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Typographical conventions

In this manual different typefaces and type sizes are used to identify different information. This should make it easier to understand the concepts explained:

Text that you should enter at the keyboard is shown like this:

FILENAME.EXT

After typing the text you should press the key marked <Enter> on your keyboard – this is also referred to as <Return> in some manuals – or click on a button as described in the text.

In the above example you should type the name of the file, a full stop and its three-letter extension.

References to files on the Fun with Texts disk or as you are required to create on your hard disk are represented thus:

FWTT.EXE

Food and drink.FW4

FWTS.INI

Windows can list files in upper or lower case. Windows is not case-sensitive.

Menu options, command buttons, names of dialogue boxes, descriptions of Fun with Texts-specific parts of the screen, etc. are referred to in boldface, e.g.

Options menu
OK button
Font list box
The wedge symbols < and > are used to enclose the name of a special key as it appears on the keyboard. For instance, <Ctrl> means you should press the Control key on the keyboard, and <Up Arrow> means that you should press the key bearing the symbol of the arrow pointing upwards.
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Fun with Texts Opening Screen

Background

Fun with Texts 4.0, programmed by Marco Bruzzone, is an update of the original Fun with Texts authoring program, programmed by Graham Davies and first published by Camsoft in 1985. The original Fun with Texts program was designed to facilitate the production of text-manipulation exercises by language teachers for use with their students. Version 2.0, published in 1992, had a much-improved interface for both the teacher and the student. Version 3.0, published in 1998, was a radical rewrite of the program and the first version designed to run under Microsoft Windows.

The basic aim of Fun with Texts 4.0 has not changed substantially from the original, but the new program includes multimedia enhancements that enable you to link the exercises with pictures, audio files and video files. See Section 6 for further information on these multimedia enhancements.

A number of publications containing ideas on how to use Fun with Texts in the modern foreign languages classroom are available from Camsoft. These include photocopiable worksheets, teacher’s notes and sets of textfiles relating to course books published by Oxford University Press and Heinemann. See Section 4 for Hints and Tips.

The Fun with Texts Programs

Fun with Texts 4.0 consists of two programs that operate independently: a Student’s Program and a Teacher’s Program.

1.1 Student’s Program

The Student’s Program includes:


 point-and-click facility for choosing which gap, word or letter the student wishes to attempt.


In the Clozewrite program, a partial matching routine that indicates which letters or parts of the answer the student has got right.


An attractive screen display, with a range of fonts and screen colours.


he possibility of enlarging the font of the text and input boxes up to any size to help partially-sighted students.


Fully mouse-driven control or keyboard-only commands to help students with co-ordination difficulties.


Resizeable program window to accommodate any screen definition and size.


Language specific interpretation of punctuation marks or special characters.

· Version 4.0 includes multimedia enhancements that enable the student to consult pictures, audio files and video files linked with the text to be reconstructed. See Section 6.

Extensive on-line help.

1.2 Teacher’s Program

The Teacher’s Program includes:


n easy-to-use click-and-drag facility to indicate which words, phrases or parts of words are to disappear or remain.


A facility for indicating whether the computer should ignore the absence or presence of capital letters in the student’s answers.


A facility for indicating which exercises should be allowed or disabled for each textfile.


A facility for including explanatory text within each textfile intermixed with text to be manipulated by the various exercises. Explanatory text can be emphasised by the use of different fonts, font size or colour.


Full on-screen word-processing facilities and compatibility with text created in most other word-processors. Includes advanced features such as paragraph borders, search, cut and paste, multiple documents, virtually unlimited text length, page breaks, variable paragraph spacing, left, right and centre tabs, left, right and centre align, margins and document width, formatted printing etc.


Version 4.0 includes multimedia enhancements that enable you to link the exercises with pictures, audio files and video files. See Section 6.

· A conversion program to convert exercises created with earlier versions of Fun with Texts. Files created with Version 3.0 of Fun with Texts can be read automatically by The Teacher’s Program in Version 4.0 and they can be saved as new files with multimedia enhancements. See also Section Section 3.9 on converting files in bulk.


xtensive online help.

Hardware and software requirements

You need the following hardware and software to run Fun with Texts 4.0:


A multimedia PC (MPC) or compatible computer with a processor speed of at least 350MHz and128Mb RAM


Windows 98 or higher


A mouse.


A colour monitor


A hard disk drive with at least 10Mb of free space

Fun with Texts 4.0 will run successfully on networks.

 How to use Fun with Texts

This section is divided into three parts:

2.1 Installation instructions

2.2 Using the Student’s Program

2.3 Using the Teacher’s Program

1.3 Installation instructions

Fun with Texts is distributed on CD-ROM.

