Work Plan – Introduction to Pocket PC 2002 on the HP iPAQ

Sherry Wilson

Schedule

	Task
	Completion Date
	Current Status

	Analyze Learner needs
	10/31/03
	Completed

	Determine method of training delivery
	10/31/03
	Completed

	Determine final cost of Training
	10/31/03
	Completed

	Establish Learning Objectives
	11/10/03
	Completed

	Create Course Outline
	11/14/03
	In Progress

	Design “hands-on” exercises
	11/14/03
	Not Started

	Design test questions
	11/18/03
	Not Started

	Complete 1st draft of course materials
	11/24/03
	Not Started

	Review and edit course materials
	11/28/03
	Not Started

	Test hands-on exercises
	12/1/03
	Not Started

	Complete 2nd draft of course materials
	12/8/03
	Not Started

	Make final revisions of course materials
	12/15/03
	Not Started


You might want to build in some time for peer review. Two minds are better than one, as they always say. I’ll be happy to be a reviewer; but Jesus and Adam are all seeking peer reviewers. Adam will be great to work with.

Deliverables

· Student Manual (includes class exercises and practice drills)  

· Instructor Manual (includes answers to exercise questions)

· PowerPoint Presentation (use of PowerPoint will be minimal)

· Assessment Test 

· Demo copy of Virtual CE

This section could be fleshed out a little bit. Make a table and describe each of them in details, content, format, etc.

Class Outline
I. Basic Functions of the iPAQ

a. Hardware features

b. Navigation

II. Entering in Information

a. Keyboard

b. Character Recognizer

c. Transcriber

III. Using Outlook Components

a. E-mail

b. Contacts

c. Notes

d. Tasks

IV. Synchronization

a. Getting Connected

b. Using Microsoft ActiveSync

V. Addition Features

a. Recording

b. Password Protection

c. Transmitting Data via Infrared

d. Syncing Web Sites with Advant Go

This outline is clear but something but can be improved too. Here is an example to get you some concrete ideas. [Sorry I did not have it before. It’s from our online class.] Hope it helps.

The rest of the document looks great, beautiful style sheet.

I. Introductory Lesson:  Setting the theme, drawing on background knowledge

A. Activities:  

1. Poem recitation

2. Classroom chart: animal categories (guided practice)

3. Individual charts: animal categories (independent practice)

B.  Media 

1. Power point presentation:

a. Show examples of different categories of animals on Power point presentation

b. Poem “The Very Nicest Place” (on a poster, but will be included on Power point)

2. Butcher paper:  for classroom chart that depicts mains categories of animals.  (+ markers)

3. Construction paper:  for independent practice activity (+ crayons)

II. Lesson 2:  Subject pronouns

A. Activities

1. Poem recitation “The Very Nicest Place”

2. Power point guided instruction on subject pronouns 

3. Guided and independent practice exercises

B. Media 

1. Power point presentation 

a. Poem recitation 

b. Instruction on Subject pronouns

2. Guided and independent practice pages

III. Lesson 3:  Possessive pronouns

A. Activities

1. Poem recitation “Can a Fish Make a Wish?”

2. Power Point guided instruction on possessive pronouns

3. Guided and independent practice exercises

B. Media 

1. Power point presentation

a. Poem recitation

b. Instruction on Possessive pronouns

2. Guided and independent practice pages

IV. Lesson 4:  Demonstrative pronouns/ Assessment

A. Activities

1. Song “Fish Have Fins”

2. Power point guided instruction on demonstrative pronouns

3. Guided and independent practice exercises

4. Evaluation of module’s objectives

B. Media

1. Power point presentation

a. Song 

b. Instruction on Demonstrative pronouns

2. Guided and independent practice pages

3. Evaluation/ Formal assessment of objectives

Style Sheets

Student Manuals and Instructor Manuals will use a standard template:

Title (Chapter headings) Arial 30 pts

Heading 1 (Heading 1) Arial 14 pts –shaded 15% grey

Standard text (Body text) Arial 11 pts

Instructor Notes/ Student Tips/Content Notes (Normal) Arial 10 in italics)

Spacing 1.5

Page headers – Lesson # and title

Page footers – centered page # below black line

PowerPoint Slides will use a standard template with corporate logo

Dark blue boarders across the top and down the left side

Light cream color in the center of the slide

All text in black

Header text in Arial 36 pts

Body text in Arial 28 pts. 

Text Layout

1.0 Basic Functions

[image: image1.png][€] Microsoft PowerPoint - [08_Desktop_Underwriter]

Lesson 1 - Objectives

At the conclusion of this lesson, participants
will be able to:
+Identify the hardware features of the iPAQ

*Use the stylus to select items and enter

information

*Use the navigation bars to access programs

*Use the command bar to perform tasks
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This lesson will cover the basic concepts associated with using the HP iPAQ.  At the conclusion of this lesson, you will be able to:

· Identify the hardware features of the iPAQ.

· Use the stylus to select items and enter information.

· Use the navigation bars to access programs.

· Use the command bar to perform tasks.

1.1 Hardware
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