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OhFasLh:
Lesson 1
@ Introductions
(D Needs - they should have a notebook, disk, and a pen every class.
@ Parts of the computer find. Individually they have to fill in the blanks on their papers
and come show usto check. First 10 get stickers.
(@ Turn onthe computer.  Go through the steps to see how much they know.
@ Question sheet - We ask the questions, they have to write the answers.
(® CD-ROM - Play with the dictionaries to see how well they can use a mouse and
navigate the computer. (Oxford Picture Dictionary CD-ROM)
® Questionnaire - Fill out about their own computer use.
Shut down the computers.
Lesson 2

(D Check that they have a disk and notebook. Have them write their names on the disk.

@ Computer terms (handout) - P/W, they have to match the terms and commands with
their definitions. (P/W - pair work)

(@ Turn on computers. Have them format their disks.

@ Go over the terms from P/W to check comprehension.

(® Find the Word Processor program on their computers.

©® Go over the commands from P/W to check comprehension.

Lesson 3
(D Find the Word Processor program on their computers.
@ Go over the commands from P/W to check comprehension.
@ Typing practice - PIW

Lesson 4
@ Finishtyping if they haven't.
@ Ontheir papers they should put the sentencesin the right order.
(@ Then cut and paste on the computer to put in the same order.
@ Do spell check and then print and check their answers.
(& Play on one of the CD’s if extratime.
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Lesson 5

(D Give everyone a handout of Microsoft Word English reference.  Have them find them
on the computer and then write the Japanese terms for each.

@ Have them highlight the ones they will use most often.

@ Finish cutting and pasting if they haven't.

@ Spell check and print when they finish cutting and pasting.

(® Check the printed copy and have them make corrections.

©® Type the paragraph again, as a paragraph, see how fast they can typeit.

(@ Spell check and change the fonts and type size.  Play with some of the other buttons on
the bar, then print and check.

Lesson 6
(@ Finish cutting and pasting if they haven't.
(D Spell check and print when they finish cutting and pasting.
@ Check the printed copy and have them make corrections.
(@ Type the paragraph again, as a paragraph, see how fast they can typeit.
@ Spell check and change the fonts and type size.  Play with some of the other buttons on
the bar, then print and check.
® If they finish, give them a CD and let them play.

Lesson 7

(O Turn on their computers.

@ Open ablank word document.

@ Typeintheir addresses western style.

@ Introduce ‘ Fonts' to them and let them discover the different types of fonts/colors/sizes
they can use with their addresses.

® Introduce Clip Art and show them how to drag and drop pictures. Also show them
how they can manipulate the pictures.

® Let them discover the different pictures they can use. They can choose a picture or
pictures for their cards.

(@ Savetotheir disks!

Lesson 8
(D Open address and picture document.
@ Tel them where the business card templateis.
(@ Cut and Paste their addresses and pictures to the templates.
@ Savetotheir disks.
® Print out cards from the front printers.
® If they finish, give them a CD and let them play.

Lesson 9

O Students will practice keyboarding by typing aletter to afamous cel ebrity.

@ Students are to choose a celebrity from the list and then fill in the blanks, on the letter
form first.

(@ Next they should open up their disks and choose the Contemporary L etter.doc.

@ They should click and type their addresses onto the template. They should not hit delete
and then type, this will mess things up.

(® They should spell check their letter.

©® When we remember, shout out, “Save to your disk,” so they can get in the habit of
doing so.

@ If they finish early, they may either write another letter or you can give them a CD and
let them play.
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Lesson 10
O Studentswill finish their letters.
@ When we remember, shout out, “Save to your disk,” so they can get in the habit of
doing so.
(@ Make surethey spell check their letters.
@ They should then print out their |etters.
® If they finish early, they may start their return address labels.

Lesson 11

O Students will finish their letters and make their return address labels. (See How to Make
Return Labels.)

@ Depending on time, they can play with color and fonts with their addresses.

(@ When we remember, shout out, “Save to your disk,” so they can get in the habit of
doing so.

@ Make sure they spell check.

(® They should then print out their labels today. They can use the color printers.

® If they finish early, they can hit the Internet to explore about their favorite celebrity.

Lesson 12
@ Internet and addresses - we read out some addresses and they type themiin.

@ Test of knowledge - they must have this checked before they can go on to the Treasure
Hunt.

@ Internet Treasure Hunt - they must finish this before they can go on to the email card.

**|f they can next class bring in their own email address AND/OR a friend's emall
address.

Lesson 13

D Finish Treasure Hunt first.

@ Email cards. Go through the steps. More than oneis possible. * If they do not have their
own email address or/nor a friend’s, they can use a teacher’s address. (School does not
allow email addresses at the moment. It would have been nice if the students could have
set up their own free email account, such ‘Hotmail’)

Lesson 14 (the students were slower than expected surfing the Web)
(D Finish Treasure Hunt first.
@ Email cards. Go through the steps. More than oneis possible. * If they do not have their
own email address or/nor afriend's, they can use ateacher’s.

Lesson 15
@ Finish Email cards.
@ Start searching the web for favorite animal picture and information. These will be
copied and pasted on to a page in Microsoft Word. They should use their Task Sheets.

Lesson 16
O Students finish search the Web for information and pictures of their favorite animal.

Lesson 17 — Lesson 20
The Recipe Book.
(D Searchfor arecipe. Print it out.
@ Search for pictures of it or foods used to makeit. Savetowork document “Recipe” .
(@ Usethe Internet to convert imperial measurements to metric.
@ Typetherecipe. Play with layout of pics, recipe.
Lesson 21
(D Put the Recipe Books together. (1 for each student)
@ They can do as they wish on the computers.
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‘ B $EE S5GEEE (Extensive Reading Program)

CHE:
AEFENTERGEIENB LA, FGEORICIEPIR VDD LH b L2 AL LET, HGE
RERBROAMET » 7L TOEFL, TOEIC DGR 7T v I BERIRERH Y £, £/, B,
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ERENERTERVIRZHLTEO LET,
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