First, you need to install the program on your hard disk. Fun with Texts cannot be run direct from the CD-ROM.

Follow the following installation instructions carefully. It is assumed that the user has a basic knowledge of Windows.

· Switch on your computer and wait for it to finish booting.

· Insert the CD-ROM containing Fun with Texts in the CD-ROM drive.

· Using Windows Explorer or My Computer, double-click on INSTALL.EXE
General Windows instructions:

· The above will start the Fun with Texts installation program. Click on OK to confirm that you wish to install Fun with Texts.

· You will now be asked to confirm that you wish to install Fun with Texts in the C:\FWT4 directory. Click on OK, unless you have a very good reason for giving a different name or different drive.

· If you have bought Fun with Texts direct from Camsoft you will have been pre-registered as an authorised user of the program and you can therefore ignore the instruction that appears below under the next bullet point.

· If you have bought Fun with Texts from one of Camsoft’s agents you will need to enter your Registration Details in a dialogue box that will appear in the middle of the screen. Enter your name, your institution’s name and address and the program serial number. You will find the serial number on the insert in the Fun with Texts CD-ROM jewel case. It is important that you enter this number correctly or the program will fail to work. Click on OK when you have entered all the information correctly.

· Wait until all the Fun with Texts files have been transferred to your hard disk.

· The current README file will be displayed. This contains last-minute updates of information about Fun with Texts. Please read this file. It is important.

· Exit the README file by double-clicking on the Close box. If you wish to read this file at a later date it can be called up in Windows WordPad or Microsoft Word.

You will find that a new Fun with Texts Program Group has been added to the Program Menu in Windows. The installation is complete. The FWT4 directory on your hard disk should look this:
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1.4 Using the Student’s Program

The teacher is advised to begin with the Student’s Program in order to gain familiarity with Fun with Texts. A number of sample exercises are supplied with the package in order to demonstrate Fun with Texts’ range of facilities. See 4Section 
 on Hints and tips.

1.4.1 Starting the Student’s Program

· Switch on your computer, wait for it to finish booting and start Windows.

· Click on Start and click on Programs.

· Find the Fun with Texts entry and click on the Student’s Program icon.

Alternatively, start an exercise simply double-clicking on any file with an extension of .FW4 in Windows Explorer or My Computer. If the Fun with Texts Student’s Program is not loaded, it will be started automatically and the exercise you have selected will appear in the main window. If it is already loaded then the current exercise will be closed and the new one loaded for you.

The Student’s Program opens with a copyright notice. Click on the OK button or press <Enter> to clear the copyright notice.

The screen displays the following message in the middle of the screen:

Select a file to start:

Click on File on the menu bar and then click on Open

1.4.2 The main parts of the screen

The Main Menu bar

This starts with only three menus, File, Options and Help. It changes dynamically depending on the tasks you are performing.

The Toolbar

This is the line of icons immediately below the Main Menu bar. Initially only the first icon on the left with the Open a new Fun with Texts file icon is accessible. The other icons are greyed out – more about these later. If you move the mouse pointer over the icons on the Toolbar and let it rest for a few seconds, a yellow post-it box will display indicating their function

The Score button displays your progress as a score and percentage completion. Click on this button to get a detailed breakdown of your progress and a mini-menu of further actions you might wish to take.

The Title area
This area appears just below the Toolbar and has a green background. When you start Fun with Texts this area displays the message No file open. When you have chosen the text you wish to work on, it displays its title. If no title has been assigned to the textfile, then this area will be blank.

The Exercise area

This is where the exercise will appear. It has a vertical and a horizontal scroll bar to pan the text to the required position. The operations you can carry out in this area depend on the exercise selected. See the description of each exercise (below) for details.

The Status/Input line

This is the line at the bottom of the Fun with Texts window. It may display a helpful message or show an input box where you can type your answers. When the line displays an input box, a button is also displayed on the right. Click on this button to verify if the answer you have typed in the input box is correct.

1.4.3 Starting an exercise

There are two ways of starting an exercise other than double-clicking on or dragging a Fun with Texts file as described before in Section 2.2.1, Starting the Student’s Program:

· Click on the Open File icon on the Toolbar.

· Click on File on the Main Menu bar and then click on Open when the sub-menu drops down.

When you click on Open, a list of ready-made Fun with Texts exercises will be displayed in a dialogue box. Select any exercise, i.e. a file ending in .FW4, by clicking on its name with the mouse and then clicking on the OK button.

