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	WK
	lesson
	TOPIC/SUB-TOPIC
	OBJECTIVES
	LEARNING ACTIVITIES
	LEARNING RESOURCES & REFERENCES
	REMARKS

	1
	                                                                          Reporting and Admissions

	2
	1
	Introduction to computer application
	By the end of the lesson the trainee should be able to:
· Define computer software 
· Describe the classification of computer software
	-writing notes
-discussions

	-computer system
-white board
-form 1 computer studies course book
	

	
	2
	Introduction to computer application
	By the end of the lesson the trainee should be able to:
· State the applications of computer software
	-discussions
-writing notes
-stating applications of computer software
	-computer system
-white board
-form 1 computer studies course book
	

	3
	1
	Introduction to operating system environment
	By the end of the lesson the trainee should be able to:
· Define operating system
· Outline the functions of an operating system
	-stating functions of an operating system
-writing notes
discussions
	-computer system
-white board
-form 1 computer studies course book
-windows operating system
	

	
	2
	Introduction to operating system environment
	By the end of the lesson the trainee should be able to:
· Describe types of user interfaces
	-explaining user interfaces
-writing notes
	-white board
-form 1 computer studies course book
-windows operating system
-laptop
	

	4
	1
	Introduction to operating system environment
	By the end of the lesson the trainee should be able to:
· Explain mouse techniques
· Explain keyboard
	- using mouse techniques
-writing notes
-explaining keyboard layout
	-mouse
-keyboard
-computer lab
-computers
	

	
	2
	Word processing
	By the end of the lesson the trainee should be able to:
· Explain word processing concepts

	-explaining word processing concepts
- discussions
	-computer lab
-computers
-ms word

	

	5
	1
	Word processing
	By the end of the lesson the trainee should be able to:
· Describe ms word document creation

	- creating Ms word document
-computer laboratory practical

	-computer lab
-computers
-ms word

	

	
	2
	Word processing
	By the end of the lesson the trainee should be able to:
· Describe document editing 
	-editing a word document
-computer laboratory practical

	-computer lab
-computers
-ms word

	

	6
	1
	Word processing
	By the end of the lesson the trainee should be able to:
· Describe document formatting
	-formatting a word document
-computer laboratory practical

	-computer lab
-computers
-ms word

	

	
	2
	Word processing
	By the end of the lesson the trainee should be able to:
· Describe macros 
	- explaining ms word macros
-computer laboratory practical

	-computer lab
-computers
-ms word

	

	7
	1
	Word processing
	By the end of the lesson the trainee should be able to:
· Describe mail merging
· Describe document printing
	-mail merging ms word document
- printing a word document
-computer laboratory practical

	-computer lab
-computers
-ms word

	

	
	2
	spreadsheet
	By the end of the lesson the trainee should be able to:
· Explain spreadsheet concepts
	-writing notes
-explaining spreadsheet concepts
	White board
-laptop
- form 2 computer studies course book
	

	
	
	
	
	
	
	

	8
	1
	spreadsheet
	By the end of the lesson the trainee should be able to:
· Describe spreadsheet creation
	-creating a spreadsheet worksheet
-computer laboratory practical

	-White board
-laptop
- form 2 computer studies course book
-Ms Excel
-computer lab

	

	
	2
	spreadsheet
	By the end of the lesson the trainee should be able to:
· Describe worksheet editing
	-editing  Ms Excel worksheet
-computer laboratory practical

	-White board
-laptop
- form 2 computer studies course book
-Ms Excel
-computer lab

	

	9
	1
	spreadsheet
	By the end of the lesson the trainee should be able to:
· Describe worksheet formatting

	- Formatting Ms excel worksheet
-computer laboratory practical

	-White board
-laptop
- form 2 computer studies course book
-Ms Excel
-computer lab

	

	
	2
	spreadsheet
	By the end of the lesson the trainee should be able to:
· Explain Ms Excel cell referencing
	-computer laboratory practical
-doing cell referencing in ms excel
	-White board
-laptop
- form 2 computer studies course book
-Ms Excel
-computer lab

	

	10
	                                                           Continuous Assessment Test (CAT)

	11
	1
	spreadsheet
	By the end of the lesson the trainee should be able to:
· Explain worksheet formulae and functions
	-writing notes
-discussions
-using ms excel formulae and functions
	-White board
-laptop
- form 2 computer studies course book
-Ms Excel
-computer lab

	

	
	2
	spreadsheet
	By the end of the lesson the trainee should be able to:
· Describe procedure of creating charts and graphs
	-creating ms excel charts and graphs
-computer lab. practical
	-White board
-laptop
- form 2 computer studies course book
-Ms Excel
-computer lab

	

	12
	1
	spreadsheet
	By the end of the lesson the trainee should be able to:
· Describe procedure of printing a workbook
· Describe worksheet utilities
	-describing worksheet utilities
-printing a worksheet
	-ms excel
-white board
-computers
-internet
	

	
	2
	spreadsheet
	By the end of the lesson the trainee should be able to:
· Describe ms excel macros
	-using ms excel macros
-computer lab practical
	-ms excel
-white board
-computers
-internet
-computer lab
	

	13
	                                                                        Revision for end of term examinations

	14
	                                                                           End of term examinations and breaking for end of term break
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