	Lesson Plan

	

	Class:	
	8
	Date:
	
	Sequence: 
	7/10
	Ability:
	

	Aim:

	Students will become confident formatting paragraphs in Microsoft Word

	Teaching Objectives:

	· Objects: Table Creation – 4.1.1 – 4.1.4
· Objects: Table Formatting – 4.2.1 – 4.2.3

	Learning Objectives:

	· I can create a table ready for data insertion. 
· I can Insert data in a table. 
· I can edit data in a table.
· I can select rows. 
· I can select columns.
· I can select cells.
· I can select entire table.
· I can Insert columns. 
· I can delete columns.
· I can Insert rows.
· I can delete rows.
· I can modify column width
· I can modify row height
· I can modify cell border line style. 
· I can modify cell border width.
· I can modify cell border colour.
· I can add shading/background colour to cells.

	Resources:
	Differentiation:

	
	Lower:


	
	Higher:
ECDL Word - 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 using Lesson 7 – Worksheet 1
· Extension: Worksheet 2


	Plenary:

	Q&A 
· Class expert & Bounce. Pick a student get them to explain one of the skills and then nominate someone else who has to explain one of the skills (and continue…).

	Homework:

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