You can also open any plain ANSI file (typically files with an extension of .TXT), but not files created with a word-processor, e.g. Microsoft Word DOC files, as these contain a large amount of spurious characters and will probably cause Fun with Texts to crash. Select the required file type in the Files of Type drop-down list box. If you use a plain ANSI file, you will not be able to take advantage of the more sophisticated functions of Fun with Texts, but all the exercises should work satisfactorily.

The green Title area will display the title of the text you have chosen to work on, and the message in the middle of the Exercise area will change to:

File ready. Select an exercise from the

‘Words’ or ‘Puzzles’ menus

1.5 The Exercises

There are seven exercises you can select from: four under the Words menu and three under the Puzzles menu.

Words
Puzzles

Clozewrite
Enigma

Copywrite Easy
Scrambler

Copywrite Hard
Textsalad

Prediction

Let’s begin by selecting Copywrite Easy:


Click on the Words menu


Click on Copywrite Easy
1.5.1 Copywrite

Copywrite is a text-manipulation exercise in which the student first reads a text – or is given clues about its content – and then attempts to reconstruct the whole text, which has been changed to a pattern of blanked-out words. The main clues in Copywrite are the sets of blanks representing the missing words, but in Version 4.0 of Fun with Texts the teacher also has an option of linking the text-manipulation activity with a picture, an audio file or a video file – or any combination of these. See Section 6, Multimedia enhancements.

Copywrite Hard and Copywrite Easy are two versions of the same exercise, the only difference being that in Copywrite Easy the student is given the first letter of each word as a helpful clue. Copywrite is sometimes referred to as a total-Cloze exercise. The pedagogy underlying this type of exercise is tried and tested and has been shown to help students of foreign languages develop learning strategies. See Section 8 of Module 1.4 at the ICT for Language Teachers website: http://www.ict4lt.org. This is a useful introduction by Sue Hewer to the underlying pedagogy of text manipulation and tips on using text-manipulation packages in the modern foreign languages classroom.

When you select Copywrite Hard or Copywrite Easy the screen will display the following dialogue box:
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Read text dialogue box

Click on the selected option – or move to it with the cursor keys – and click on OK or press <Enter>.

If you choose to read the text first you will have an opportunity to read the text for the selected time. When your time limit is up – or whenever you choose to finish reading the text – the words of the text will be replaced by a pattern of blanks. The screen will look something like this:
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Copywrite screen

You may find that some words have not been replaced by blanks. This is because the teacher who prepared the text decided that they would be difficult to guess or remember – proper names, for example – and has marked them as special words when preparing the text. More on this can be found in the section on creating and editing texts: see Section 2.6.3.8 on Marking text that must never disappear.

Entering an answer

You make your attempt to enter a word in the large white Input Box at the foot of the screen. This is labelled Enter your guess. The cursor should flash in this box, indicating that you should begin typing. If you cannot see the cursor, move the mouse pointer into the box and click once or press <Tab> once or more times until the cursor appears in the box.

Type your answer and press <Enter> or click on the green button to the right of the input box.

If the word is in the text it will appear in all positions where it occurs, replacing the blanks. Your score will increase by 10 points for each occurrence of the word that you enter correctly.

Typically, you would try to guess words in the order in which they appear, but you can enter any word that appears at any point in the text.

If you need help with a particular word, you can position the cursor on any blank on the screen and then click on either the Reveal Word icon or the Reveal Letter icon on the Toolbar. If you wish to read the whole text again, then click on the Read Text icon to read the text for 10 seconds. Alternatively, you can select Reveal Word, Reveal Letter or Read Text from the pull-down Help menu. Each time you click on the Reveal Word icon you will lose 10 points. Each time you click on the Reveal Letter icon you will lose a number of points proportional to the length of the word. Each time you click on the Read Text icon you will lose 50 points.

Multimedia icons: The teacher who prepared the text may have linked it to a picture file, audio file or video file. If such a link exists then one or more of the three icons to the right of the Reveal Letter icon will be active. You can tell this by the appearance of the icons: if an icon is not active it is greyed out, if it is active then it is in sharp focus. See Section 6.

When you enter an answer the computer may accept it as correct even if capital letters do not match. If, however, the Capitals Significant box was checked in the Teacher’s Program when the text was created, then the computer will insist on a perfect match. Diacritics in French, German and other languages must always be typed in correctly in order to register a correct answer. See Section 3.7.4, The Exercises section.

The default setting for words containing an apostrophe is that the apostrophe is perceived as part of a word, e.g. doesn’t, I’ll and Paul’s are words, but this can be changed by the teacher for different languages so that the apostrophe can be perceived as a word-divider rather than as part of a word, so that l’arbre in French, for example, will be treated as two words: l and arbre . See Section 3.7.4, The Exercises Section, and Section 5.2.2.

