

	(Approx 10 mins) Touch-typing – to enhance and aid literacy within the group and to help students type more efficiently.

	Activities:

	Main
· Demo skills Section A
· 15-20 minutes to complete QuickSkills 1 Section A
· Demo skills Section B
· 15-20 minutes to complete QuickSkills 1 Section B
· 15 minutes – Create a new presentation about their favourite sport – don’t forget to use your newly acquired formatting skills!

	Plenary:

	Q&A 
· [bookmark: _GoBack]Go around the class and find out what new skill they have learnt that they didn’t know before and then find out which they found the hardest (if any). Get a couple of class experts to demonstrate the skill they found the hardest on the projector.

	Homework:

	Students should spend 20 minutes practising their touch-typing using BBC touch-typing or 10 fast fingers.




