WORD PROCESSING UNIT

(6 WEEKS)

	ESSENTIAL QUESTIONS FOR WORD PROCESSING
	VOCABULARY
	CULMINATING PERFORMANCES/ASSESSMENTS
	SCORING GUIDE

	1. How might the use of proper keyboarding techniques help in your efficiency as a future employee? 

2. What kinds of word processing documents can help you in the world of work outside high school? How can these documents be of assistance?
3. How will your knowledge of computers and more specifically, word processing software, help you as a future employer or employee?

	· File 

· Tab key 

· Inside address 

· Salutation 

· Closing 

· Reference Initials 

· Full-block letter style 

· Overtype mode 

· Insert mode 

· Editing marks 

· Alignment 

· Bold, italics, underline 

· Font, font face, font size 

· Copy, cut, and paste
	· Word processing/ keyboarding basics exam
· Modifications/Adjust-ments to Word processing documents exam

· Business Letter Quiz

	· Short Answer-2 pts. each

· Matching-2 pts. each

· Multiple choice-2 pts. each

· See Attached

· 28 points total. 14 total corrections for a business letter application to be rearranged.


