	Lesson: Mail Merge

	Date:
	Duration: 50 mins
	Class: Year 10 ICT
	Number: 20

	Aims:

To create and print a letter using mail merge

	Objectives:

Students should:

· Demonstrate an understanding of what mail merge is and the uses of mail merge

· Demonstrate an understanding of how to create a mail merge letter using mail merge wizard 
· Demonstrate an understanding of how to insert an image into a Word document 


	Resources

Computer
Projector

Word

Access

Printer

Printer paper

Whiteboard

Whiteboard marker

Student handouts

	Prior Knowledge

Basic computer knowledge

	Possible difficulties



	Assessment Opportunities: indicated AO below

Observation



	Timing
	Teacher Activity
	Student Activity
	Resources

	2 mins
	Intro, Roll
	Settling down, listening
	Pen, roll

	5 mins
	Discuss the idea of mail merging. Write/draw on the board showing how database records are incorporated with a form letter.

Ask students the possible uses of mail merging
	Listening
	Whiteboard
Whiteboard marker



	10 mins
	Instruct students to logon and create a new document. Give out handout to students. Instruct students to type up an invitation for a party or a family reunion in the form of a letter using Word. Walk around class room observing students. Answer questions, help students. (AO)
	Listening, observing, typing letter 
	Word
Computer

Student handout

	10 mins
	Instruct students to copy me as I show students (using the projector) how to start the Mail Merge Wizard and perform the first few steps of the mail merge. (AO)
	Using Mail Merge Wizard
	Projector
Computer

Word

	2 mins
	Demonstrate how to create data for the letter using a form in Word.
	Listening, observing
	Word
Access

Computer

Projector

	6 mins
	Instruct students to create data using a form in Word. Tell students to create entries for 2 people.
Walking around class room observing students. Answering questions, helping students. (AO)
	Creating data 
	Computer
Word

Access

	3 min
	Demonstrate how to insert the fields in the letter and preview the merge. Discuss the mail merge toolbar demonstrating the various tools. 
	Listening, observing
	Word
Access

Projector

Computer

	10 mins
	Instruct students to insert the fields in the letter and preview the merge. Tell students to add a clipart image to the top right hand corner of their letter before printing. Walking around classroom, observing and helping students (AO).
	Finishing mail merge. Adding image. Printing letters.
	Computer
Word

Access

Printer

Printer paper

	2 mins
	Brief outline of what we will be doing in next lesson. Reminders to save work and due dates of any homework
	Packing up, listening
	

	
	
	
	

	Evaluation




