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Complete the following activities for Basics portion of the hands-on activity for Thing 2:

MS Office keyboard shortcuts

1. Open any Word document or PowerPoint file, try out the shortcuts we have shown you, and create something that shows you have used some of the formatting the shortcuts. 

2. Capture a screen shot (using the Print Screen shortcut), paste it into your portfolio, and write some reflections on at least three other shortcuts you used. Reflect on how this helps increase your productivity.


Insert a Screen Shot below: [image: image1.png]Document? - Microsoft Word non-commercial use
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I can see these shortcuts being very beneficial in creating tests. For third grade I like to section off different parts of tests and can now do so with the squiggly line. I also create blank lines after questions for students to write down their responses. Now all I have to do is hit the dash three times and hit enter. Important information I can now easily capitalize in the document as well by hitting shift F3. That will save time from deleting the directions, then hitting the caps lock and retyping the same information.
Reflection Part 1:

A.  Hands On Activity/Activities – Describe lesson/s you will use with your students. 
I don’t see myself teaching my students the short cuts because we do not do much with typing up documents in Word at this point. I see it more as a quicker tool to use as I create tests, assessments, and worksheets to check for understanding of student learning.
I really like the idea of being able to Black out or White out my power points because my students do tend to get chatty from time to time and that would be a good visual to show them until they are ready to quiet down and return to the presentation.
Reflection Part 2:  

A.  How will you use this technology application to improve learning experiences for your students and/or improve your own practice? 
I will use this to improve my own practice at being more productive. Incorporating these shortcuts into my daily routine will help me to do tests, quizzes, and worksheets faster.
B. What effective teaching and learning strategy(ies), based on the work by Marzano (http://gets.gc.k12.va.us/VSTE/2008/ ) will this technology application address, to make a difference in the learning experience for your students? 
 2 ‐ Summarizing and note‐taking

 7 – objectives and feedback

 9 – questions, cues, advanced organizers
C. Describe an activity or lesson in your classroom, and the Michigan curriculum standard or Educational Technology standard  you will be meeting, which uses this "thing".
As mentioned earlier I will use this to be more productive. Even on this assignment instead of hitting enter to respond to the question and getting a D. in front of what I want to say and then deleting that and tabbing over, I can instead hit shift enter and start typing my response right away.

1. Facilitate and Inspire Student Learning and Creativity

Teachers use their knowledge of subject matter, teaching and learning, and technology to facilitate experiences that advance student

learning, creativity, and innovation in both face-to-face and virtual environments. Teachers:

b. engage students in exploring real-world issues and solving authentic problems using digital tools and resources

c. promote student reflection using collaborative tools to reveal and clarify students’ conceptual understanding and thinking, planning,

and creative processes

d. model collaborative knowledge construction by engaging in learning with students, colleagues, and others in face-to-face and virtual

environments
2. Design and Develop Digital-Age Learning Experiences and Assessments

Teachers design, develop, and evaluate authentic learning experiences and assessments incorporating contemporary tools and resources to

maximize content learning in context and to develop the knowledge, skills, and attitudes identified in the NETS•S. Teachers:

a. design or adapt relevant learning experiences that incorporate digital tools and resources to promote student learning and creativity

b. develop technology-enriched learning environments that enable all students to pursue their individual curiosities and become

active participants in setting their own educational goals, managing their own learning, and assessing their own progress

c. customize and personalize learning activities to address students’ diverse learning styles, working strategies, and abilities using

digital tools and resources

d. provide students with multiple and varied formative and summative assessments aligned with content and technology

standards and use resulting data to inform learning and teaching

3. Model Digital-Age Work and Learning

Teachers exhibit knowledge, skills, and work processes representative of an innovative professional in a global and digital society. Teachers:

a. demonstrate fluency in technology systems and the transfer of current knowledge to new technologies and situations

b. collaborate with students, peers, parents, and community members using digital tools and resources to support student success

and innovation

c. communicate relevant information and ideas effectively to students, parents, and peers using a variety of digital-age media and formats

d. model and facilitate effective use of current and emerging digital tools to locate, analyze, evaluate, and use information

resources to support research and learning
Self – Evaluation of your NETS-T Proficiency on this Thing (Please tell us where you think you are at upon completion).
	Proficiency Score:
	Score
	Score
	Score
	Score
	Score

	Lickert Scale
	1
	2
	3
	4
	5

	NETS-T Performance Proficiency
	------
	Beginning
	Developing
	Proficient
	Transformative


I picked developing not because I don’t understand the shortcuts but because I need to use them more to remember to do them. (
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