
Integration PTE Component

Identify the objectives of the PTE lesson you are teaching:  To familiarize the students with basic word processing concepts and the use of their text book as a classroom resource of information.

Define where the academic area and the PTE area meet:  Reading a textbook and using it as a resource guide.

1. Assess students’ reading awareness:  Ask students how they use their core subject textbooks, do they know where the table of contents is, do they know where the index is?  How and why do you use the table of contents and the index.
2. Work through the embedded example:  Use a specific document typed in class already and use the textbook to look it up in the table of contents/index and find the reference page for an example.  
3. Work through related, contextual examples:  Same as #2, however use several documents and find the resource guides, then read through as reference materials.
4. Work through traditional reading  examples:  Same as #2 & 3.
5. Students demonstrate understanding:  Students will complete the “Word Processing Skills Study Guide.”
6. Formal assessment:  Students will type a two-page report that has tables and enumerated items in the report and a reference page.  Students will use their textbook and the study guide for reference materials to type the report.  Reports will be graded with the traditional rubric:  


0 mistakes 
= 
100%

1 mistake 
=
90%

2 mistakes
=
70%

3 mistakes
=
50%
WORD PROCESSING SKILLS STUDY GUIDE

1. How do you insert a Date Code?

2. How do you set the Automatic Hyphenation?

3. What does Ctrl Home and Ctrl End do?

4. What does Ctrl + an arrow key do?

5. What is the difference between SAVE and SAVE AS?

6. What is a MACRO?  How do you make one?

7. How can you find a specific word in a whole document?  

8. How can you find a specific word and then automatically change it to another word?

9. How do you make your type BOLD without using the mouse?

10. How do you make your type UNDERLINED without using the mouse?

11. How do you make your type ITALICIZED without using the mouse?

12. On what page is the example for a Block-Style Business letter?

13. On what page is the example for a Modified Block-Style Business letter?

14. On what page is the example for a Simplified Block-Style Business letter?

15. On what page is the example for a Standard Memorandum?

16. On what page can you find the “Improve Report Formatting Skills” that explains the following report format guides:

a. Unbound Reports

b. Bound Reports

c. Standard Margins

d. Page Numbering

e. Spacing—long quotes and enumerated items

f. Headings and Subheadings

g. Title page

h. Documentation-citing sources: textual, endnotes & references?

17. What are the steps for typing a report?

18. On what page is the example for a table using a key line to type?

19. What are the steps for typing a table using a key line?

20. What is Mrs. Sheffield’s first name?




























