	Teacher:  Mrs. Selting
	Week of:  November 17

	Course:  Accounting I
	

	
	Objective
	Assignment/Activities

	
Monday




	The learners will review payroll records, payroll taxes, payroll registers, and preparing payroll checks.
	· Chapter 13 study guide
· Mastery problem 13

	Notes:

	
Tuesday




	The learners will test over preparing payroll records.
	· Chapter 13 test

	Notes:

	
Wednesday




	The learners will identify accounting concepts related to payroll accounting, analyze payroll transactions and record a payroll.
	· Lesson 14-1, page 330
· Work together problems 5 & 6
· Application problem 14-1

	Notes:

	
Thursday




	The learners will record employer payroll taxes.
	· Lesson 14-2, page 336
· Work together problems 3, 4 & 5
· Application problem 14-2

	Notes:

	
Friday




	The learners will prepare selected payroll tax reports.
	· Lesson 14-3, page 341
· Work together problem 3
· Application problem 14-3

	Notes:



	Standard Met This Week:



Comments:


	Teacher:  Mrs. Selting
	Week of:  November 17

	Course:  Computer Applications
	

	
	Objective
	Assignment/Activities

	
Monday




	The learners will locate and review combined changes in a document, accept or reject changes, insert a hyperlink to a web page, preview a web page for publication, rename a folder, and save a document as a web page.
	· Exercise 6-6 through 6-11, pages 170 to 175
· Explain and use digital drop box  for exercise 6-11
· Notes on google docs

	Notes:

	
Tuesday




	The learner will review all concepts taught Monday and prepare for a quiz over lesson 6-6 through 6-10.
	· Review of exercises 6-6 through 6-11
· Notes on google docs
· Review worksheet

	Notes:

	
Wednesday




	The learners will review concepts in exercises 6-6 through 6-11, change page orientation and paper size, and begin discussion of a mail merge.
	· Exercises 6-6 through 6-11 quiz
· Exercise 6-12, page 176
· Discussion of mail merge and what it does

	Notes:

	
Thursday




	The learners will prepare a mail merge, perform a mail, and choose printing options.
	· Exercises 6-13 through 6-15, pages 177 to 180 together in class
· Notes on google docs

	Notes:

	
Friday




	The learners will create and print labels, convert documents to different formats, and create personal letterhead.
	· Exercise 6-16, page 181 together in class
· Exercises 6-17 and 6-18, pages 182 to 184
· Hand in exercise 6-18 in digital drop box

	Notes:



	Standard Met This Week:  ISTE 1c, 2a, 3d, 4a, 4d, 6a, 6b, and 6d



Comments:


	Teacher:  Mrs. Selting
	Week of:  November 17

	Course:  Personal Finance
	

	
	Objective
	Assignment/Activities

	
Monday




	The learners will finish choosing their stocks and invest their money in the stock market.
	· Invest in stock market game on EduStock – http://library.thinkquest.org/3088/ 
· Complete chapter 12 review questions

	Notes:

	
Tuesday




	The learners will check their investment s in the stock market and review for chapter 12 test.
	· Check their investments, buying or selling stock as they deem necessary
· Chapter 12 review using CPD

	Notes:

	
Wednesday




	The learners will test over chapter 12 and work on their portfolios.
	· Chapter 12 test
· Check their investments, buying or selling stock as they deem necessary


	Notes:

	
Thursday




	The learners will discuss the features and types of corporate bonds and explain how to calculate earnings and percentage yield on a corporate bond.
	· Read and discuss lesson 13.1, pages 359 to 366
· Check your understanding questions, page 366

	Notes:

	
Friday




	The learners will explain how to buy and sell bonds, how to evaluate different grades of bonds, and how to read bond listings in financial publications.
	· Read and discuss lesson 13.2, pages 367 to 371
· Check your understanding questions, page 371

	Notes:



	Standard Met This Week:



Comments:  Remind the students to watch their portfolios throughout the week and make changes as they want.  We will not be checking them every day in class, but they can whenever they would like.


	Teacher:  Mrs. Selting
	Week of:  November 17

	Course:  Keyboarding 8
	

	
	Objective
	Assignment/Activities

	
Monday




	
	

	Notes:

	
Tuesday




	The learners will learn reach technique for 8 and 1 and learn to key rough-draft copy.
	· Lesson 35, page 144
· Go over proofreaders marks
· Explain how to proofread another students assignment
· Key A, B, C & D
· Proofread A & D

	Notes:  Lessons 32, 33, 34, and Chapter 4 Review are all due today

	
Wednesday




	
	

	Notes:

	
Thursday




	The learners will learn reach technique for 9 & 4 and learn to key from script copy.
	· Lesson 36, page 146
· Key A, B, C & D
· Proofread A & C

	Notes:

	
Friday




	
	

	Notes:



	Standard Met This Week:  ISTE 1a, 3d, 5a, 5b, 5c, 6a, 6b



Comments:



	Teacher:  Mrs. Selting
	Week of:  November 17

	Course:  Desktop Publishing
	

	
	Objective
	Assignment/Activities

	
Monday




	The learners will complete their photography slide show and continue editing pictures in Elements.
	· Slide show
· 2 edited photos using Elements (discuss possibilities of edits to make)
· Presentations will begin on Tuesday

	

	
Tuesday




	The learners will begin presenting their photography to the class.
	· Presentations
· Continue working on slide show for those not done


	

	
Wednesday




	The learners will continue giving presentation to the class of their photography.
	· Presentations

	Notes:

	
Thursday




	The learners will finish giving presentation to the class of their photography.
	· Presentations

	Notes:

	
Friday




	The learners will understand design features of a logo and learn to integrate logos into standard business publications.
	· Read and discuss Chapter 20, page 317
· Chapter review questions in groups
· Chapter 20 review worksheet
· Begin activity 2, page 324

	Notes:



	Standard Met This Week:  ISTE 1a, 1b, 2a, 2b, 2d, 3b, 3c, 3d, 5b, 5d, 6a, and 6b



Comments:

