
October 16 October 17 October 18

Monday Tuesday Wednesday

04.01 Select and use 

word processing 

software and 

accompanying features 

04.01 Select and use 

word processing 

software and 

accompanying features 
04.03 Format content to 

a document by applying 

font, paragraph 

04.03 Format content to 

a document by applying 

font, paragraph 
04.04 Apply page 

layout and reusable 

content by editing and 

manipulating page setup 

settings and applying 

themes.  Create and 

manipulate page 

backgrounds, headers 

and footers.

04.04 Apply page 

layout and reusable 

content by editing and 

manipulating page setup 

settings and applying 

themes.  Create and 

manipulate page 

backgrounds, headers 

and footers.

04.07 Apply references 

and hyperlinks, create 

end and footnotes, and 

create a table of 

contents in a document.

04.07 Apply references 

and hyperlinks, create 

end and footnotes, and 

create a table of 

contents in a document.

Core Skill Review 1 Core Skill Review 2

Classwork / 

Homework

Activities:

Standards or 

Frameworks:

No School- Teacher 

Workday

Lesson Plans
Teacher: Course: 

Apply Skills Learned 

about Microsoft Word 

to see what we have 

learned

Apply Skills Learned 

about Microsoft Word 

to see what we have 

learned

Unit Goal(s): Understanding Microsoft Word

Daily Learning 

Goal(s):



Period(s):        Week of:10/16/17

October 19 October 20

Thursday Friday

04.01 Select and use 

word processing 

software and 

accompanying features 

04.01 Select and use 

word processing 

software and 

accompanying features 
04.03 Format content to 

a document by applying 

font, paragraph 

04.03 Format content to 

a document by applying 

font, paragraph 
04.04 Apply page 

layout and reusable 

content by editing and 

manipulating page setup 

settings and applying 

themes.  Create and 

manipulate page 

backgrounds, headers 

and footers.

04.04 Apply page 

layout and reusable 

content by editing and 

manipulating page setup 

settings and applying 

themes.  Create and 

manipulate page 

backgrounds, headers 

and footers.

04.07 Apply references 

and hyperlinks, create 

end and footnotes, and 

create a table of 

contents in a document.

04.07 Apply references 

and hyperlinks, create 

end and footnotes, and 

create a table of 

contents in a document.

Core Skill Review 2 Core Skill Review 3

Lesson Plans

Apply Skills Learned 

about Microsoft Word 

to see what we have 

learned

Apply Skills Learned 

about Microsoft Word 

to see what we have 

learned

Understanding Microsoft Word


