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	 Home   M C DSL
	 LACC    W1LH

	  Comments:

  Under “Drills”: + indicates language arts; bold indicates MAP drill; lowercase letter indicates reading only.

 A=0 errors; B=1 error; C=2 errors; D=3 errors; F=4+ errors; Retype documents assigned a D or F or 0% for proofreading.
 

	Lsn.
	Due

Date
	Timings
	Drills
	Word

Processing
	Document Processing/Grade
	Extra Credit 

	
	
	Goal
	S/E
	
	
	
	

	1
	
	10/3e
	
	1-A B C D E F G H I J 
	edl
	
	

	2
	W1 2/12
	11/3e
	
	2-A B C D E F G
	
	
	

	3
	
	12/3e
	
	3- A B C D E F G
	
	
	

	4
	
	13/3e
	
	4- A B C D E F G H
	
	
	

	5
	W2 2/19
	14/3e
	
	5-A B C D E F G
	
	
	

	6
	
	15/3e
	
	6-A B C D E F G H
	
	
	

	7
	
	16/3e
	
	7-A B C D E F G H
	
	
	

	8
	W3 2/26
	17/3e
	
	8-A B C D E F G H
	
	
	

	9
	
	18/3e
	
	9-A B C D E F G H I J K
	
	
	

	10
	
	19/3e
	
	10-A B C D E
	
	
	

	 Technique Check:  TCEM            Scheduled:  
x .1 =     

	11
	
	19/5e
	
	11-A B C D E F G H I
	
	
	

	12
	W4 3/5
	20/5e
	
	12-A B C D E F G H
	
	
	

	13
	
	21/5e
	
	13-A B C D E F G H I
	
	
	

	14
	
	22/5e
	
	14-A B C D E F G H I
	
	
	

	15
	
	23/5e
	
	15-A B C D E F G H I J K
	
	
	

	16
	W5 3/12
	24/5e
	
	16-A B C D E F G H
	
	
	

	17
	
	25/5e
	
	17-A B C D E F G H
	
	
	

	18
	
	26/5e
	
	18-A B C D E F G H
	
	
	

	19
	
	27/5e
	
	19-A B C D E F G H I
	
	
	

	20
	W6 3/19
	28/5e
	
	20-A B C D E F G H I J K
	
	
	

	21
	
	
	
	21-A B C D+
	E Orientation A— Start Your Word Processor; Choose a Command

Open a File; Quit Your Word Processor
	
	

	22
	
	28/5e
	
	22-A B C D
	E Orientation B— Navigate in a File; Save a File; Close a File; New
	
	

	23
	
	
	
	23-A B C D 
	E Orientation C— Select Text; Bold; Undo/Redo a Command; Help
	
	

	24
	
	29/5e
	
	24-A B C D E F G
	H Orientation D— Preview Pages; Check Spelling/ Grammar; Show Formatting; Print
	
	

	25
	W7 3/26
	
	
	25-A B C d E+ f g
	H  E-mail a Document
	Correspondence 25-1 e-mail
	0.5%

	  Comments: 
CAOT 1
  Under “Drills”: + indicates language arts; bold indicates MAP drill; lowercase letter indicates reading only.

 A=0 errors; B=1 error; C=2 errors; D=3 errors; F=4+ errors; Retype documents assigned a D or F or 0% for proofreading.

	Lsn.
	Due

Date
	Timings
	Drills
	Word

Processing
	Document Processing/Grade
	Extra Credit

	26
	
	30/5e
	
	26-A B C D;  31-f g
	
	Corr. 31-3   letter
	Proofread

 100%   0%
	

	
	
	
	
	
	
	Recreate Proofreading  Check documents to   regain lost points
	

	27
	
	
	
	27-A B C D+ ; 32-h
	
	 Corr. 32-8 


	0.5%

	28
	W8 4/2
	31/5e
	
	28-A B C D E F G;  
33-e f g
	33-H Envelopes; Labels
	Corr. 33-9    envelope
	0.25%

0.25%

0.25%

	
	
	
	
	
	
	Corr. 33-10  envelope
	

	
	
	
	
	
	
	Corr. 33-11  labels
	

	29
	
	
	
	29-A B C D+; 
34-e
	
	Corr. 34-14  memo
	Proofread

 100%   0%
	

	30
	W9 4/9
	32/5e
	
	30-A B C D; 
35-e
	35-F Italic; Underline
	Corr. 35-17  memo
	0.5%

	
	
	
	
	
	
	Corr. 35-19 (Practice Test)

(25 minutes)
	

	Unit 7 Test (Letter & Envelope; 25 minutes) (scheduled Y/N)
TEM

	31
	
	
	
	31-A B C D E+ 
	
	
	

	32
	
	33/5e
	
	32-A B C D E F G; 
36-e
	36-F Table—Create; AutoFit to Contents
	 Table 36-1 b
	0.25%

	
	
	
	
	
	
	 Table 36-2 b
	0.25%

	33
	W11 4/23
	
	
	33-A B C D; 
37-e;
	37-F Table—Merge Cells; Borders
	Table 37-6 o
	              0.5%    PRA

	34
	
	34/5e
	
	34-A B C D; 
38-e
	38-F Table—Center Horizontally; Center Page
	Table 38-9 o
	Proofread

