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5th Computer Lab Lesson Plan 9 (2 weeks) 

Objective: We will…perform basic software application functions and publish a product. 
I will…create a three-column chart comparing how three landforms were created.   

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: USING COLUMNS TO CATEGORIZE INFORMATION 
Today, you are going to use columns in Word to display information about the formation 
of three different landforms: canyons, sand dunes, and deltas.  This project will take two 
lab sessions, as it involves several steps, many that you have learned in our past lessons.   
 
Below are the required elements of your document: 

• Three columns with the titles: Canyons, Sand Dunes, Deltas 
• Picture representing each landform under the title 
• Detailed information below each picture describing how the landform 

was created 
 

A sample document can be found in your Douglas Lab Links to give you an idea of how 
your document will look.   
 
DIRECTIONS 
OPEN WORD FROM YOUR SEARCH TOOL, TITLE, SAVE ON YOUR DESKTOP 
We are going to access Word and save our file in a different way during this lesson.   

1. Click inside the gray rectangle next to your Windows icon (lower left of screen) 
that says “Search the web and windows”.   

2. Type Word.  Click Word 2016 when it shows.   
3. When it opens, click Blank Document.   
4. Click on File.  
5. Click on Save As. 
6. DOUBLE CLICK on This PC.   
7. Click on Desktop when you see the folders. 
8. Click on the box next to File Name and type Landform Comparison. 
9. Click Save.   
10. Now, minimize Word and see if you can see your file on your desktop.  (We will 

save this file to your One Drive Computer Lab File later, but for now, you can just 
click the disk icon to Save as you work through your document.)  Be sure to save 
often, as you don’t want to lose your work! 

 
LAYOUT YOUR PAGE LANDSCAPE ORIENTATION, ADD COLUMNS TO YOUR PAGE 

1. Click the Layout tab at the top of your screen.  
2. Click on Orientation. 
3. Click on Landscape.  (Your page will turn sideways.) 
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4. Now, click the icon that says Columns.  Then click on Three.  (You should see a 
change to your ruler at the top of your document, showing three sections or 
columns now.) 

5. Save your work by clicking on the disk at the top left of your screen. 
 
ADD YOUR CONTENT 

1. Type the title of column 1, Canyons on the first line of column 1.  You can format 
your title text however you like (color, size, font style).  

2. Open Google Chrome.  Search for an image of a canyon.   
3. When you find an image you like, click on it.  (It will come up larger in the middle 

of your screen.) 
4. Then, RIGHT click on the larger image and select Copy Image. 
5. Go back to your Word document by clicking the W icon in your taskbar.   
6. Place the blinking cursor under the title Canyons where you want the picture to 

go.  
7. Right click and select Paste (the first picture of a clipboard with a paint brush). 
8. The image will appear on your screen.   
9. Right click on the image and select Wrap Text.  Select Tight.  Now, you can move 

the picture where you want it to go easily.   
10. Under your picture, you will add an explanation of how Canyons were formed.  

You can search the internet to find this information.  (Go to Google, Search “How 
Canyons were formed”) You can choose to copy text for your explanation or 
summarize what you read in your own words.   

11. When you are done with your Canyon column, click the Layout Tab. 
12. Click Breaks. 
13. Click Column.  This will take you to the top of the next column where you can then 

begin your Sand Dunes information.  You will follow steps 1-13 again to complete 
your Sand Dune column, and then move to your final Deltas column where you 
repeat steps 1-11 to finish your document. 

14. Save your work by clicking on the disk at the top left of your screen. 
 
ADDING A PAGE BORDER TO YOUR DOCUMENT 

1. Click on the Design tab at the top of your page.   
2. At the right of your screen is an icon named Page Borders.  Click on Page Borders. 
3. Play with the Style, Color, and Width to add a border to your document.   
4. Save your work by clicking on the disk at the top left of your screen. 

 
 

Exit Slip SAVING YOUR DOCUMENT TO ONE DRIVE 
You currently have your file saved on your desktop.  Now, we will save it in your One Drive 
Computer Lab Files folder so it is backed up online.   

1. Open Office 365 to get to your One Drive files. 
a. Click on Office 365 on your Douglas Lab Links page. 
b. Sign in with your username and password.  
c. Open your One Drive (the cloud). 

2. Open the folder named Computer Lab Files (Name) 
3. Click Upload. 
4. Click Files. 
5. Click the Desktop folder. 
6. Click the name of your document. 
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7. Click Open. 
8. Your Landform Comparison file should now appear in your Computer Lab Files 

folder.  You can click on it to verify it looks as it should. 
 
Great job these past two weeks!! 
 

Procedures 
Reminder: 

• 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. 

 

 


