B6.  View a Document Before Printing
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To open, view and close the print preview option from the file menu.

Lesson Duration: 10 minutes for introduction, 5 minutes each subsequent class session.

Pre-Instruction:

Familiarity with the print preview option.

Should be taught in conjunction with Lesson B3 Create a Simple Text Document and Lesson B4 Select Text and Alter Appearance.

Make copies of Handout - “View a Document Before Printing” (or copy onto a transparency). (optional)

Materials Needed: 

Computer for each learner.

Overhead or LCD Projector. (optional)

Handout: View a Document Before Printing. (optional)

Learning Objective: 

Learner will be able to open print preview from file menu, view the document and then close print preview.
Presentation/Procedure:

· Explain that it’s possible to see an entire page of a document before the document is printed.  

· Ask:  Why it is important to see the document before printing? (save ink and paper, and time)
· Explain/demonstrate steps to previewing a document, using a demonstration computer or transparency of the Handout – “View a Document Before Printing”.

· Go to File Menu:

· Click on Print Preview
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· View document

· Close by clicking on the word close.  (Be sure to point this out.  This is different than closing other windows.)


· Walk learners through the procedure using a document they have created in Lesson B3 or B4.  

Practice:

· Have the learners practice previewing a document using a document they previously created or if time allows they can create a new document.

· Have the learners repeat the process until they feel comfortable with this skill.

· In each subsequent class session have learners practice viewing their documents. 

Evaluation: 

Have each learner preview a document using the file menu without help from the instructor or use of handouts. 

Closure:

Review the procedure for previewing a document and discuss observations made during the class.  Reemphasize the reason for previewing a document.

Vocabulary:

(See Glossary for definitions)

 print preview, view, close, file menu

Resources:

Teknimedia Corporation.  PC 140, (Lessons 29 & 30) Bethesda:  Teknimedia Computer Literacy Series, 2000-2001  www.teknimedia.com
Instructor Comments: 

· Some learners may be familiar with the print preview icon on the toolbar. This competency asks them to use the file menu – make sure they are not “shortcutting”.

· If a learner is having difficulty during the practice session, you can provide a copy of the Handout – View a Document Before Printing 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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