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Class: Form 2 

Term one

	WEEK


	LESSON


	TOPIC/SUB TOPIC
	OBJECTIVES


	TEACHING ACTIVITIES


	RESOURCES
	REFERENCE


	REMARKS

	1


	Opener exams

	2


	1
	WORD PROCESSORS- Definition of a Word- processor’ Purpose of word processing egLetter preparationReportsNewsletters
	By the end of the lesson, the learner should be able to: Define and explain: WORD PROCESSORS- Definition of a Word- processor’ Purpose of word processing egLetter preparationReportsNewsletters
	Explanation
Observation 

Discussion


	Text books
Computer Aid

Internet services
	Longhorn sec. computer studies bk2. page:


	

	
	2$3
	Using a Word processing package- Getting started- Screen layout
	By the end of the lesson, the learner should be able to: Demonstrate:-
Using a Word processing package- Getting started- Screen layout
	
	
	
	

	3


	1
	Screen layout, Running the programme-creating a document
	By the end of the lesson, the learner should be able to: Define and explain- Screen layout, Running the programme-creating a document
	Explanation

Observation 

Discussion


	Text books

Computer Aid

Internet services

	Longhorn sec. computer studies bk2. page:


	

	
	2$3
	-saving
	By the end of the lesson, the learner should be able to: Demonstrate:-, use and explain- saving
	
	
	
	

	4
	1
	- retrieving, Closing and exiting

	By the end of the lesson, the learner should be able to: Define and explain- retrieving, Closing and exiting
	Explanation

Observation 

Discussion


	Text books

Computer Aid

Internet services
	Longhorn sec. computer studies bk2. page:


	

	
	2$3
	Editing and formatting a document

- Editing a document, Block Options- selecting

	By the end of the lesson, the learner should be able to Demonstrate:-Editing and formatting a document

- Editing a document, Block Options- selecting
	
	
	
	


	5


	1


	Moving,  copying, deleting, inserting and type over
	By the end of the lesson, the learner should be able to: Define and explain- Moving,  copying, deleting, inserting and type over
	Explanation

Observation 

Discussion


	Text books

Computer Aid

Internet services

	Longhorn sec. computer studies bk2. page:


	

	
	2$3
	Find and Replace- i) search/findii) replace
	By the end of the lesson, the learner should be able to: Demonstrate:-
Find and Replace- i) search/findii) replace
	
	
	
	

	6


	1
	Proof-Reading- spelling and grammar checking, thesaurus, auto-correct, undo and redo
	By the end of the lesson, the learner should be able to: Define and explain- Proof-Reading- spelling and grammar checking, thesaurus, auto-correct, undo and redo
	Explanation

Observation 

Discussion


	Text books

Computer Aid

Internet services

	Longhorn sec. computer studies bk2. page:


	

	
	2$3
	Formatting a document- Text formatting, bolding. Italicizing, underlining, fonts
	By the end of the lesson, the learner should be able to: Demonstrate:-Formatting a document- Text formatting, bolding. Italicizing, underlining, fonts
	
	
	
	

	7
	1
	drop caps, change case, superscriptlsubscript, Paragraph Formatting i) alignment
	By the end of the lesson, the learner should be able to: Define and explain-

drop caps, change case, superscriptlsubscript, Paragraph Formatting i) alignment
	Explanation

Observation 

Discussion


	Text books

Computer Aid

Internet services
	Longhorn sec. computer studies bk2. page:


	

	
	2$3
	ii) indentingiii) spacingiv) section breaksv) bullets and numbering
	By the end of the lesson, the learner should be able to: Demonstrate:-ii) indentingiii) spacingiv) section breaksv) bullets and numbering
	
	
	
	

	8


	1
	c) Page Formatting[image: image1.png]


      Layout i) columns ii) headers/footers
	By the end of the lesson, the learner should be able to: Define and explain- c) Page Formatting[image: image2.png]


      Layout i) columns ii) headers/footers
	Explanation

Observation 

Discussion


	Text books

Computer Aid

Internet services

	Longhorn sec. computer studies bk2. page:
	

	
	2$3
	Setupi) marginsii) orientationsiii) paper sizeiv) tabs
	By the end of the lesson, the learner should be able to: Demonstrate:-Setupi) marginsii) orientationsiii) paper sizeiv) tabs
	