The default setting for words containing a hyphen is that they are perceived as two separate words: e.g. word-processor, zig-zag are four words: word, processor, zig, zag.

Completing an exercise

When you have completed an exercise, an analysis of your performance will be given. You may, however, decide to quit the exercise prematurely by pressing Esc or by clicking the Score button on the Toolbar. A dialogue box similar to the one below will then appear:
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Your score dialogue box

Some of the four buttons at the bottom of the Your score dialogue box may be greyed out if the option does not apply. For instance, if you have not asked for any word to be revealed, then the Retry prompted words button will be greyed out.

Copywrite Easy works the same way as Copywrite Hard, except that in Copywrite Easy the first letter of each word is shown to give the learner a little extra help.

1.5.2 Clozewrite

Clozewrite is based on the well-established practice in language teaching and testing whereby words in a text are deleted at regular intervals and the learner is required to fill in the resulting gaps. Clozewrite also offers the possibility of allowing the teacher to select specific words and phrases or parts of words for deletion.

There are two ways in which Clozewrite works:

· You can select the automatic word deletion interval yourself.

· Certain words, phrases or parts of words will automatically disappear.

First, you select your text as described in Section 2.2.3.

Then you select Clozewrite:

· Click on the Words menu

· Click on Clozewrite
If your text has not been prepared for automatic deletion, you will be presented with a menu that requests you to:

· Choose your word deletion interval.

· Choose the starting point for the deletion count.

You may choose a deletion interval ranging from every 2nd to every 9th word.

· If you choose 5, every 5th word will be blanked out.

· If you choose 7, every 7th word will be blanked out.

To choose the starting point for the deletion count, choose a number from 1 to 9. This is the point at which the computer starts counting the words that it blanks out.

If you choose 1, then the computer will start counting from the first word. If you choose 9, the computer will start counting from the 9th word, so none of the first nine words will be blanked out.

Note: if you have selected a text with less than 20 words you will not be able to access this exercise.

If the text has been prepared by the teacher for automatic deletion, the student has no control over the deletion interval, and the menu requesting the student to select the interval and starting point will not appear. The instructions on editing texts in the Teacher’s Program explain how the teacher can prepare a text in this way. Essentially, this involves marking the words or parts of words that are to be deleted. Marking the text in this way does not affect any of the other Fun with Texts programs. See Section 2.6.3.6 on Marking text to appear as gaps in Clozewrite.

In both versions of Clozewrite, the words (or parts of words) will be deleted and replaced by a coloured gap marker. You can select both the character and font used for the gap marker in the Option menu described in Section 2.5.4 under the heading Marker symbol.
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Clozewrite screen

You can attempt to fill in the gaps in any order. There are two ways of indicating which gap you wish to attempt:

· Using the mouse: Move the mouse pointer to any gap marker. When the mouse pointer changes to a hand, double-click the left button.

· Using the keyboard only: If the insert caret does not appear in the text area, press <Tab> once or more times and then move the insert caret using the cursor keys to any gap marker. The caret must appear just before the gap marker. Pull down the Gap menu using the short cut key combination <Alt+G> and press <Enter> to select the Select command. Alternatively, press <Ctrl+G> without first opening the Gap menu.

When you have selected the gap you wish to attempt, you will find that the gap marker changes to a question mark icon.

You will notice that in the Gap menu there are two other options: Next and Previous. Selecting either of these options enables you to move from gap to gap, forwards and backwards. You can also use the short cut keys shown next to the menu entries: <Ctrl+N> or <Ctrl+P>.

Entering an answer

You make your attempt to answer in the large white Input Box at the foot of the screen. This is labelled: Enter your guess. The cursor should flash in this box when you select a gap. If you cannot see the cursor, move the mouse pointer into the box and click once or press <Tab> once or more times until the cursor appears in the box.

Type your answer and press <Enter> or click on the green button to the right of the input box.

The computer will verify if your answer is correct. If it is, the feedback will be:

Correct. Well done!

and the gap will be filled in with your answer.

If your answer is not correct but if some of the letters match, then the feedback will be:

Partly right!

and the Input Box will display which letters match. You can now make a second attempt at the answer by filling in the missing letters.

If the missing letters are a different length from your guess, you will be shown a number of small squares in the Input Box indicating the exact number of letters in the gap.

Basic spelling errors are analysed. If you type teecher instead of teacher, the computer will display te�cher and invite you to try again.

If the first few letters of your guess match the letters in the gap, for example if you type cars when car is expected, the computer will tell you and award you 5 points instead of the 10 points you would normally get for guessing correctly.

