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 To have students explain and demonstrate 
how to create a first line indent

 To have students explain and demonstrate 
how to create a hanging indent

 To have students explain and demonstrate 
how to create  left and right indents

 To have students demonstrate using podcasts 
how to indent and how it can be helpful to 
them for the future.



 Ninth through twelfth grade school students 
with beginner knowledge of Microsoft Word



 Students will have five projects. Each project 
will take up most of the period (60 minute 
classes).
◦ Three MS Word and two podcasts

 Students must complete their projects by the 
end of the class for a grade with any leftover 
time going towards the main podcast



 Project 1: Indenting Paragraphs in Word via 
directions (First Line and Hanging)

 Project 2: Sample Podcast (explaining First 
Line Indents and communicating)

 Project 3: Indenting Paragraphs in Word via 
directions (First Line, Hanging, Left and Right)

 Project 4: Adjust indents for a previous essay 
written in school (First line and Hanging)

 Project 5: Podcast (Clear and concisely



 Students will understand that paragraphs of 
text can change their indents at customizable 
points from the left or right



 Instruction board, roll, participation (10 min)

 Introduce topic and importance (5 min)

 Guided practice (10 min)

 Project 1 in MS Word (35 min)

Total time allotment = 60 minutes



 Instruction board, roll, participation (10 min)

 Lecture on Podcast and how to create one 

(15 min)

 Guided practice (25 min)

 Project 2 Sample Podcast(10 min)

Total time allotment = 60 minutes



 Instruction board, roll, participation (10 min)

 Review the indents and their importance (2 
min)

 Project 3 MS Word (15 min)

Total time allotment = 27 minutes



 Instruction board, roll, participation (10 min)

 Independent time (50 min)
◦ Finish Project 3 from last class if not completed

◦ Project 4 MS Word

◦ Project 5 Podcast 

Total time allotment = 60 minutes



 Instruction board, roll, participation (10 min)

 Independent time (40 min)
◦ Project 5 Podcast

Total time allotment = 47 minutes



 Technology is integrated in several different ways 
during this lesson plan. Besides using Microsoft 
Word 2007, students will also use following:

• Podcast• SMARTboard



1. With my SMARTboard I project MS Word and 
manipulate the indents in the project by calling on 
each of the students (at random) to help me identify 
the different types of indents.

2. Have students review on the SMARTboard with 
various activities; e.g. re-arranging the indents on 
the ruler, making examples of the effects of indents 
on paragraphs, and matching the indent marker with 
the effect of it has on a paragraph.



 Podcast 1 - will be a simple sentence 
describing one type of indent

 Podcast 2 - will be a more in-depth 
description of all four types of indents. 
Students will also be required to share how 
this skill can help them in the real world 
(with their parents, or when quoting in 
college, etc.)



I created this mini-unit about indents because 
they are important and almost never taught. 
Though inconspicuously placed on the ruler, 
they can provide for uniformity with a few 
clicks. When used proficiently they can make 
your document look more professional.



 I am a big fan of the authentic assessment 
because it enables students to learn in a 
meaningful way that is related to real world 
tasks they may need to perform in the future 
(Jonassen 219).



 This is minute in subject content but 
hopefully these tasks will fit in to the big 
picture with an e-portfolio (Jonassen 220).
◦ This would more specifically be a working portfolio



 Constructive (Articulative/Reflective) learning 
would be my most focused characteristic of 
meaningful learning (Jonassen 3)



 By the end of this mini unit the students will 
know about how to properly demonstrate 
indenting but also how to use the new 
podcast technology to articulate and reflect 
on other areas of interest.




