Competency:  Print a Document

	Lesson Overview:  The purpose of this lesson is to teach students how to print a simple document using a personal computer.

This lesson plan includes:

1. Print a Document Vocabulary

2. Print a Document Vocabulary Matching

3. How to Print a Document PowerPoint Presentation

4. Print a Document Sequencing Activity

5. Print a Document Vocabulary Flash Cards



	Approximate Time:  1 hour



	Prerequisite Skills:  Students must be able to read and write simple sentences and be able to follow directions.  It is recommended that students complete the lessons entitled “Name the Major Parts of a Computer” and “Start and Shut Down a Computer” before attempting the activities in this unit.

Prerequisite Vocabulary:

click(s)

command

computer(s)

e-mail

icon(s)



	Vocabulary: 

button(s)

copy/copies

document(s)

file menu

highlight

left-click

mouse

print

printer icon(s)

printer(s)

tool bar(s)


	Materials Needed:  Whiteboard or flip chart, erasable marker, handouts and flash cards.


	Equipment Needed:  Multimedia computers and a projection unit



	Activities:

1. Explain the purpose of the lesson.  Ask the students what they already know about computers and printing with a computer.  Write their responses on the board or a flip chart.

2. Introduce the new vocabulary.

a) Give students Print a Document Vocabulary.

b) Pronounce the new vocabulary words one at a time and have the students repeat the words in unison.

c) Pronounce the new vocabulary words one at a time and ask individual students to repeat the word.  Repeat until the students can pronounce the words well.

d) Go over the definition to each vocabulary word and make sure that the students understand the definitions.  Answer any questions that they may have.

3. For vocabulary practice, give students Print a Document Vocabulary Matching.  Students may work individually or in pairs.  Check answers orally.

4. To teach students how to print documents using a personal computer, show the How to Print a Document PowerPoint Presentation.
a. Read the slide show the first time you show it.  Answer any questions the students may have.  

b. Ask individual students to take turns reading the slides when you show it the second (and possibly a third) time.

c. If you do not have access to a computer, simply print the slides and present to the class as described above.  Laminate for durability.

5. To ensure students’ understanding of how to print a document, use Print a Document Sequencing Activity.  Students will read each of the sentences and write them in the correct order.  Review answers orally.

6. Have students demonstrate how to print a document using an actual computer.  First, guide the students as they type in several sentences to use as their document.  Then, have the students talk about the steps involved to print the document as they do it.


	Assessment/Evaluation of Learning:

1. Teacher observation of students’ participation.

2. Evaluation of student worksheets.



	Optional/Follow-up Activities:

1. Show students how to print selections of documents.  Using the sentences pr paragraph produced in #6 of the activities, students can be shown how to select a portion to print.
2. Show students how to print web pages or selections of web pages.

3. Use Print a Document Vocabulary Flash Cards for further vocabulary development.
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