
Teacher Preparation Lesson Plan

Subject Area: Computer Science
Unit Title: Mastering Microsoft Office Tools
Grade Level: 9th Grade
Lesson Number: 1 of 10

Duration: 60 minutes
Date: March 12, 2024
Teacher: Ms. Jane Doe
Room: Computer Lab 101

Curriculum Standards Alignment

Content Standards:

Understand the importance of task management in daily life
Learn to create a schedule using Microsoft Excel
Understand how to set reminders and invitations using Microsoft Outlook

Skills Standards:

Apply Microsoft Office tools to real-life scenarios
Demonstrate effective time management skills

Cross-Curricular Links:

Business and Technology
Life Skills

Essential Questions & Big Ideas

Essential Questions:

What is task management and why is it important?
How can Microsoft Office tools be used for task management?

Enduring Understandings:

Task management is crucial for academic and professional success
Microsoft Office tools can be used to enhance task management skills

Student Context Analysis

Class Profile:

Total Students: 25
ELL Students: 5
IEP/504 Plans: 3
Gifted: 2

Learning Styles Distribution:

Visual: 40%
Auditory: 30%
Kinesthetic: 30%
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Teacher Preparation Lesson Plan

Pre-Lesson Preparation

Room Setup:

Arrange computers in a way that facilitates group work
Ensure all computers have Microsoft Office installed

Technology Needs:

Computers with Microsoft Office
Internet connection

Materials Preparation:

Microsoft Office tutorials
Task management templates

Safety Considerations:

Ensure students understand online safety and etiquette

Detailed Lesson Flow

Pre-Class Setup (15 mins before)

Set up computers and ensure all necessary software is installed

Bell Work / Entry Task (5-7 mins)

Have students complete a task management survey to assess prior knowledge

Opening/Hook (10 mins)

Introduce the topic of task management and its importance

Engagement Strategies:

Use real-life examples to illustrate the importance of task management

Direct Instruction (20-25 mins)

Demonstrate how to create a schedule using Microsoft Excel

Checking for Understanding:

Have students work in pairs to create their own schedules

Guided Practice (25-30 mins)

Have students practice setting reminders and invitations using Microsoft Outlook

Scaffolding Strategies:
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Provide step-by-step instructions for setting reminders and invitations

Independent Practice (20-25 mins)

Have students work individually to apply Microsoft Office tools to real-life scenarios

Closure (10 mins)

Review key takeaways from the lesson
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Teacher Preparation Lesson Plan

Differentiation & Support Strategies

For Struggling Learners:

Provide additional support and scaffolding

For Advanced Learners:

Offer more complex tasks and challenges

ELL Support Strategies:

Provide visual aids and graphic organizers

Social-Emotional Learning Integration:

Encourage self-reflection and self-assessment

Assessment & Feedback Plan

Formative Assessment Strategies:

Monitor student progress throughout the lesson

Success Criteria:

Students can create a schedule using Microsoft Excel
Students can set reminders and invitations using Microsoft Outlook

Feedback Methods:

Provide constructive feedback and suggestions for improvement

Homework & Extension Activities

Homework Assignment:

Have students create a task management plan using Microsoft Office tools

Extension Activities:

Have students research and present on different task management tools and strategies

Parent/Guardian Connection:

Encourage parents/guardians to support students in developing task management skills

Teacher Reflection Space

Pre-Lesson Reflection:
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What challenges do I anticipate?
Which students might need extra support?
What backup plans should I have ready?

Post-Lesson Reflection:

What went well?
What would I change?
Next steps for instruction?

Page 0 of 7



Introduction to Task Management

What is Task Management?

Task management is the process of planning, organizing, and controlling tasks to achieve specific goals.

Importance of Task Management

Helps to prioritize tasks and manage time effectively
Reduces stress and increases productivity
Enhances goal achievement and success

Task Management Tools and Strategies

Microsoft Office tools (Excel, Word, Outlook)
Task management software and apps
Time management techniques (Pomodoro, time blocking)

Page 0 of 7



Microsoft Office Tools for Task Management

Microsoft Excel for Task Management

Microsoft Excel can be used to create schedules, track progress, and analyze data.

Microsoft Word for Task Management

Microsoft Word can be used to create to-do lists, notes, and reports.

Microsoft Outlook for Task Management

Microsoft Outlook can be used to set reminders, invitations, and calendar events.
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Applying Microsoft Office Tools to Real-Life Scenarios

Case Study 1: Creating a Schedule for a School Project

Use Microsoft Excel to create a schedule for a school project, including deadlines and tasks.

Case Study 2: Setting Reminders for a Job Interview

Use Microsoft Outlook to set reminders and invitations for a job interview, including preparation and follow-
up tasks.

Case Study 3: Creating a To-Do List for a Personal Project

Use Microsoft Word to create a to-do list for a personal project, including tasks and deadlines.
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Conclusion and Next Steps

Conclusion

In conclusion, this lesson plan is designed to equip 14-year-old students with the essential skills for task
management using Microsoft Office tools.

Next Steps

Have students apply Microsoft Office tools to real-life scenarios
Encourage students to reflect on their task management skills and identify areas for improvement

Assessment and Evaluation

Monitor student progress and understanding throughout the lesson
Evaluate student ability to apply Microsoft Office tools to real-life scenarios
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