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Comma Productions Professional Development Program

Level 3: WYSIWYG 

Lesson Plan and Background Notes

	Lesson Title:
	What You See Is What You Get



	Subject Area:
	Technology



	Grade Level:
	9-12, College



	Lesson Summary:
	1. Introduction to the power of visual presentations

2. Create Corporate Stationary

3. Save the document as a template

4. Create a Marquee Screen Saver with rich text formatting



	Learning Objectives:
	1. Students will master the Insert commands for Date and Time, Picture from File

2. Students will master the File commands for New, Open, Save, Save As, and Print

3. Students will distinguish between Save and Save As

4. Students will create a Template

5. Students will understand options for video settings


	Benchmark:
	1. Standardized testing of Word nomenclature

2. Completed assignments will be printed

3. Work will be backed up on floppy



	Approximate Time:
	4 hours


	Prerequisite Skills:
	1. Students should know how to cut, copy and paste.

2. Students should know basic rich text formatting.

	
	

	Materials and Resources Required

	Technology:
	Computer(s), Microsoft Windows, Microsoft Word

Computer hardware

1. A video display set on VGA mode

2. A video display set on an incompatible mode


	Printed Materials:
	Chapter 3 of the Guide

Exercise sheet

Microsoft Word Buzzword Bingo



	Preparation:
	Prior to class:

1. Prepare floppy disks with the sample logo

2. Each student will need a blank, formatted floppy disk. Students will be building a corporate image during the course of the following weeks.



	Procedures:
	First Impressions (1 hours)

1. Lead the class in the layout and formatting of the corporate stationery. 

2. The exercise is repeated with students creating their own company image. Logos can be copied from the Internet or created in Microsoft Paint.

3. When the stationery is complete, students will Save As a Template.

4. Students will Open the template and editing and revisions.

Multi-discipline approach: Work with the graphics or art instructor to incorporate elements of style and design. 

You wanted to keep that file, didn’t you

(Part of the preceding exercise)

1. Students will save to the Student folder

2. Students will Save As to a floppy

3. For the templates, students will locate the template in the Microsoft Office/Templates folder on the C:\ hard drive

Take Two: Quick Kudos (1 hours)

1. Lead the class in the layout and formatting of text boxes

2. Use the Text Box to introduce Border and Shading Formats

Take Control: Marquee Screen Saver (.5 hour)

Students will use the Control Panel to change the Display Properties. This is an instructor-led exercise and requires confirmation that the user has understood the directions. This exercise also repeats the lessons in rich text formatting.

TechTalk: Installing a video card (.5 hour)

It is not practical to have each student add a new video card. However, it is instructive the see the installation process to build a better understanding of the PC architecture. 

1. Students will document the hardware, HAL, (drivers) and system requirements for changing the hardware. 

2. Students will outline a method for clean installs

The Administrator: I Can’t See a Thing! (1 hour)

Blown video settings are the bane of corporations. As administrators, the students need to understand the specific requirements for matching video and monitors.

1. Windows 95/98: Demonstrate booting in Safe Mode

2. Windows NT/2000: Demonstrate booting in VGA mode

3. Students will use the Internet to research and document the limited settings for the lab equipment.



	Note to instructor:
	The power of visuals! Designing corporate logos and stationery is a well-paid job. The typical contract for a Corporate Stripe is three days and nets approximately $5,000. Encourage the students to create several versions of their designs.

The hardware demonstration emphasizes the interaction between hardware, operating system, and the HAL (hardware abstraction layer) between them. 


Background Notes

History

WYSIWIG was a term invented in the mid 1980’s to indicate that what you saw on the screen is what you would see on the print out. This was a revolution in word processing. The Macintosh was the first to give this control to the new desktop publishing industry. This series of exercises focuses on visuals: The impact of a corporate logo, the desktop display, and the video settings on a computer.

Take A Byte: First Impressions
Review the Nomenclature of the Microsoft Word Application

 Is there a Blue Title Bar that Says Microsoft Word-Document 1?

 Is there a Standard Menu bar that says, “File, Edit, View, Insert, Format, Tools….Help?

 Is there a Standard Tool Bar that says, “New, Open, Save,…Cut, Copy, Paste?”

 Finally, is there a Formatting Tool Bar that has, “Normal, Times New Roman, 10pt?”

This method of orientation reinforces the similarity between products. Keep it simple and focus on five or less functions per training period. Please do not use technical jargon!

Creating a Corporate Stripe

The Corporate Stripe is a set of documents that have the company logo, fonts, and styles. This exercise introduces one new command from the Edit menu and two new commands from the Insert menu.