	
	
	

	9
	Midterm exams


	10


	1


	Creating and Editing a Table     Create a tablei) rowsii) columns
	By the end of the lesson, the learner should be able to: Define and explain- Creating and Editing a Table     Create a tablei) rowsii) columns
	Explanation

Observation 

Discussion


	Text books

Computer Aid

Internet services

	Longhorn sec. computer studies bk2. page:


	

	
	2$3
	i) resizing rows/columnsii) inserting rows/columnsiii) deleting rows/columnsiv) merging rows/columnsv) splitting rows/columns
	By the end of the lesson, the learner should be able to: Demonstrate:-

i) resizing rows/columnsii) inserting rows/columnsiii) deleting rows/columnsiv) merging rows/columnsv) splitting rows/columns
	
	
	
	

	11
	1
	Formatting tablesi) bordersii) shading
	By the end of the lesson, the learner should be able to: Define and explain- Formatting tablesi) bordersii) shading
	Explanation

Observation 

Discussion


	
	Longhorn sec. computer studies bk2. page:


	

	
	2$3
	[image: image3.png]


      enter data[image: image4.png]


      Editing Tables
	By the end of the lesson, the learner should be able to: Demonstrate:-[image: image5.png]


      enter data[image: image6.png]


      Editing Tables
	
	
	
	

	12


	1
	Table conversionsi) converting text to tableii) converting tables to textiii) importing
	By the end of the lesson, the learner should be able to: Define and explain- Table conversionsi) converting text to tableii) converting tables to textiii) importing
	
	Text books

Computer Aid

Internet services
	Longhorn sec. computer studies bk2. page:


	

	
	2$3
	[image: image7.png]


      Arithmetic calculations i) perform calculation ii) insert formulae[image: image8.png]


      Sorting Sorting Creating and updating a mail merge document[image: image9.png]


      Creating main document 1) form lettersii) labelsiii) envelopes      Create/import data sourcei) editingii) saving
	By the end of the lesson, the learner should be able to: Demonstrate:-Arithmetic calculations i) perform calculation ii) insert formulae[image: image10.png]


      Sorting Sorting Creating and updating a mail merge document[image: image11.png]


      Creating main document 1) form lettersii) labelsiii) envelopes      Create/import data sourcei) editingii) saving
	
	
	
	

	13
	1
	Merging fields[image: image12.png]


      Main and data source to i) printer orii) new window oriii) fax oriv) e-mail Updating merged document
	By the end of the lesson, the learner should be able to: Define and explain-Merging fields[image: image13.png]


      Main and data source to i) printer orii) new window oriii) fax oriv) e-mail Updating merged document
	Explanation

Observation 

Discussion


	Text books

Computer Aid

Internet services
	Longhorn sec. computer studies bk2. page:


	

	
	2$3
	Printing a document[image: image14.png]


      printer setup[image: image15.png]


      print preview[image: image16.png]


      print optiono       Printer selectiono       Orientation[image: image17.png]


      Page and copies[image: image18.png]


      Printing
	By the end of the lesson, the learner should be able to Demonstrate:-
Printing a document[image: image19.png]


      printer setup[image: image20.png]


      print preview[image: image21.png]


      print optiono       Printer selectiono       Orientation[image: image22.png]


      Page and copies[image: image23.png]


      Printing
	
	
	
	

	14
	End term exams


	15
	Closing of school

	        Term Two

	1
	Opener exams

	2
	1
	Inserting Graphics[image: image24.png]


      Types of graphicsi) drawingii) picturesii) charts[image: image25.png]


      Inserting i) importing ii) drawing
	By the end of the lesson, the learner should be able to: Define and explain-Inserting Graphics[image: image26.png]


      Types of graphicsi) drawingii) picturesii) charts[image: image27.png]


      Inserting i) importing ii) drawing
	Explanation

Observation 

Discussion


	Text books

Computer Aid

Internet services
	Longhorn sec. computer studies bk2. page:


	

	
	2$3
	Editing graphical objectsi) updatingii) resizingiii) enhance
	By the end of the lesson, the learner should be able to: Demonstrate:-Editing graphical objectsi) updatingii) resizingiii) enhance
	
