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Grade Level: 7, 8

Technology Standards: 

3.7.4 Student creates text boxes (I, E, M)

3.7.5 Student changes the size, style, color, and type of font. (I, E, M)

3.7.6 Student imports graphics (M)

3.7.7 Student adds borders and frames. (I, E, M)

4.1.7 Student writes an instructional manual for a piece of software or technology (I)

4.5.4 Student designs and creates a cover for a magazine, book, brochure, report, or pamphlet (E)

SAUSD Reading-Language Arts Standards: 

II. WRITING

7.1.5 Student composes documents with appropriate formatting using word processing skills and principles of design

7.1.6 Student revises writing to improve organization and word choice by adding, deleting, consolidating, and rearranging words and sentences after checking the logic of the ideas and the precision of the vocabulary in the composition.

7.1.5, 8.1.5 Student uses correct capitalization.

7.1.6, 8.1.6 Student spells correctly.

8.1.1 Student edits written manuscripts to demonstrate control of grammar

8.2.6 Student writes technical documents that explain a complex operation or situation that identifies the sequence of activities needed to create a product, service, or system, includes all the factors and variables that need to be considered, and uses formatting techniques

7.1.4 Student shares roles and defines responsibility for a team project; sets objectives and time frames for work to be completed; establishes processes for group decision making; and reviews progress

Software: Microsoft Word (Microsoft)


Various software titles or different devices to use with the computer

Content Skills: sequencing, critical thinking, problem solving, cooperative learning, organization, following directions

Introduction to the Lesson

This will be either a group (4-5 students) or whole class project. Select a piece of software or a device that students will write an instructional manual for. Each student will write a portion of the manual describing how to do a task using the particular piece of software or a device. For example, if you selected MS Word, one student could write about changing the font for text, and another student could write about inserting clip art. Each student will be responsible for a section of the manual.  He/she should write this manual for the laymen and, perhaps, you could even use it to distribute to other students or teachers in the school. 

[image: image2.wmf]Though the manual writing is a group project, each student in the group will be required to create a cover for the manual. Students will design a cover using the special features such as Word Art available in MS Word. If you decide to distribute the manual to others, you may want to select the best cover for publication 

Lesson Plan

1. Explain to students that they will be working in their groups to write an instructional manual for a piece of software or a piece of equipment to use with the computer. Each person in the group must write explicit directions for how to complete a specific task using the software. 

2. Have students come up with a group plan for the manual. Then, they should each write their portion using Microsoft Word. Files should be saved as manual followed by their initials. After they have finished their step-by-step guides, they should give it to another person in the group. That person should try out the instructions exactly as they are written. Then, they should provide feedback regarding any changes or clarifications that should be made.

3. Students should revise their directions until they are correct. Then, they should save the file again.

4. Students will use word art and some special features in Microsoft Word to make a unique cover for the manual.  Their cover should contain Word Art, a text box, a page border, and a piece of clipart. When students are finished with their cover, they should type their names at the bottom of the page, then save the file as Cover followed by their initials and print their work. (Note: There is a set of instructions for creating Word Art, Text Boxes, Page Borders, and inserting Clip Art on page 4 of this lesson.)
5. Be sure the Drawing Tool Bar is showing on the screen.  If the Drawing Tool Bar is not showing, students can make it appear by clicking on View, selecting Toolbars, and selecting Drawing.  It should appear at the bottom of the screen.  

6. Remind students to quit or exit the program so that the computer is ready for the next student to use.

7. You may want to review the steps on the activity card with students so that they may work independently at the computer.
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Student wrote instructions for a specific software task.

Student participated as part of a group on the project.

Student created a complete cover for the manual that included:

· Word Art

· Text box 

· Page border

MS Word Instructions
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1.  Click on the     on the Drawing Toolbar.  

The Word Art dialog box will appear.
2. Select the Word Art Style you want and click on OK.