 100%   0%
	

	35
	
	
	
	35-A B C D+; 
39-h 
	39-I Table—Align Text in a Column
	  Table 39-12 (Practice Test)

  (15 minutes)
	

	Unit 8 Test (Table; 15 minutes) (scheduled Y/N)  W12 4/30
TEM  Drop

	36
	
	35/4e
	
	36-A B C D;  
26-e f g
	26-H Alignment; Font Size
	Report 26-1
Business, arranged, sh
	Proofread

 100%   0%
	

	
	
	
	
	
	
	
	
	

	37
	
	
	
	37-A B C D+; 
27-e f g  
	27-H Page Numbering; Page Break
	Report 27-3 
business, multipage, sh, ph, rd
	1.5%

	38
	W13 5/7
	35/4e
	
	38-A B C D;
28-h I
	28-J Bullets and Numbering; Decrease Indent
	Report 28-5 
business, list, rd, sh
	Proofread

 100%   0%
	

	39
	
	
	
	39-A B C D E F G+; 
29-e f
	29-G Line Spacing
	Report 29-7 
academic, multipage, sh, rd
	1.5%

	40
	
	36/4e
	
	40-A B C D
	 30-G Cut, Copy, 

        Paste
	Report Test 2-12  (Practice Test)
  (35 minutes)
academic, multipage, sh
	

	41
	
	
	
	41-A B C
	
	
	
	

	42
	W14 5/14
	36/3
	
	42-A B C D
	
	
	
	

	 Unit 6 Test (Report 45 minutes) (scheduled Y/N)  


	43
	
	
	
	43-A B C D
	Turn in your remaining skillbuilding lessons once a week (no later than Sunday evening each week) rather than one at a time. The deadline to submit any proofreading check documents, late assigned documents, and extra credit documents is Sunday of this week—no exceptions!
	

	44
	
	37/3e
	
	44-A B C D E F
	
	

	45
	
	
	
	45-A B C d E+ 
	
	

	46
	
	37/3e
	
	46-A B C D
	
	

	47
	
	
	
	47-A B C
	
	

	48
	
	38/3e
	
	48-A B C D
	
	

	  Comments: 
CAOT 1
  Under “Drills”: + indicates language arts; bold indicates MAP drill; lowercase letter indicates reading only.

 A=0 errors; B=1 error; C=2 errors; D=3 errors; F=4+ errors; Retype documents assigned a D or F or 0% for proofreading.   

	Lsn.
	Due

Date
	Timings
	Drills
	Word

Processing
	Document Processing/Grade
	Extra Credit

	49
	
	
	
	49-A B C
	
	
	
	

	50
	
	38/3e
	
	50-A B C D E F
	
	
	
	

	51
	W15 5/21
	
	
	51-A B C
	
	
	
	

	52
	
	39/3e
	
	52-A B C D e
	Note: Select the 3-minute timing in 52-D and for all timings after.
	
	

	53
	
	
	
	53-A B C D E F
	The deadline to submit all remaining skillbuilding and document processing tests is Friday of this week—no exceptions!
	
	

	54
	
	39/3e
	
	54-A B C
	
	
	

	55
	
	
	
	55-A B C
	
	
	

	56
	
	40/3e
	
	56-A B C D
	If you want to come in this week to take your final timings early instead of coming in on the day of the final, you may.
	
	

	57
	
	
	
	57-A B C
	
	
	

	58
	
	40/3e
	
	58-A B C D
	
	
	

	59
	
	
	
	59-A B C 
	
	
	
	

	60
	W16 5/26
	40/3e
	
	60-A B C D E F
	
	
	
	

	  50% Average 3-Minute Timing (lower the GWAM by 2 wam for each error over 3)                                                        x .5 =    

	  20% Document Processing Tests                                                                                               x .2 =    



	  15% Practice Document Processing Tests                                                                                x .15 =   



	  10% Document Processing Jobs                                                                                                x .1 =    



	    5% Proofreading Checks                                                                                                           x .05 =   



	  Up to +10% Extra Credit:  Proofreading Checks          Extra Documents            Extra Skillbuilding

	  Up to -10% each:               Technique Check                Missing and Late Assignments

	  Final Grade:

	  Comments:


	Lesson
	GWAM
	Errors
	NWAM
	
	Lesson
	GWAM
	Errors
	NWAM
	A
	B
	C
	D
	

	
	
	
	
	
	
	
	
	
	A
	40
	B++
	39
	C++
	34
	D++
	29

	Lesson
	GWAM
	Errors
	NWAM
	
	Lesson
	GWAM
	Errors
	NWAM
	
	
	B+
	38
	C+
	33
	D+
	28

	
	
	
	
	
	
	
	
	
	
	
	B
	37
	C
	32
	D
	27

	Lesson
	GWAM
	Errors
	NWAM
	
	Lesson
	GWAM
	Errors
	NWAM
	
	
	B-
	36
	C-
	31
	D-
	26

	
	
	
	
	
	
	
	
	
	
	
	B--
	35
	C--
	30
	D--
	25

	Lesson
	GWAM
	Errors
	NWAM
	
	Lesson
	GWAM
	Errors
	NWAM




