If you need help with a particular word, you can position the cursor on any blank on the screen and then click on either the Reveal Word icon or the Reveal Letter icon on the Toolbar. If you wish to read the whole text again, click on the Read Text icon to read the text for 10 seconds. Alternatively, you can select Reveal Word, Reveal Letter or Read Text from the pull-down Help menu. Each time you click on the Reveal Word icon you will lose 10 points. Each time you click on the Reveal Letter icon you will lose a number of points proportional to the length of the word. Each time you click on the Read Text icon you will lose 50 points.

Multimedia icons: The teacher who prepared the text may have linked it to a picture file, audio file or video file. If such a link exists then one or more of the three icons to the right of the Reveal Letter icon will be active. You can tell this by the appearance of the icons: if an icon is not active it is greyed out, if it is active then it is in sharp focus. See Section 6.

If you wish to give up your attempt at the gap you have chosen, simply select another gap with one of the methods described above.

Completing an exercise

When you have completed an exercise, an analysis of your performance will be given. You may, however, decide to quit the exercise prematurely by pressing Esc or by clicking the Score button on the Toolbar – see the Completing an exercise section under Copywrite: Section 2.3.1.

1.5.3 Prediction

Prediction is a demanding exercise, requiring the learner to spot possible continuations and collocations, whilst taking note of clues offered by punctuation and blank spaces. Obviously, there are circumstances when more than one continuation is possible, but unfortunately the computer has no concept of meaning and can therefore only accept what appeared in the original text. The program designer did consider allowing alternative continuations, but it proved beyond the capabilities of both the machine and the teachers who were requested to provide appropriately coded texts!

First, you select your text as described in Section 2.2.3, Starting an exercise.

Then you select Prediction:

· Click on the Words menu

· Click on Prediction
Initially, the Exercise area displays only punctuation marks and words or parts of words that have been selected as Always visible in the Teacher’s Program.
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Prediction Screen

You solve the exercise by selecting the first word from the blue bordered box in the lower right hand corner. The box displays five alternative possible answers. Select the one you think is correct by clicking on it or by moving over it with the cursor keys and, when it is highlighted, pressing Enter. If you have selected the correct word then it will appear in the Exercise area. If you select the wrong answer you lose 2 points, but you can try again as often as you like.

Once you have chosen the correct first word in the text, you are offered a choice of five alternative words for the second word. You make your selection as before. And so the process continues, until you have completed the text.

If you need help click on the Reveal Word icon on the Toolbar or select Reveal Word, from the pull-down Help menu. This will reveal the word after the word you are trying to guess and you will lose 10 points. If you wish to read the whole text again, click on the Read Text icon to read the text for 10 seconds. Each time you click on the Read Text icon you will lose 50 points.

Multimedia icons: The teacher who prepared the text may have linked it to a picture file, audio file or video file. If such a link exists then one or more of the three icons to the right of the Reveal Letter icon will be active. You can tell this by the appearance of the icons: if an icon is not active it is greyed out, if it is active then it is in sharp focus. See Section 6.

Completing an exercise

When you have completed an exercise, an analysis of your performance will be given. You may, however, decide to quit the exercise prematurely by pressing Esc or by clicking the Score button on the Toolbar: – see the Completing an exercise section under Copywrite: Section 2.3.1.

1.5.4 Enigma

In Enigma the computer encodes the source text, using the letter-substitution principle. While this will not baffle many professional cryptographers, it is nevertheless a demanding exercise for the language learner. The screen will fill with a jumble of letters and other strange symbols.
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Enigma screen

First, you select your text as described in Section 2.2.3, Starting an exercise.
Then you select Enigma:

· Click on the Puzzles menu

· Click on Enigma
Your aim is to decode the text. Place the insert caret on any letter or symbol and type the original letter that you think was there. If you are right, every occurrence of the original letter will appear in a different colour on screen.

If you are wrong, nothing will happen.

You gain points by guessing letters correctly and you lose points by making wrong guesses.

If you cannot guess what a letter or symbol represents, click on the Reveal Letter icon on the Toolbar or select  Reveal Letter from the pull-down Help menu. This will reveal the original letter at the insert caret position and elsewhere in the text. You will lose 10 points. If you wish to read the whole text again, click on the Read Text icon to read the text for 10 seconds. Each time you click on the Read Text icon you will lose 50 points.

Multimedia icons: The teacher who prepared the text may have linked it to a picture file, audio file or video file. If such a link exists then one or more of the three icons to the right of the Reveal Letter icon will be active. You can tell this by the appearance of the icons: if an icon is not active it is greyed out, if it is active then it is in sharp focus. See Section 6.