3. Type your Text.  You can change the Font and the Size.

4. Click on OK and you will see your Word Art in your presentation.

5. You can drag your Word Art to the desired location just like any clipart.

6. You can resize the Word Art by clicking and dragging a corner.

7. You can create special effects by dragging the yellow diamond(s).

8. Change the color by clicking on the       right of the Bucket on the Draw Toolbar: Select More Fill Colors for solid colors or Fill Effects for gradients and patterns.

How to make a Text Box:

1. Click on the Text Box icon on the draw tool bar.

2. Move your mouse up to the page.  

You will see it change from an arrow to a   

3. Click and drag to make the text box.

You can change the font and size of text in the text box.  You can also drag the text box to the position you desire.

4. You can make the line around the text box transparent by clicking on the Line Color icon (paintbrush) and selecting No Line.

How to do a Page Border:

1. On the top menu bar, click on Format, then select Borders and Shading.

2. Click on the tab that says Page Border.

3. Click on the type of border you want (i.e., Box, Shadow, 3D)

4. You can also select the color and width.  If you click on Art, you will have choices of many, many interesting borders.

How to Insert Clip Art:

1. On the top menu bar, click on Insert, select Picture, then select Clip Art.

2. Find the clip you want and insert it into your document.

3. You can move the clip by placing the mouse in the center of the picture then click and drag it to the position you desire.  You can resize the picture by clicking and dragging one of the boxes in the corner of the picture.

LA09 Instructional Manual
Activity Card

Part One - Write your instructions.
1. Decide what topic each person will write about for the manual. 

2. Write step-by-step instructions on how to do your topic. Save your file as manual followed by your initials.

3.  Give your instructions to another person in your group. That person should try out the instructions exactly as they are written. Then, he/she should provide feedback regarding any changes or clarifications that should be made.

4. Revise your instructions until they are correct. Remember to save your file each time you make changes.

Part Two – Make a cover.
Note: You will be given a set of instructions for creating Word Art, Text Boxes, Page Borders, and inserting Clip Art.

1. Be sure the Drawing Tool Bar is showing on the screen.  If the Drawing Tool Bar is not showing, you can make it appear by clicking on View, selecting Toolbars, and selecting Drawing.  It should appear at the bottom of the screen.  

2. Made a Word Art using the name of the software you wrote instructions for.

3. Make a Text Box under the Word Art and type the words Instruction Manual.

4. Make another Text Box at the bottom of the page.  Type “Cover by and your name”

5. Create a Page Border of your choice.

6. Save the file as Cover followed by your initials.

7. Print your cover. 

8. Quit or exit the program so that the computer is ready for the next student to use.

LA09 Instructional Manual

Assessment Rubric

	Criteria
	4

Advanced
	3
Proficient
	2
Basic
	1
Below Basic

	The students worked in a cooperative group.


	The group was so successful working in a cooperative manner that they were an excellent model for the other groups in the class.
	Each student in the group successfully performed his/her job without teacher intervention.
	Students in the group usually performed his/her jobs with minimal teacher intervention.
	Students in the group had trouble performing their assigned rolls.  Teacher needed to supervise the group on an ongoing basis.

	Student wrote instructions for a specific software task.


	The student wrote clear, organized, instructions that contained all the necessary information needed to perform the specific software task.
	The student wrote clear instructions that contained most of the necessary information needed to perform the specific software task.
	The student wrote instructions that contained some of the necessary information needed to perform the specific software task.
	The student wrote instructions that did not contain information needed to perform the specific software task.

	Student created a title for the cover using Word Art. 
	Student was able to assist other students in creating Word Art.
	Student was able to create word Art and modify it without assistance.
	Student was able to create Word Art with minimal assistance
	Student was able to create Word Art only with lots of assistance

	Student created a subtitle for the cover by making a text box.
	Student was able to assist other students in creating a text boxes.
	Student was able to create text boxes without assistance.
	Student was able to create text boxes with minimal assistance
	Student was able to create text boxes only with lots of assistance

	Student created a border for their cover.
	Student was able to assist other students in creating a page border.
	Student was able to create a page border without assistance.
	Student was able to create a page border with minimal assistance
	Student was able to create a page border only with lots of assistance
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