	
	
	

	3
	1
	Definition  of a Spreadsheet, Components of a spreadsheet i) worksheetii) databaseiii) graphs
	By the end of the lesson, the learner should be able to: Define and explain- Definition  of a Spreadsheet, Components of a spreadsheet i) worksheetii) databaseiii) graphs
	Explanation

Observation 

Discussion


	Text books

Computer Aid

Internet services
	Longhorn sec. computer studies bk2. page:


	

	
	2$3
	Application areas of a spreadsheet[image: image28.png]


      Statistical analysis[image: image29.png]


      Accounting[image: image30.png]


      Data management[image: image31.png]


      Forecasting (what if analysis) Scientific application
	By the end of the lesson, the learner should be able to: Demonstrate:-Application areas of a spreadsheet[image: image32.png]


      Statistical analysis[image: image33.png]


      Accounting[image: image34.png]


      Data management[image: image35.png]


      Forecasting (what if analysis) Scientific application
	
	
	
	

	4
	1
	Creating a worksheet/workbook[image: image36.png]


      Getting started[image: image37.png]


      Worksheet layout[image: image38.png]


      Running the program
	By the end of the lesson, the learner should be able to: Define and explain-Creating a worksheet/workbook[image: image39.png]


      Getting started[image: image40.png]


      Worksheet layout[image: image41.png]


      Running the program
	Explanation

Observation 

Discussion


	Text books

Computer Aid

Internet services
	Longhorn sec. computer studies bk2. page:


	

	
	2$3
	Creating a worksheet[image: image42.png]


      editing a cell entity[image: image43.png]


      saving[image: image44.png]


      retrieving[image: image45.png]


      closing a worksheet exiting from spreadsheet
	By the end of the lesson, the learner should be able to: Demonstrate:-Creating a worksheet[image: image46.png]


      editing a cell entity[image: image47.png]


      saving[image: image48.png]


      retrieving[image: image49.png]


      closing a worksheet exiting from spreadsheet
	
	
	
	

	5
	1
	Cell Data Types[image: image50.png]


      Labels[image: image51.png]


      Values[image: image52.png]


      Formulae[image: image53.png]


      Functions
	By the end of the lesson, the learner should be able to: Define and explain-Cell Data Types[image: image54.png]


      Labels[image: image55.png]


      Values[image: image56.png]


      Formulae[image: image57.png]


      Functions
	Explanation

Observation 

Discussion


	Text books

Computer Aid

Internet services
	Longhorn sec. computer studies bk2. page:


	

	
	2$3
	Cell referencing[image: image58.png]


      Cell addressing[image: image59.png]


      Absolute referencing[image: image60.png]


      Relative referencing
	By the end of the lesson, the learner should be able to Demonstrate:-Cell referencing[image: image61.png]


      Cell addressing[image: image62.png]


      Absolute referencing[image: image63.png]


      Relative referencing
	
	
	
	


	6
	1
	Basic functions and Formulae[image: image64.png]


      Functionsi) statistical (average, count, max, mm)ii) logical (If, count-if, sum-it)iii) mathematical (Sum, Product, Div)[image: image65.png]


      Arithmetic formulae (using operators +, -, /,*, brackets)
	By the end of the lesson, the learner should be able to: Define and explain- Basic functions and Formulae[image: image66.png]


      Functionsi) statistical (average, count, max, mm)ii) logical (If, count-if, sum-it)iii) mathematical (Sum, Product, Div)[image: image67.png]


      Arithmetic formulae (using operators +, -, /,*, brackets)
	Explanation

Observation 

Discussion


	Text books

Computer Aid

Internet services
	Longhorn sec. computer studies bk2. page:


	

	
	2$3
	Worksheet formatting[image: image68.png]


      Text[image: image69.png]


      Numbers[image: image70.png]


      Rows and columns[image: image71.png]


      Global
	By the end of the lesson, the learner should be able to: Demonstrate:--Worksheet formatting[image: image72.png]


      Text[image: image73.png]


      Numbers[image: image74.png]


      Rows and columns[image: image75.png]


      Global
	
	
	
	

	7
	1
	Data Management[image: image76.png]


      Sorting[image: image77.png]


      Filtering[image: image78.png]


      Total/subtotals function[image: image79.png]


