
 

 

Skill 14: Use Word Processing Tools 
For this lesson plan, each student needs exclusive use of a computer. 

 
Students will be able to (SWBAT): 

1. Define the skill Use Word Processing Tools and identify why the skill is important. 
2. Develop a plan to improve their own proficiency in the skill Use Word Processing Tools. 

 
Provided Materials: 

 Skill 14: Use Word Processing Tools – In-class Assignment 

 Skill 14: Use Word Processing Tools – Development Plan 
 

 
Skill Definition: Use Word Processing Tools means operating basic word processing programs, 
and their features, for different types of products. 
 

 
Warm Up Brainstorm (5-10 minutes): Facilitate a discussion about the importance of typed 
products. Your discussion can include: asking students what they think the benefits of Microsoft 
Word are; mentioning the editing tools that Microsoft Word has, including spell and grammar check; 
highlighting that typed products look more professional if done well; include that competency in 
word processing programs is necessary in both work and school environments.   
 
Write the provided skill definition on the board for students to copy.  Ask students to identify why 
they might need to use Microsoft Word or another word processor; their reasons might include:  
 

 Typing and formatting a lab report for 
science class  

 Completing a downloaded application 
for a job 

 Composing a college essay 

 Creating a memo to send to your 
Congressional representative about an 
issue that is important to you  

 Being able to use formatting tools to 
make a columned newspaper article  

 Double-spacing a term paper 

 Making a bulleted list 

 Constructing an outline  

 Creating a historical timeline 

 Keeping your resume updated 
 



 

 
Guided Activity (20-25 minutes): Students will realize the importance of mastering word 
processing tools by comparing a typed assignment to a handwritten assignment using the worksheet 
provided, Skill 14: Use Word Processing Tools – In-class Assignment.  The worksheet has 
detailed instructions about formatting and the content students need to include.  The students 
should complete both versions of the assignment: typed and handwritten.  After they have finished 
the assignment, lead a class discussion to compare and contrast the two versions of the assignments 
and the benefits or drawbacks of doing it each way.  The main point should be that the typed 
product looks more professional, is easier to read and understand, and was faster to produce! 
 
Independent Practice (5-10 minutes): Students complete the Skill 14: Use Word Processing 
Tools – Development Plan. 
 
 
 
 
Evaluation: Assess the quality of the plans completed by the students and provide feedback using 
Part Three of this manual; compare to the responses they gave for Skill 14 in their initial Student 
Skills Assessment.  
 
Extension Activity: 

 Require students to type all or much of their work for your class, including homework, 
essays, projects, take-home exams, etc. 

 

  



 

Skill 14: Use Word Processing Tools – In-class Assignment 
 
Name:         Date:      
 
 
Directions: Follow the formatting techniques provided below to create a typed document.  
Duplicate this document by handwriting the same information and using as many of the formatting 
techniques below as possible.  Use the space provided, under the instructions, for the handwritten 
version of the assignment. 
 

 Write at least 200 words about why typing documents is important (you can use examples 
from the class discussion). 

 Make sure there are at least 3 bullet points in your document.   

 Use font size and format: 12, Times New Roman, regular. 

 At the top, right-hand side of your page, write your name and the date. 

 Use one-inch margins on all sides of the document. 

 Format the document as if you’re writing a formal letter. 

 Double-check spelling and grammar.   

 Make sure you are indenting where needed.  

  



 

Skill 14: Use Word Processing Tools – Development Plan 
 
Name:         Date:      
 
Directions: Give yourself a rating of 1, 2, 3, or 4 in this skill, with 1 indicating poor proficiency and 

4 indicating excellence in the skill. Provide evidence for your rating. 

Rating:  ____ 

Evidence:  

 

 

 

 

Where do you want to be in six months and how will you measure your progress? 

 

 

 

 

List academic and non-academic activities to help you achieve your goal in six months, using the 

back of this page if necessary.  Each activity should be a specific academic experience, class, 

community service project, extra-curricular activity, internship or job.  List them in order from the 

most important to the least important. 

 

 

 

 

 