Completing an exercise

When you have completed an exercise, an analysis of your performance will be given. You may, however, decide to quit the exercise prematurely by pressing Esc or by clicking the Score button on the Toolbar – see the Completing an exercise section under Copywrite: Section 2.3.1.

1.5.5 Scrambler

Scrambler is very similar to Copywrite, but instead of letters being replaced by coloured markers, each word in the text is scrambled. Words consisting of a single letter are replaced by x. Your task is to unscramble the words you can recognise and enter them in the Input Box at the foot of the screen. If the word is in the text then all occurrences of it will be shown correctly on screen.
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Scrambler Screen

If you need help with a particular word, you can position the cursor on any word on the screen and then click on the Reveal Word icon on the Toolbar. This will unscramble the word and will cost you 10 points. Alternatively, you can select Reveal Word, from the pull-down Help menu. If you wish to read the whole text again, then click on the Read Text icon to read the text for 10 seconds Each time you click on the Read Text icon you will lose 50 points.

Multimedia icons: The teacher who prepared the text may have linked it to a picture file, audio file or video file. If such a link exists then one or more of the three icons to the right of the Reveal Letter icon will be active. You can tell this by the appearance of the icons: if an icon is not active it is greyed out, if it is active then it is in sharp focus. See Section 6.

In the standard version of Scrambler, the apostrophe is treated as part of a word: e.g. don’t in an English text might be scrambled as t’ndo. In the default settings for Fun with Texts, the apostrophe is perceived as part of a word, e.g. doesn’t, I’ll and Paul’s are words, but this can be changed by the teacher for different languages so that the apostrophe can be perceived as a word-divider rather than as part of a word, so that l’arbre in French, for example, will be treated as two words: l and arbre. See Section 3.7.4 and Section 5.2.2.

Completing an exercise

When you have completed an exercise, an analysis of your performance will be given. You may, however, decide to quit the exercise prematurely by pressing Esc or by clicking the Score button on the Toolbar – see the Completing an exercise section under Copywrite: Section 2.3.1.

1.5.6 Textsalad

Textsalad jumbles the lines of the original text. Your task is to rearrange the lines in their correct order.
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Textsalad Screen

First, you select your text as described in Section 2.2.3, Starting an exercise.

Then you select Textsalad:

· Click on the Puzzles menu

· Click on Textsalad
The computer will jumble the lines of the text you have selected. Your task is to get the lines back into the right order.

First, click on the line you wish to move. The whole line will appear in inverse, e.g. white text on black. Then click on the line where you wish to place the selected line. This will cause the selected line to change places with the second line that you have selected. If either or both of the two lines is now in its correct position, the computer will let you know. If nothing happens then you have not positioned either line correctly.

Thus the process continues until the text has been completely restored. You gain points for each line that you place in its correct position.

Click on the Read Text icon or select Read Text from the help menu to read the text again. This will cost you 50 points.

Multimedia icons: The teacher who prepared the text may have linked it to a picture file, audio file or video file. If such a link exists then one or more of the three icons to the right of the Reveal Letter icon will be active. You can tell this by the appearance of the icons: if an icon is not active it is greyed out, if it is active then it is in sharp focus. See Section 6.

Note: blank lines are fixed in their original position and cannot be moved.

Completing an exercise

When you have completed an exercise, an analysis of your performance will be given. You may, however, decide to quit the exercise prematurely - by pressing Esc or by clicking the Score button on the Toolbar – see the Completing an exercise section under Copywrite: Section 2.3.1.

1.6 Help

If you click on Help on the Main Menu bar you will be able to search for help on any aspect of the Fun with Texts Student’s Program. The Help menu offers you the choice of consulting the Fun with Texts help Contents, or you can click on Search to help you find a particular key word. The help files contain a summary of this manual.

Help files are displayed in standard help hypertext format, i.e. you can move from topic to topic by clicking on anything that is green and underlined.

You exit Help by clicking on the Close box at the top left of the Help window.

If you are not familiar with the Windows help system, you can select Using Help from the Help menu.

The Help menu changes depending on the exercise you are working on. Options such as Reveal Word or Reveal Letter can appear on the menu or might be greyed out depending on whether they are applicable to the exercise you are on. Click on one of these options to help you with your exercise.

Options

The Options menu is intended for the use of the teacher only and is password-protected. You cannot gain access to the full range of choices in the Options menu unless you enter the correct password. Initially, the password is set to null and you only need press <Enter> or click the OK button when the Password dialogue box appears. See Section 5.1. The Options menu is password-protected so that the student cannot can change important settings.

The Options menu has the following sub-menus:

1.6.1 Program Fonts

Select this option if you wish to change the appearance of the default font used for the Input Box or the Prediction Selection Box. You cannot select the size of the font from this dialogue box, but only its typeface.