      Forms
	By the end of the lesson, the learner should be able to: Define and explain-Data Management[image: image80.png]


      Sorting[image: image81.png]


      Filtering[image: image82.png]


      Total/subtotals function[image: image83.png]


      Forms
	Explanation

Observation 

Discussion


	Text books

Computer Aid

Internet services
	Longhorn sec. computer studies bk2. page:


	

	
	2$3
	Charts/graphs[image: image84.png]


      Types[image: image85.png]


      Data ranges[image: image86.png]


      Labels[image: image87.png]


      Headings and titles[image: image88.png]


      Legends
	By the end of the lesson, the learner should be able to: Demonstrate:-Charts/graphs[image: image89.png]


      Types[image: image90.png]


      Data ranges[image: image91.png]


      Labels[image: image92.png]


      Headings and titles[image: image93.png]


      Legends
	
	
	
	

	8
	Midterm exams

	9
	1
	Printing
	By the end of the lesson, the learner should be able to: Define and explain- Printing
	Explanation

Observation 

Discussion


	Text books

Computer Aid

Internet services
	Longhorn sec. computer studies bk2. page:


	

	
	2$3
	Definition of Database, Database concepts,
	By the end of the lesson, the learner should be able to: Demonstrate:-Definition of Database, Database concepts,
	
	
	
	

	10
	1
	Tinditional filing methods (manual and flat files[image: image94.png]


      Functions of databases[image: image95.png]


      Types of database models[image: image96.png]


      Database software[image: image97.png]


      Features of a database (e.g. data Structures, report generating, querry language, modules)
	By the end of the lesson, the learner should be able to: Define and explain- Tinditional filing methods (manual and flat files[image: image98.png]


      Functions of databases[image: image99.png]


      Types of database models[image: image100.png]


      Database software[image: image101.png]


      Features of a database (e.g. data Structures, report generating, querry language, modules)
	Explanation

Observation 

Discussion


	Text books

Computer Aid

Internet services
	Longhorn sec. computer studies bk2. page:


	

	
	2$3
	Data Organization[image: image102.png]


      Character types[image: image103.png]


      Fields[image: image104.png]


      Records[image: image105.png]


       Files[image: image106.png]


      Database
	By the end of the lesson, the learner should be able to: Demonstrate:-Data Organization[image: image107.png]


      Character types[image: image108.png]


      Fields[image: image109.png]


      Records[image: image110.png]


       Files[image: image111.png]


      Database
	
	
	
	


	11
	1
	Creating a database[image: image112.png]


      Design a database structure[image: image113.png]


      Field properties and data types[image: image114.png]


       Key- fields and index[image: image115.png]


      Data ently
	By the end of the lesson, the learner should be able to: Define and explain-Creating a database[image: image116.png]


      Design a database structure[image: image117.png]


      Field properties and data types[image: image118.png]


       Key- fields and index[image: image119.png]


      Data ently
	Explanation

Observation 

Discussion


	Text books

Computer Aid

Internet services
	Longhorn sec. computer studies bk2. page:


	

	
	2$3
	Creating a database[image: image120.png]


      Design a database structure[image: image121.png]


      Field properties and data types[image: image122.png]


       Key- fields and index[image: image123.png]


      Data ently
	By the end of the lesson, the learner should be able to: Demonstrate:- Creating a database[image: image124.png]


      Design a database structure[image: image125.png]


      Field properties and data types[image: image126.png]


       Key- fields and index[image: image127.png]


      Data ently
	
	
	
	

	12
	1
	Editing a database[image: image128.png]


      Modify structure[image: image129.png]


      Updating database
	By the end of the lesson, the learner should be able to: Define and explain-Editing a database[image: image130.png]


      Modify structure[image: image131.png]


      Updating database
	Explanation

Observation 

Discussion


	Text books

Computer Aid

Internet services
	Longhorn sec. computer studies bk2. page:


	

	
	2$3
	Editing a database[image: image132.png]


      Modify structure[image: image133.png]


      Updating database
	By the end of the lesson, the learner should be able to: Demonstrate:- Editing a database[image: image134.png]


      Modify structure[image: image135.png]


      Updating database
	
	
	
	

	13
	1
	Form Design[image: image136.png]


