D2a.  Select and Use the Appropriate Document Template for Different Types of Documents - Memo
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To select and use the Memo Wizard to create a document.
Lesson Duration:

1 – 1 ½ hr.

Pre-Instruction:

The competency Select and Use the Appropriate Document Template for Different Types of Documents is reflected in Lessons D2a – D2d.  The learner is required to select only two document templates and create a document from each template for the pre- and posttest assessment.  However, each learner should receive instruction on all four of the templates.  

Instructor should be familiar with Word Templates and their uses.

Instructor should be familiar with Word Wizards and their uses.

Make copies of the Handout – “Creating an Interoffice Memo Using a Wizard” (on paper or overhead transparency) (optional).

Prepare a list of subjects/messages for the end of lesson evaluation.

Materials Needed:

Computer, printer, MS Word program

List of subjects/messages for the end of lesson evaluation. 

Copies of the Handout – “Creating an Interoffice Memo Using a Wizard” (optional).

Overhead or LCD projector (optional).

Learning Objective:
Learner will be able to use the Memo Wizard to create and print an Interoffice Memorandum.

Presentation/Procedure:

· Creating a Memorandum: (Directions may differ slightly with different versions of Word.):

· Ask the learners what the word “memorandum” (Memo) means.  Ask them if they have ever received one.  Ask them to give examples of instances when one would be used.

· Explain/demonstrate the steps to creating an Interoffice Memo on a demonstration computer or using transparencies of Handout #1:

· Click on the File menu, click on New, then click on Memos.

· Choose Memo Wizards and click on Ok.
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· When the Memo Wizard window appears, click on Next for the Memo style.

· Choose Professional and click on Next.





· Show learners that as each window opens they will be typing in the requested information.  Each blank window should have text added.

· After completing the Header/Footer category click on Finish to view the document.



· Explain that the document is not complete until a message is added to the body of the Memo.

· Click on the “click here and type your Memo text” and add a message.



Practice:

· Write the word “Parking” on the board and the following message:  “Parking will no longer be allowed in the East parking lot.”   Explain to the learners that parking is the subject and the text is the message they will add to a Memo.  Explain that the “To” and “Cc” fields can be names that they make up.  The “From” field should be their name.  

· Have the learners open Microsoft Word.

· Tell the learners to go to Memo Wizard and create the parking memo during the class session.

· Monitor the learners as they follow the directions to create the Interoffice Memo.

· Give them time to practice by creating a variety of memos.

Evaluation:  

Give each learner a subject and message to be entered on an interoffice memo.  Have each learner create an interoffice memo without the instructor’s help or use of handouts.  Have each learner print his/her completed memo.  

Closure:  Review the steps for creating an Interoffice Memo from the Fax Wizard.  Discuss observations made during the individual learner evaluations.

Vocabulary:

(See Glossary for definitions)

template, default, memorandum 

Resources:

Instructor Comments:

If a learner is having difficulty during the practice session, you can provide a copy of the Handout – Creating an Interoffice Memo Using a Wizard 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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