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500 West Oak, Candle Prairie, KS 11122

August 22, 2001

Dear :

When: September 20, 2001
Where: Middle Town Water Company Central Office
500 West Oak

Candle Prairie, Kansas
Time: 2:00 - 4:00 p.m.

We here at Middle Town Water Company would like to take this opportunity to invite
you and your family to a celebration of our 25™ anniversary of service. Over the past 25
years we have committed ourselves to providing quality service to you and all our other
valued customers. We have been honored to serve you over these years. In appreciation
of this support we ask that you join us for an open house.

We thank you for your continued support and we hope to see you on the 20",

Sincerely,

Doug Cook
Owner
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Basic Computer Skills–

Word Processing

Overview: 

This activity provides experience in performing some basic computer skills in the Windows operating system and a word processing program.  The skills covered are cut, copy, paste, save, save as, copy file, rename file, and create folder.

Activity Objective:

Demonstrate basic computing skills including cut, copy, paste, save, save as, copy file, rename file, and create folder.
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SG 1.1  Basic Computer Skills–Word Processing

Instructor Preparation/Directions:

1.
All activities and associated files are provided on the Computer Lab Activities in Agriculture instructor CD-ROM. Items followed by the CD-ROM icon [image: image3.png]
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2.
This activity uses files created in Microsoft Word. If you do not have Word, create similar files in the word processing or page layout program you want to use.

3.
Familiarize yourself with the basic computer skills that are part of this activity and the word processing program or page layout program that the students will be using. Have a user’s manual for the software available for reference. In addition, it is helpful to pair computer-literate students with those who are not.

4.
Discuss SG 1.1 and review the requirements of the activity with students.

Activity length: 100 minutes

Discussion Question:

What are the advantages of practicing basic computer skills and trying out a program’s features?

· The more you work in the program and try the features, the more comfortable you will become at using them.

· When you use the trial-and-error approach, you will usually find something that works.  You can always use the Help feature for the program when you need assistance. 

Assessment:

Collect the floppy disks and letters. Grade the students based on SG 1.1. To increase the number of points for the project, assign more points to the criteria that you want to emphasize. For example, apply a scale multiplier that makes one or more criteria worth two times as much as the other criteria.

Additional Activities:

1.
Have the students change the font of the letters and format portions with bold, italics, underline, etc.  Have them use the zoom function to view the letters at different percentages.  Show them that when formatting, it’s useful to zoom in on text and when reviewing the finished product, it’s helpful to zoom out and see the whole page.

2.
Have students use basic computer skills in creating a letterhead for their FFA chapter.
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AS 1.1

Student Activity Sheet

Basic Computer Skills–Word Processing
Student Objective:

Demonstrate basic computing skills including cut, copy, paste, save, save as, copy file, rename file, and create folder.
Equipment and Materials:

· Computer with Windows operating system

· Word (word processing program)

· Floppy disks (one for each student)

· Letter_customer (Word file) [image: image4.png]



· SG 1.1 Basic Computer Skills–Word Processing Scoring Guide [image: image5.png]



· Printer

Procedure: 

1.
Refer to SG 1.1 for the tasks you will be graded on.

2.
Read the scenario below.

Your boss, Doug Cook, has created a letter for the company’s upcoming open house, but it needs a few things corrected before it can be mailed. He wants a version for customers and one for business contacts such as contractors. 

3.
Insert a floppy disk in the A: drive. Right-click on the Start button in the lower left corner of your screen and select Explore. Find the A: drive, select it, and double-click to open it.

4. To create a folder to store the letters, right-click on your A: drive (floppy disk) and select New and Folder. Name the folder “Open House.” 
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Note: The following procedures were done using Microsoft Word.  If you are using another program, some of the commands and/or features may be different.

5.
Open the file named “letter_customer” located on the Computer Lab Activities in Agriculture CD-ROM (usually the D: or E: drive). With the file open, go to the menu bar and select File, Save As, and save the file in the “Open House” folder on your floppy disk. 


Note: Save As allows you to rename the file and save it to another location whereas the Save command saves the file to its current location.

6. 
Refer to Figure 1.1 at the end of the procedure for the changes that Mr. Cook wants to the customer letter. Highlight the company name and address. Click the center button on the toolbar to center the text horizontally on the page. (Optionally, select Format and then Paragraph.  Next to Alignment select Centered and then click the OK button.)
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     AS 1.1 (continued)

7. With your cursor, highlight the block of text that specifies when, where, and the time for the open house. Click on the Copy button in the toolbar to copy the text. Move your cursor to the location where you want to insert the text and click on the Paste button. (You can also select Edit and then Copy in the menu to copy. To paste, select Edit and then Paste.) This block of text should now be between the first and last paragraphs.
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8.
Highlight the top block of text that you copied and click on the Cut button in the toolbar to delete the text. (You can also select Edit and then Cut.)
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9.
Scroll through the letter and make sure that there is only one blank line between the salutation and each of the paragraphs.  If there are more blank lines, delete them. Type your name at the top of the letter and click on the Save button to save the file. (You can also select Edit and then Save to save the file.)

10.
Print the file and close it.

11.
Open the “Open House” folder on your floppy disk. Right-click on the “letter_customer” file and select Copy. Right-click again and select Paste. You will now have a file named “Copy of letter_customer.” 

12.
Right-click on the “Copy of letter_customer” file and select Rename. Change the file name to “letter_business contacts.” 

13.
Open the “letter_business contacts” file and make the text changes indicated in Figure 1.2 (located at the end of the procedure). Type your name at the top of the letter and save the file.

14.
Print the file and close it.


Figure 1.1 - Letter_customer changes
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     AS 1.1 (continued)


Figure 1.2. Letter_business contacts changes
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SG 1.1

Basic Computer Skills–Word Processing Scoring Guide

Name ____________________________

Successfully performed the following tasks:
Two points for each item checked

Created and named a folder
_______

Copied and pasted text
_______

Cut text
_______

Copied file
_______

Renamed file
_______

Saved files
_______

Edited “letter_customer” file correctly
_______

Edited “letter_business contacts” file correctly
_______

Total points out of 16
_______
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