      Form Layout[image: image137.png]


      Data manipulation[image: image138.png]


      Formating fields
	By the end of the lesson, the learner should be able to: Define and explain-Form Design[image: image139.png]


      Form Layout[image: image140.png]


 Data manipulation[image: image141.png]


      Formating fields
	Explanation

Observation 

Discussion


	Text books

Computer Aid

Internet services
	Longhorn sec. computer studies bk2. page:


	

	
	2$3
	Form Design[image: image142.png]


      Form Layout[image: image143.png]


      Data manipulation[image: image144.png]


      Formating fields
	By the end of the lesson, the learner should be able to: Demonstrate:- Form Design[image: image145.png]


      Form Layout[image: image146.png]


 Data manipulation[image: image147.png]


      Formating fields
	
	
	
	

	14
	1
	Queries[image: image148.png]


      Creating[image: image149.png]


      Updating[image: image150.png]


      Viewing[image: image151.png]


      Printing
	By the end of the lesson, the learner should be able to: Define and explain-Queries[image: image152.png]


      Creating[image: image153.png]


   Updating[image: image154.png]


      Viewing[image: image155.png]


      Printing
	Explanation

Observation 

Discussion


	Text books

Computer Aid

Internet services
	Longhorn sec. computer studies bk2. page:


	

	
	2$3
	Queries[image: image156.png]


      Creating[image: image157.png]


      Updating[image: image158.png]


      Viewing[image: image159.png]


      Printing
	By the end of the lesson, the learner should be able to: Demonstrate:-Queries[image: image160.png]


      Creating[image: image161.png]


  Updating[image: image162.png]


      Viewing[image: image163.png]


      Printing
	
	
	
	

	15
	 End term exams

	16
	  Closing of school


	            Term Three

	1
	Opener exams

	2
	1
	Reports layoutCreating (using rational and logical operator, logical operators — AND OR, NOT),Modifying,Sorting and grouping,Labelling,Printing
	By the end of the lesson, the learner should be able to: Define and explain-
Reports layoutCreating (using rational and logical operator, logical operators — AND OR, NOT),Modifying,Sorting and grouping,Labelling,Printing
	Explanation

Observation 

Discussion


	Text books

Computer Aid

Internet services
	Longhorn sec. computer studies bk2. page:


	

	
	2$3
	DESKTOP PUBLISHING

Definition of Desktop publishingPurpose of DTP[image: image164.png]


      Graphic design[image: image165.png]


      Page layout design[image: image166.png]


      Printing
	By the end of the lesson, the learner should be able to: Demonstrate:-DESKTOP PUBLISHING

Definition of Desktop publishingPurpose of DTP[image: image167.png]


      Graphic design[image: image168.png]


      Page layout design[image: image169.png]


      Printing
	
	
	
	

	3
	1
	Types of DTP software[image: image170.png]


      Graphical based[image: image171.png]


      Layout based
	By the end of the lesson, the learner should be able to: Define and explain-Types of DTP software[image: image172.png]


    Graphical based[image: image173.png]


      Layout based
	Explanation

Observation 

Discussion


	Text books

Computer Aid

Internet services
	Longhorn sec. computer studies bk2. page:


	

	
	2$3
	Designing a Publication[image: image174.png]


      Types of publication e.g. newsletters cards, bronchures, posters etc[image: image175.png]


      Running the program[image: image176.png]


      Screen layout[image: image177.png]


      Setting up a publication[image: image178.png]


      Manipulating text and graphics
	By the end of the lesson, the learner should be able to: Demonstrate:-Designing a Publication[image: image179.png]


      Types of publication e.g. newsletters cards, bronchures, posters etc[image: image180.png]


      Running the program[image: image181.png]


      Screen layout[image: image182.png]


      Setting up a publication[image: image183.png]


      Manipulating text and graphics
	
	
	
	

	4
	1
	Editing a publication[image: image184.png]


      Editing tools-Formatting a Publication[image: image185.png]


      Text[image: image186.png]


      Graphics
	By the end of the lesson, the learner should be able to: Define and explain-Editing a publication[image: image187.png]


      Editing tools-Formatting a Publication[image: image188.png]


      Text[image: image189.png]


