

Technology Level B


B2.  Open a Word Processing Program
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To open a word processing program using the icon and the start menu.
Lesson Duration:

30 minutes for introductory lesson; may be repeated in subsequent lessons as needed

Pre-Instruction:

Teach in conjunction with Lesson B8 Close a Document.

Familiarity with two methods of opening a word processing program.

Make copies of handout, “Opening a Word Processing Program” (on paper or transparency).

Materials Needed:

Computers 

Copies of handout, “Opening a Word Processing Program”

Learning Objective:

Learner will be able to open a word processing program from both the start menu and the program’s icon. 
Presentation/Procedure:

· Explain that there are two ways to open a computer program.

· Demonstrate opening a program using an icon.  Explain that an icon is a picture or symbol representing a program.  Be sure to emphasize that they must double click on an icon to open a program.
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· Exit the program.

· Explain that the second way to open a program is by using the start menu.  





· Demonstrate how to open the start menu by clicking on the programs list and then on Word or other word processing program.  Exit and repeat this several times until you believe the learners are comfortable with the procedure.

Practice:

· Ask learners to “Find Microsoft Word using the icon” or “Find Microsoft Word using the Start Menu”.  Alternate until students feel comfortable with this.  (You might alternate Word with other programs on the Programs list or desktop).

· In each subsequent session have learners practice opening and closing documents/programs.

Evaluation:

When asked, each learner will be able to open a word processing program using both an icon and the start menu.

Closure:  

Review the process for opening a word processing program using the icon and the Start Menu.  Discuss observations made during the individual learner evaluations.

Vocabulary:

(see glossary for definitions)

 icon, start menu, programs list, program, document, close, exit, open
Resources:

Teknimedia Corporation.  PC-100 – Mouse, (Lessons 20 & 21); PC 140, (Lessons 11 & 12) Bethesda:  Teknimedia Computer Literacy Series, 2000-2001.  www.teknimedia.com
Instructor Comments: 

· Teach this lesson at the same time as Lesson B8 Close a Document. 

· Since the learners have demonstrated Technology Level A proficiency they should be familiar with opening and closing programs. 

· If a learner is having difficulty during the practice session, you can provide a copy of the Handout – Opening a Word Processing Program for additional assistance.  However, the use of the handout is not a substitute for instructor-led delivery and monitoring of learner skill attainment.

· If lessons B2 and B8 together seem too overwhelming, do them on different days.
Instructor Reflections: 
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