
October 30 October 31 November 1

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 

06.03 Format cells and 

worksheets by applying 

cell formats, merging 

and splitting cells, 
04.03 Format content to 

a document by applying 

font, paragraph 

04.03 Format content to 

a document by applying 

font, paragraph 

06.02 Create cell data, 

apply auto fill and 

hyperlinks.
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.

06.04 Manage 

worksheets and 

workbooks by creating 

and formatting 

worksheets and 

manipulating 

views/themes.

Quiz/Core skill review 

3
Cert exam

Core Practice Test 1 

walk through

Classwork / 

Homework

Activities:

Standards or 

Frameworks:

Demonstrate 

understanding of word 

through a short quiz

Demonstrate 

understanding of word 

through the certification 

exam

Begin to understand the 

basic functions of excel

Teacher: Krupa

Lesson Plans
Course: DIT

Unit Goal(s): Understanding Microsoft Word

Daily Learning 

Goal(s):



Period(s):  5/6      Week of: 10/30/1710/30/17

November 2 November 3

Thursday Friday

06.03 Format cells and 

worksheets by applying 

cell formats, merging 

and splitting cells, 

06.03 Format cells and 

worksheets by applying 

cell formats, merging 

and splitting cells, 
06.02 Create cell data, 

apply auto fill and 

hyperlinks.

06.02 Create cell data, 

apply auto fill and 

hyperlinks.

06.04 Manage 

worksheets and 

workbooks by creating 

and formatting 

worksheets and 

manipulating 

views/themes.

06.04 Manage 

worksheets and 

workbooks by creating 

and formatting 

worksheets and 

manipulating 

views/themes.

- -

Core Practice test 1 on 

own

Core Practice test 1 on 

own

Begin to understand the 

basic functions of excel

Begin to understand the 

basic functions of excel

Lesson Plans

Understanding Microsoft Word