      Graphics
	Explanation

Observation 

Discussion


	Text books

Computer Aid

Internet services
	Longhorn sec. computer studies bk2. page:


	

	
	2$3
	Printing[image: image190.png]


      Page set up[image: image191.png]


      Print options
	By the end of the lesson, the learner should be able to Demonstrate:-Printing[image: image192.png]


      Page set up[image: image193.png]


      Print options
	
	
	
	

	5
	1
	INTERNET AND E-MAIL

Definition, Development and Importance of Internet
	By the end of the lesson, the learner should be able to: Define and explain- INTERNET AND E-MAIL

Definition, Development and Importance of Internet
	Explanation

Observation 

Discussion


	Text books

Computer Aid

Internet services
	Longhorn sec. computer studies bk2. page:


	

	
	2$3
	Internet Connectivity[image: image194.png]


      Telecommunication facilities[image: image195.png]


      Modems[image: image196.png]


      Internet services providers (ISP)[image: image197.png]


      Internet software
	By the end of the lesson, the learner should be able to: Demonstrate:-Internet Connectivity[image: image198.png]


      Telecommunication facilities[image: image199.png]


      Modems[image: image200.png]


      Internet services providers (ISP)[image: image201.png]


      Internet software
	
	
	
	


	6
	1
	Internet services e.g.• World Wide Web (www)• Electronic Mail (e-mail)• Electronic Commerce (c-commerce)• Electronic Learning (c-learning)
	By the end of the lesson, the learner should be able to: Define and explain- Internet services e.g.• World Wide Web (www)• Electronic Mail (e-mail)• Electronic Commerce (c-commerce)• Electronic Learning (c-learning)
	Explanation

Observation 

Discussion


	Text books

Computer Aid

Internet services
	Longhorn sec. computer studies bk2. page:


	

	
	2$3
	Accessing Internet• Log-in/sign -in• SuriYbrowse• Search engines and hyperlinks• Downloading/saving/printhg
	By the end of the lesson, the learner should be able to Demonstrate:-Accessing Internet• Log-in/sign -in• SuriYbrowse• Search engines and hyperlinks• Downloading/saving/printhg
	
	
	
	

	7
	1
	Electronic Mail (e-mail)[image: image202.png]


      Definition[image: image203.png]


      e-mail software[image: image204.png]


      e-mail facilitiesi) mails (checking, composing, forwarding, sending, saving and printingii) faxiii) file attachmentiv) on-line meetingsv) telephone messagesvi) contact managementN.B Emphasis is on the procedure and not necessarily on on-line connectivity
	By the end of the lesson, the learner should be able to: Define and explain-Electronic Mail (e-mail)[image: image205.png]


      Definition[image: image206.png]


      e-mail software[image: image207.png]


      e-mail facilitiesi) mails (checking, composing, forwarding, sending, saving and printingii) faxiii) file attachmentiv) on-line meetingsv) telephone messagesvi) contact managementN.B Emphasis is on the procedure and not necessarily on on-line connectivity
	Explanation

Observation 

Discussion


	Text books

Computer Aid

Internet services
	Longhorn sec. computer studies bk2. page:


	

	
	2$3
	10 Use the internet to access information on emerging issues e.g.[image: image208.png]


      HW/AIDS[image: image209.png]


      Drug abuse[image: image210.png]


      Environmental issues[image: image211.png]


      Moral integrity 
By the end of the lesson, the learner should be able to: Demonstrate:--10 Use the internet to access information on emerging issues e.g.[image: image212.png]


      HW/AIDS[image: image213.png]


      Drug abuse[image: image214.png]


      Environmental issues[image: image215.png]


      Moral integrity 
	By the end of the lesson, the learner should be able to Demonstrate:- 10 Use the internet to access information on emerging issues e.g.[image: image216.png]


      HW/AIDS[image: image217.png]


      Drug abuse[image: image218.png]


      Environmental issues[image: image219.png]


      Moral integrity 
By the end of the lesson, the learner should be able to: Demonstrate:--10 Use the internet to access information on emerging issues e.g.[image: image220.png]


      HW/AIDS[image: image221.png]


      Drug abuse[image: image222.png]


      Environmental issues[image: image223.png]


      Moral integrity 
	
	
	
	

	8
	End term exams

	9
	Closing of school
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