1.6.2 Increase Font Size / Decrease Font Size

Select either of these options to increase or decrease the size of the font in the for the Exercise Text, Explanatory Text, the Title Bar, the Input Box and the Prediction Selection Box. When you select one of these options a further sub-menu displays a number of minus or plus signs. Select multiple signs for a big change or a single sign for a small change in the size of the font. Note that these options are only available if all font sizes in the text are the same. If you intend to enlarge the text for visually impaired students, ensure you use the same font size when you create the Exercise Text and the Explanatory Text in the Teacher’s Program: see Section 2.6.3.9 on Formatting text.

1.6.3 Directories

When you select this option, the Default Directories dialogue box appears. Use this dialogue box to set the directories where Fun with Texts should look for textfiles and associated multimedia files. Pressing the button marked with … allows you to browse your local drive and any mapped remote drives. Double-click on the directory required and then click OK to confirm your choice. Setting Default Directories allows you to choose any directory, either on the local computer or on a file server, and shelter the student from the complication of having to select a directory in order to choose a textfile to work on. See also Section 5.2.4 for a discussion on how best to use Default Directories for different groups of students. The Default Directories settings for Fun with Texts are as follows:
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Allow Browsing

Note: It is possible to remove the ability to browse directories in the Student's Program. When a student selects File/Open he/she is normally presented with a standard dialogue box that allows him/her to browse all drives and directories on the network. As this option is sometime undesirable, it is possible to limit the file search to a set directory only. In the Student's Program select Options/Directories... When the Default Directories dialogue appears click on the ... button. The Select directory for text files pop-up window then appears. Navigate to the directory you want the students to use, click on it once to select it and remove the check mark from the Allow Browsing option. Press OK and then OK again. Now select Options/Save Options. The students will now be restricted to the directory selected in the steps above.

This option is stored in fwts.ini. You can, of course, create any number of .ini files and save them wherever required, as explained in Section 5.3.2.

Note that these settings apply only to the Student’s Program. The settings for the Teacher’s Program must be selected separately – see Section 3.8.

1.6.4 Marker Symbol

The Marker Symbol is used to identify gaps in Clozewrite and to identify hidden letters in the Copywrite exercises. Fun with Texts is supplied with a Marker Symbol selected from the Arial font. This is normally suitable for most installations, but if this font is not installed on your machine you can use the Marker Symbol option to select another font that might give similar results. Note that the Marker Symbol option is only available when there is no exercise open. When you select this option a window opens and the full character set of the chosen font is displayed. You can change the font in the Font pull-down list, click on the preferred character and click on Select. The selected character will appear in the top right corner slightly enlarged, in its default colour and against the default background. The colour of the Marker Symbol or the document background cannot be altered in this dialogue box. It is dictated by the default value stored in the FWTS.INI Initialisation File (see Section 5.3.2) or by the value set in the Teacher’s Program for each individual textfile with Hidden Text Marker: see Section 3.7.1, The font section. When you are satisfied with your choice, click on OK.

Note that if you intend to use the Increase Font Size or Decrease Font Size options, the Marker Symbol character will also change size. Ensure that the font you select can be scaled. For instance, do not select the System font as this is available only in a limited number of sizes and it might look very odd when enlarged outside its range. Non-scaleable fonts can also give odd character spacing and should be avoided in all cases.

Tip
A useful font for alternative Marker Symbol shapes is WingDings.

1.6.5 Program language

Fun with Texts can be supplied with language packs for different languages.

Onscreen menus and messages: The Program Language option determines the language used for the onscreen menus and messages, etc, e.g. so that the word File on the Main Menu bar appears as Fiche in French and Datei in German. When you select this option a sub-menu opens listing all the languages in which Fun with Texts is available. Languages installed with the optional language packs are shown as available whilst languages not installed are shown greyed out. The current language that has been selected for the onscreen instructions is shown as checked. Click on a different language in order to change the onscreen menus and messages to that language. See also Section 3.1.4.4, Program Language, and Section 5.2.2. Currently, only English is available, but language packs for different languages are under development and will be released at a later date.

Text language: Each time the teacher creates a new text the language in which the text is written should be specified. This is done via the Document Settings dialogue box. The settings are stored together with the text and have no effect on the onscreen instructions which must be set via the Program Language option (above). See Section 3.7.4, The Exercises Section, and Section 5.2.2.

Change password

Use this option to set or change the password and prevent unauthorised access to the Options menu: see Section 2.5 and Section 5.1 for further information.

