B8.  Close a Document
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To demonstrate two ways to close a document.
Lesson Duration: 

20-30 minutes for introductory lesson; may be repeated in subsequent lessons as needed

Pre-Instruction:

Familiarity with two methods of closing a document.

Make copies of Handout -  “Closing a Document”  (on paper or transparency).  (optional)

Teach in conjunction with Lesson B2 Open a Word Processing Program..

Materials Needed:
Computer for each learner. 

Overhead or LCD Projector. (optional)

Copies of handout. (optional)

Candy or prizes. (optional)
Learning Objective:

Learners will be able to close a document by using both the file menu and the x button.
Presentation/Procedure:

· Explain the difference between close and exit functions.  (Close will only close the document.  Exit closes the program.) 
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Open Microsoft Word and explain/demonstrate how to close the document only using the smaller, inside X (on the menu bar).  Explain that the X on the menu bar closes the document and the larger, outside X (on the title bar) exits the program. 





· Open Microsoft Word and explain/demonstrate how to close the document using the File menu and close command.  




Practice:

· Have the learners practice closing a document (using the inside x) and exiting the program (using the outside X) until they are comfortable with the process.

· Have the learners practice closing a document using the File menu and close command.

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

Supplemental practice:

Play the following game:

· Say:

· “Go to Microsoft Word using the icon.”

· “Close the document using the smaller, inside X.”

· “Exit the program using the File menu.”

· “Go to Microsoft Word using the Start menu and the programs list.”

· “Close the document using the File menu.”

· “Exit the program using the X.”

Mix up the directions until they can follow them easily. Optional: award candy (to be eaten later) or prizes when they do it correctly. 

· Variation: Do as teams and award points (or prizes) for which team does it the quickest or has most correct responses.

Evaluation:

Have each learner close a document using both the x button on the Menu bar and the File menu without the instructor’s help or use of handouts.

Closure:

Review the two processes for closing a document.  Discuss observations made during 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:

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

· If teaching both Lesson B2 and Lesson B8 seems too much for the learners do the lessons on different days.

· Be aware of the difference between close and exit. You can close a document but still have a program open. Exiting closes the document and the program. It’s important in this lesson to use precise terminology. 
· If a learner is having difficulty during the practice session, you can provide a copy of the Handout – Closing a Document for additional assistance.  However, the use of the handout is not a substitute for instructor-led delivery and monitoring of learner skill attainment.

Instructor Reflections:
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