 Type the company name and logo

 Go to Edit on the menu bar and Select All
 Using the Formatting tool bar, choose a Tahoma, 12 point, bold, centered, and dark red

 Select the first line of type and make it 14 point.

 Insert a Picture from File
There are sample files on the CD or you can copy your own picture to floppies for each student. The task here is to get the class t o use the Look In browser to aim for the A:\ floppy drive. Students should notice that Microsoft Word remembers the last place they looked and will take them back to the floppy.

 Resize the picture 

 Center it above the Company name and address

 [image: image1.png]@



Add two blanks lines

 Format the blank lines to be aligned left

 Insert the Date and Time
Remember to point out the default updates automatically. This option is not appropriate for medical or legal documents that must be date/time stamped.

You wanted to keep that file, didn’t you?

This is a preliminary exercise in saving files. A more robust set of exercises is given in Chapter 5. The emphasis here is deciding where—and how often—to save the files. 

 File ->Save to the floppy

 File ->Save As to the Student folder on the hard drive

 File ->Save As to create a new version of the file

 File ->Save As to create a template

New, Open, Save, and Save As

New

· To open a new Word document, click on the New button: the plain white sheet of paper in the upper left corner of the tool bar. FYI: This opens the Normal.dot template.

· For more options, go to File on the menu bar, and select New. 

Open

· To open an existing Word document, click on the Open button: the yellow folder in the upper left corner of the tool bar.

Save your work

· The first time you click on Save, you will see the following window:
· Use the down arrow by the Save in: field to select the Work drive.

· In the big main window, double click to open the folder you want to store your document in.

· Use Tab on your keyboard to highlight the File Name field. Type a name for your document. You do not need to add the “.doc” extension. 

· By default, the Save as type: is Word (version 8.0). Note Word 2000 and Word XP are compatible with Word 97. There is no need to save in a different version.
· Click on the Save button or press the Enter key on your keyboard.

Save As is used to make a copy of your work. 

· It is a fast method of “cloning” a letter, editing a few lines of copy, and completing your work.

· Save As is also used for making different version of a document.

Save As a template

 Go to File -> Save as
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At the bottom of the Save As Window, change the file type from Word (*.doc extension) to Template. (*.dot extension) The browser immediately switches to the template folder on the local hard drive.

 The file is now saved as a template. Have the students exit out of Microsoft Word. This step is to insure that all documents are closed and there is no confusion which is the original Company document and the new template.

 Start the Program Microsoft Word again

 Go to File ->New. The template will be in the General Folder next to the Blank (normal.dot) file

Repeat the exercise by having the students create a letterhead, memo, and envelope for a new company.

Take Control: That’s NOT my style

Taking Control of the Video Display

 Go to the Control Panel Start ->Settings ->Control Panel
 Double click on the Display applet

 Choose the Screen Saver page of the Display properties

 Play with the various stock options

a. Choose a screen saver and change the settings

b. Use the screen saver to log off the machine

Now, create a corporate image

 Choose the Scrolling Marquee Screen Saver

 Click on the settings button

 Type a message for your corporation—keep it clean! * 

 Format the type and the speed of the display

Screen savers were used to keep the tool bars from burning into the monitors. If there is an old CRT, you can clearly see the burn marks!

* This is an excellent time to remind students that they are not the only ones to use the lab. Creating a scrolling marquee that swears at the viewer may seem funny to young adults, but ask if it would be appropriate at work? Would it invite more people to buy their products? Schools and training centers sell time on their computers. An inappropriate message definitely drives customers away.

TechTalk: Installing a Video Card

A demonstration of adding new hardware

 With the computer turned off, replace the video card with new hardware

 Turn the computer back on

 Windows 95, 98 and 2000 will detect the new hardware and ask for the drivers

 Confirm the settings in with the Device manager
a. Go to the Control Panel Start -> Control Panel
b. In Windows 95/98 double click the System applet
c. In Windows 2000 and Windows XP right mouse click My Computer to get the Properties and select the Hardware tab.

 Double click on the Display device to examine the drivers and the resources
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The Administrator: I Can’t See a Thing

A lesson in screen resolutions

 Go to the Control Panel Start -> Control Panel
 Double click on the Display applet

 Choose the Settings tab

a. Test the monitor with Less screen area

b. Test the monitor with More

c. Emphasize the need to TEST the settings

d. Demonstrate how to recover from blown settings

Note: many games change the screen resolution and frequency. The problem isn’t apparent while the game cruises in a DOS emulation Window. It’s when you exit the game and reboot that the computer becomes useless!
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