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LESSON 1- Community
Objectives:  Logging into Moodle, accessing files from Moodle, opening an existing document, saving a file, aligning text, line spacing, paragraph formatting, using font effects, using spell check, inserting text, using word wrap, printing a document, identifying parts of the Normal view screen, and understanding menus and toolbars.
State of Michigan Technology Standards:  6-8.CI. Creativity and Innovation 1, 6-8.CC. Communication and Collaboration 1, 6-8.CT. Critical Thinking, Problem Solving, and Decision Making 2
Scenario:  

You are the church secretary for your church and your job is to edit the following newsletter before sending it out to all the church members.  Following the instructions below, edit and format the word processing file called Community.
Part A:  General Instructions
1. Log into Moodle.  Navigate to the Word Processing Unit.  Click on the Lesson 1- Community data file (not the instructions file) to open the file in Word.  Make sure to click the ‘Enable Editing’ button on the yellow bar at the top if it appears.
2. Click FILE>SAVE AS.  Navigate to your student drive.  Open your WORD DOCUMENT folder.  In the FILE NAME window key in the following name: Community XX (XX=type your initials to replace the XX).
3. Insert a footer (Insert tab>Header/Footer group>Blank three column footer) with the correct information (student name, Word Unit, filename (followed by your initials).  

4. Use your Quick Access toolbar to save the file again.
Remember to:

· Key as accurately as possible the title and paragraphs in the box below

· Use correct keyboarding techniques

· Use word wrap and ignore any differences between what you key and how paragraphs appear on this page

Part B:  Editing Document Instructions

5. Center the newsletter title, COMMUNITY NEWSLETTER, in bold 24-point type, Times New Roman font.

6. Left align July 2001 and right align Volume 12, No.4.

7. In the first article, Annual Community Picnic, make the following edits:

· Center the title in bold 14-point type, TNR font.

· Single space and left-align the text in regular 12-point type, TNR font.

· Indent the paragraph

8. In the second article, Fourth of July Celebration, make the following edits:

· Italicize Fourth of July Celebration in both the title and in the first sentence of the first paragraph

· Start a new paragraph after the sentence “He needs this information by Sunday, June 24.”

· Italicize Recreation Center
9. Use the spell checker to make certain all words are spelled correctly.

10. Below the last article, double space and type the following article: 
Thanks to All of You Who Helped with Community Cleanup.
Thank you to all of you who volunteered your time and helped with our Community Cleanup Project:  A Cleaner Community.  It was a great success.  A special thanks to Kim Smith, Sandy Jones, and Mike Eller for planning the event.
11. Format the title like the other article titles.

12. Indent the paragraph.

13. Spell check your document.

14. Use the Quick Access Toolbar to save your document again.

15. Print your document.

16. Check your document using the process discussed in class.

17. If you find mistakes, fix on your computer, save again and print again.

18. Recycle first print out.

19. Place final copy in class basket.
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