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Comma Productions Professional Development Program

Level 8: The Paperless Office 

Lesson Plan and Background Notes
	Lesson Title:
	The Paperless Office



	Subject Area:
	Technology



	Grade Level:
	9-12, College



	Lesson Summary:
	1. Introduction to Microsoft Outlook Email

2. Using Outlook to manage Contacts

3. Using Microsoft Word to create a one-page flier for on-line distribution

4. Troubleshooting printer errors



	Learning Objectives:
	1. Students will become familiar with Microsoft Outlook Email
2. Microsoft Word will be used to create a flier for on-line distribution
3. Students will research marketing options for local cable, web sites and Email distribution
4. Students will administrate common printing errors


	Benchmark:
	1. Standardized testing of Word, Excel and system commands

2. Completed assignments will be printed

3. Work will be backed up on floppy



	Approximate Time:
	7 hours


	Prerequisite Skills:
	1. Students should have intermediate skills in Microsoft Word and Excel.

2. Students should have basic file management skills 

	
	

	Materials and Resources Required

	Technology:
	Computer(s), Microsoft Windows, Microsoft Word, Microsoft Excel, Microsoft Outlook and Internet Explorer

Computer hardware

1. A computer with a printer

2. A lab with access to the Internet



	Printed Materials:
	Chapter 8 of the Guide

Exercise sheet



	Preparation:
	Prior to class:

1. Prepare floppy disks with the sample files

2. Confirm the Outlook email accounts for students and instructor


	Procedures:
	Wait a Minute Mr. Postman (3 hours)

1. Introduction to email

2. Setting, or flagging, emails

3. Create Contacts and Distribution Lists
4. Use Inbox rules to filter email
Big Time (.5 hour)

1. Layout Flier in Word using a table

2. Insert the photos from file

3. Format the picture using the Advanced Layout options

4. Use the Show/Hide tool to investigate the Anchor Lock on the picture

5. Format the email as HTML

6. Paste the flier into an email message

Practice: Doing It With Style (1 hour)

1. Review formatting with the Format Painter

2. Introduction to Styles

Take Control: Save a Tree (.5 hour)

Troubleshoot the blank pages printing from Word

1. Prior to class prepare a floppy with a sample file that has extra blank lines which force a blank page at the end of the document

2. Troubleshoot the layout using the Show/Hide button

3. Investigate the Set Print Area in Microsoft Excel

TechTalk: Making It Count (.5 hour)

1. Investigate the System properties for the printer

2. Look up the Default Document properties

The Administrator: Hot Off The Presses (.5 hour)

1. Investigate the Administrative properties for the printer

2. Printing a Test Page

Challenge Series (1 hour)

Students will document options for on-line publication of information. The research should include Community Access TV, local newspaper web sites, and regional Internet portals. The findings should be documented in a Word report.



	Note to instructor:
	The operating system controls how the printer responds in all applications.  When people call for technical support, they report that their database cannot print. They are frequently surprised when Mama directs them to the Printer Settings! Clients are looking for a solution in the application that fails to print. They need to understand that databases, word processing and spreadsheets are on another layer above the operating system and the hardware. When troubleshooting printers, start with the basics: can the printer produce a test page? If the printer doesn’t function at this level, it certainly won’t perform with a higher-level program.


Background Notes

History
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At the dawn of the computer age, we were told that computers would usher in a paperless society. It hasn’t happened yet. Indeed, the more computers I have, the more paper I generate. Slowly, slowly, things are beginning to change. Websites are replacing the daily newspaper and eCatalogues have surpassed printed fliers. 

This lesson plan begins with a traditional paper flier but prompts the student to consider innovative methods of delivery that won’t sacrifice a tree. If printing is required, this chapter offers methods for optimizing the print quality and troubleshooting common printer errors. 

Take A Byte: Microsoft Outlook

Review the Nomenclature of the Microsoft Outlook Application

Microsoft Outlook does not readily follow the pattern recognition found in Microsoft Word, Excel and PowerPoint. Many of the tasks are accomplished with the toolbar or with a right mouse click. The exercises in the handouts build on each other in a methodical way.
· Create, send and reply to email

· Create attachments and handle incoming attachments carefully
· Work with Contacts and Distribution lists

· Use delivery options

· Organize the Inbox

· Filter email with Inbox rules

· Archive mesages

Take Two: Big Time
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?”
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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!

Change the email options in Outlook

· In Outlook, go to Tools->Options

· On the Mail Setup tab, confirm that there is an option for HTML

· Open a new email message and select HTML from the toolbar

Create a simple flier in Microsoft Word

· Format the text: big, bold, centered

· Insert a picture from file and Format the picture as behind text

Alternative Action

· Create a simple flier in Word

· Use the File->Send to command

Take Control: Save A Tree

Word Document Set Up

 Create a copy of the Paper Tiger Sample file

 Add several blank lines at the end of the page that forces the document into two pages  

 Distribute to students on a floppy, CD-ROM or shared network drive
Word Investigative Reporting

 Use Print Preview to confirm that there are two pages

 Use the Word Status bar to confirm that there are 2/2 pages

 Use the Show/Hide button to view the blank lines on page two

Troubleshooting with Excel

 Open the PriceSheet.xls sample for Chapter 5
 Use Print Preview to confirm there is one page

 Go to File -> Print Area -> Set Print Area to delineate the spreadsheet 

Tech Talk: Making It Count

Printer Defaults

 Go to the Printers Folder Start -> Settings -> Printers
 Select a printer and view its properties  

 Is there a maintenance page? Investigate the options and confirm that running out of ink or poor maintenance will trash the print head.

Document Defaults

 In the Printers Folder go to File -> Document Defaults to 

 Review the resolution and color settings

The Administrator: Hot Off The Presses
[image: image4.png]


Printer Status

 Go to the Printers Folder Start -> Settings -> Printers
 In the Printers Folder double click a printer 

to open the Printer Tray

  Go to the Document menu. Review the options for canceling, pausing, and restarting a print job.

Taking Control

With Windows NT, Windows 2000, and Windows XP the print spooler service can be stopped and restarted. This will clear everything in the print queue. However, it doesn’t necessarily cure the problem that jammed the queue in the first place. As a discussion question, ask the students how they would handle ill-behaved applications that don’t print well. It is an exercise to get them thinking like Administrators, who are responsible for the well-being of the entire network.

Challenge Series
 Research alternate methods for distribution
 Document the findings in a Microsoft Word report
 Include screen captures of local web sites
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