WEEK 12
	Week Ending: 
	DAY: 
	Subject: Computing

	Duration: 60mins
	Strand: Productivity Software  

	Class: B8
	Class Size: 
	Sub Strand: Creating Tables & Hyperlinks

	Content Standard:  
B8.2.1.1 Demonstrate How to Use Microsoft Word (tables and hyperlink pages)
	Indicator: 
B8.2.1.1.3. Demonstrate how to merge, split, add formula, borders and shades
	Lesson:

1 of 2

	Performance Indicator: 
Learners can apply borders to paragraphs or sections in MS Word and set line spacing using the Dialog Box Launcher under the Home tab.
	Core Competencies:
Communication and Collaboration, Critical Thinking and Problem solving

	Reference: Computing Curriculum Pg. 28

	

	Activities For Learning & Assessment
	Resources
	Progression 

	Starter (5mins)

Begin by asking students: "Have you ever seen documents with clear sections or headings set apart by lines or extra space? Why do you think that’s important?"

Show a document on the projector with poorly spaced text and no borders and ask the class to comment on its readability. Then show a well-spaced and bordered version for comparison.


Main (35mins)

Explain that borders and line spacing are essential tools for making a document look neat and organized.

Introduce the Border Button under the Home tab, which allows users to add lines around text, and the Dialog Box Launcher, which gives more control over line spacing.

Open MS Word and demonstrate how to select a paragraph and apply a border using the Border Button under the Home tab.

Show different types of borders (top, bottom, left, right, all sides) and explain how borders can help divide sections of a document.

Demonstrate how to select text and use the Line Spacing button to change the spacing between lines (e.g., from single to 1.5 or double).

Show how to click the Dialog Box Launcher in the Paragraph group to open the full paragraph formatting options. 

Explain how this tool provides more precise control, such as setting exact spacing or adding space before and after paragraphs.

Ask students to open MS Word and type a short paragraph (e.g., about their favorite hobby or activity).

Instruct them to use the Border Button to add a border around the paragraph, and then adjust the line spacing to 1.5 lines using the Line Spacing button.

Have them experiment with the Dialog Box Launcher to add space before or after their paragraph.

Assessment
1. How do you apply a border around a paragraph in MS Word?
2. What is line spacing, and why is it important?
3. Where can you find the Dialog Box Launcher under the Home tab?
4. How would you change the spacing between lines of text from single to double?
5. How do you add space before or after a paragraph using the Dialog Box Launcher?



Reflection (10mins)
Use peer discussion and effective questioning to find out from learners what they have learnt during the lesson. 

Take feedback from learners and summarize the lesson.
	Pictures and videos 
	Applying borders to paragraphs or sections in MS Word and set line spacing using the Dialog Box Launcher under the Home tab.

	Homework/Project Work/Community Engagement Suggestions

	In groups, learners demonstrate how to merge, split, add formula, borders and shades

	Cross-Curriculum Links/Cross-Cutting Issues

	None 






	Week Ending: 
	DAY: 
	Subject: Computing

	Duration: 60mins
	Strand: Productivity Software  

	Class: B8
	Class Size: 
	Sub Strand: Creating Tables & Hyperlinks

	Content Standard:  
B8.2.1.1 Demonstrate How to Use Microsoft Word (tables and hyperlink pages)
	Indicator: 
B8.2.1.1.3. Demonstrate how to format a page (e.g. page adjustment, inserting header and footer, page numbers, breaks and orientations)
	Lesson:

1 of 2

	Performance Indicator: 
Learners can Insert and customize a header and footer in a document.
Add page numbers to the header or footer.
	Core Competencies:
Communication and Collaboration, Critical Thinking and Problem solving

	Reference: Computing Curriculum Pg. 28

	

	Activities For Learning & Assessment
	Resources
	Progression 

	Starter (5mins)

Begin by asking the class: “Have you ever used a document that had page numbers, a title or your name at the top or bottom of every page? What do you think makes that possible?”

Show a blank document with no formatting and ask how professional or organized it looks compared to a properly formatted one (with headers, footers, and page numbers)..


Main (35mins)

Explain that headers, footers, and page numbers are essential for creating professional documents. They ensure consistency and make it easier to navigate multi-page documents.

Introduce the concepts of Header, Footer, and Page Orientation and demonstrate where these options are located under the Insert tab and Layout tab in MS Word.

Open MS Word and demonstrate how to insert a header using the Insert tab.

Show how to customize the header with text (e.g., a document title or student name).

Repeat the process for inserting a footer (e.g., for the date or file name) and explain how the information appears on every page of the document.

Demonstrate how to add page numbers to a document using the Insert tab.

Show how to place the numbers in the header, footer, or margins, and how to format the page number style (e.g., Roman numerals or Arabic numerals).

Demonstrate how to change the page orientation by selecting Layout from the toolbar and choosing between Portrait (vertical) and Landscape (horizontal).

Explain how page orientation is useful for different types of documents, such as reports or posters.

Ask students to open MS Word and create a simple document.

Instruct them to insert a header with their name and a footer with today’s date. Then, guide them through adding page numbers to the footer.

Have them change the page orientation from portrait to landscape and observe how it affects the layout of the document.

Assessment
1. How do you insert a header in MS Word?
2. Where can you add page numbers in a document?
3. What is the difference between portrait and landscape orientation?
4. How would you customize the footer to include the current date?
5. Why is it important to format a document with headers and page numbers?


Reflection (10mins)
Use peer discussion and effective questioning to find out from learners what they have learnt during the lesson. 

Take feedback from learners and summarize the lesson.
	Pictures and videos 
	Demonstrating how to adjust page, insert header and footer, page numbers, breaks and orientations

	Homework/Project Work/Community Engagement Suggestions

	In groups, learners demonstrate how to merge, split, add formula, borders and shades

	Cross-Curriculum Links/Cross-Cutting Issues

	None 
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