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5th Computer Lab Lesson Plan 7 

Objective: We will…select the appropriate tools to organize information.  
I will…develop a model of an electrical circuit using shapes, icons, and labels.    

Computer Log In 
 

1. Sign out of the computers if prior student has not signed out.  (Windows button, 
then three bars, then name, then sign out) 

2. Log back in as yourself.   
Typing Warm Up: 
5 minutes 

Typing.com-  
1. Proceed directly to Typing.com to pick up where you left off last week 

Core Lesson: CREATING A MODEL BY INSERTING SHAPES, ICONS, AND TEXT LABELS 
Today, you are going to create a model of an electric circuit out by inserting shapes and 
icons.  Then, you will use text boxes to label your circuit’s parts.   
 
You can access some sample pictures of circuits by going to the Douglas Lab Links page.  
Click the icon titled Electric Circuit Models, and a file will open for you to help you know 
what to include in your circuit.  Here are the requirements for your electrical circuit 
model: 
 

• Must show a closed circuit 
• Must include a lightbulb, switch, wires, and battery 
• All items shown in the circuit must be labeled 

 
Your circuit can be as creative as you would like it to be, but it must accurately show a 
closed circuit.   
 
DIRECTIONS 
LOG IN TO OFFICE 365—START A WORD DOCUMENT—TITLE YOUR FILE 

1. Log in to Office 365 and go to your One Drive.   
2. Click in the folder called Computer Lab Files, and create a new word document in 

this folder.   
3. Name your new word document Electric Circuit.  You do this by clicking on the 

word “Document” at the top of your page and typing over the highlighted text.  
DO NOT USE BACKSPACE!  Just highlight and rename. 

4. To be able to use all the features of Word, you are going to have to “Edit in Word”.  
Click on EDIT IN WORD towards the top of your online view, and then click Open 
Office 2016.   

5. When the document opens, you can begin your poster.  Remember to save your 
work using the sync Save (disk with arrows in a circle button) icon located at the 
very top left of your screen.  It’s a good habit to click save every once in a while to 
be sure not to lose your work.  To insert a text box: 

 
TO INSERT SHAPES: 

1. Click the Insert tab at the top of your screen.   
2. Click on the Shapes icon.   
3. Select the shape that you need to begin creating a model of a closed circuit. 
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4. To move a shape around on the page, you need to click on one of the lines until 
you see a cross with arrows.  You can then drag the shape where ever you want it 
on the page.     

5. If you click on the shape, it will give you some formatting options.  Feel free to 
change the style, fill, or outline of any shape.  You can also add text to shapes by 
right clicking on the shape and clicking Add Text.    

6. If you right click on the shape, just like with pictures, you can also select Wrap 
Text, which will allow you to move it closer to, on top of, through pictures and 
other items on the page.   

7. Continue to add shapes and arrows until you have what looks like a closed circuit 
on your page.  Remember you can look at the sample page on your Douglas Links 
as much as you need to!) 

 
TO INSERT ICONS (You will find a light bulb here): 

1. Click the Insert tab. 
2. Click Icons (right next to Shapes). 
3. You will find a light bulb under the Analytics category.  Click on the light bulb and 

then click insert to add it to your page. 
4. You can move this around and resize it just like any other shape or text box.   

 
TO INSERT TEXT BOXES: 

1. Click the Insert tab at the top of your screen.   
2. Click on the Text Box icon.   
3. Look for the words Draw Text Box towards the bottom of the window that just 

opened.  Select Draw Text Box.  A plus sign will appear on your screen.  Left click 
and drag the box into the shape of a rectangle.   

4. You can click right inside the box to type, and use the white bubbles on the edge 
of the rectangle to increase or decrease its size.   

5. To move a text box around on the page, you need to click on one of the lines until 
you see a cross with arrows.  You can then drag the box where ever you want it on 
the page.     

6. If you right click on the text box, it will give you some formatting options.  Feel 
free to change the style, fill, or outline of any text box.   

If you right click on the box, just like with pictures, you can also select Wrap Text, which 
will allow you to move it closer to, on top of, through pictures and other items on the 
page. 
 
Have fun creating your closed electrical circuit.  When you are done, be sure you click the 
save icon at the top left of your screen.   
 
You can then close out Word with the X at the top right of your screen. 
 
Go back into your One Drive to verify your document is saved and in the correct Computer 
Lab Folder.   
 

 If you have time, add the following to your document:   
1. Click on the Design tab. 
2. Click on Page Color at the right of your screen. 
3. Choose one of the colors to add some spice to your page! 
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Procedures 
Reminder: 

• Verify students have named their WORD document and it says “saved”.   
• Exit all programs.  (Work is saved since we did this on Office online.) 
• Sign off computers using the Windows button and Name section.   
• Fix the equipment and chairs in the lab. 

 

 