1.6.6 Save Options

You must use this option to save your selected settings (above) to disk. If you don’t do this Fun with Texts will revert to the previous settings the next time you start it up. The options you have selected will be saved in the FWTS.INI Initialisation File in the directory from which you started Fun with Texts. See also Section 5.2.4 and Section 5.3.2 for a discussion on file organisation and INI Initialisation Files.

The Save Options command saves other settings in addition to the options described above. For instance, window size and position, and exercise-specific settings such as background colour, correct text colour, font name, font size, marker colour, capitals significant, exercises valid, etc. Look at FWTS.INI with a text editor, e.g. Notepad, for a full list of all the variables saved with this command. The program uses exercise-specific settings from the exercise file if it has been created with the Teacher’s Program and from the FWTS.INI file if the exercise is a plain ANSI file – see Section 2.2.3.

Tip
Using ANSI files: If you intend to use many plain ANSI files and you find that the default exercise-specific values stored in the FWTS.INI file are not suitable, you can change them easily with this procedure: (i) Create an exercise with the Teacher’s Program and ensure it has all the required settings. (ii) If you also want to set the default font and its size, ensure you are using only that font and that size for the whole exercise. Load the exercise into the Student’s Program and use the Options/Save Options command. When you next load a plain ANSI file, the program will use the settings you created for the previous exercise.

1.7 Using the Teacher’s Program

Once you have worked through the Student’s Program, you can try your hand at creating your own exercises. You should work systematically through the Teacher’s Program, exploring all the possible options.

The main advantage of Fun with Texts is that the program enables the teacher to create a range of tailor-made exercises for learners of different languages and at different levels of ability. This section describes the Teacher’s Program and how to create new exercises. Follow these instructions carefully. There is a new section on Multimedia enhancements in this manual, Section 6. This describes how the teacher can make the text-manipulation exercises more interesting by linking them with pictures, audio clips and video clips. The teacher is advised first to create standard text-only Fun with Texts exercises and then to move on to developing multimedia-enhanced exercises.

1.7.1 Starting the Teacher’s Program

· Switch on your computer, wait for it to finish booting and start Windows.

· Click on Start and click on Programs.

· Find the Fun with Texts entry and click on the Teacher’s Program icon.

The Teacher’s Program opens with a copyright notice. Notice the version and serial number on the top right corner. You will be asked to quote this information if you call Camsoft for technical support. Click on the OK button or press <Enter> to clear the copyright notice.

The next screen is initially blank, apart from the Main Menu bar and the Toolbar.

There are initially only three items on the Main Menu bar: File, Options and Help.

Beneath the Main Menu bar is the Toolbar, which initially contains only two icons: the Create New Document icon and the Open Existing Document icon.

1.7.2 The main parts of the screen

i. The Main Menu bar
This starts with only three menus, File, Options and Help. It changes dynamically depending on the tasks you are performing.

ii. The Toolbar
This is the line of icons immediately below the Main Menu bar. Initially only two icons are accessible: Create new document and Open existing document. If you move the mouse pointer over these icons and let it rest for a few seconds, a yellow post-it box will appear, indicating their function.

1.7.3 Creating a new Fun with Texts exercise

You should read this section in conjunction with Section 3.7, Document settings.

Having started the Teacher’s Program, you can begin creating a new exercise:

· Click on File on the Main Menu bar.
· Click on New when the File sub-menu drops down.

Alternatively, click on the Create new document icon on the Toolbar.

This operation will open a new document window, initially labelled Untitled. The Main Menu bar and the Toolbar now include more items, which are described in detail below.

You will be presented with a blank screen similar to the type of screen found in most word-processors. This is where you create your new text.

Maximise the document window by clicking on its maximise icon in the top right corner.

Note that you can have several documents open at the same time and you can easily switch between them.

1.7.3.1 Typing the title

First, you give your text a title. The title appears in the yellow Title Box immediately below the Toolbar. Position the insert caret in this yellow box either by clicking on it with the mouse or by pressing the <Shift+Tab> key a number of times until the insert caret starts flashing in the middle of the yellow box. Type the title. You can use accented characters using special key combinations. See Typing foreign characters (Section 2.6.3.3).

There is no practical limit to the length of the title, but remember that it should be fully visible in the Student’s Program even when the window is resized or if the fonts are enlarged. You should select a title length that will look right under the settings you intend to use in the Student’s Program.

1.7.3.2 Typing the text

Typing the text is straightforward. If you have used a Windows word-processor before you will find that the Fun with Texts Teacher’s Program behaves in much the same way. Begin by typing a few sentences in the document window. You can type very long texts of up to approximately 30,000 characters – 20 A4 pages of normal typewritten text – but you should bear in mind that long exercises are going to be tiring and boring for the student. Besides, the Student’s Program slows down the longer the text is. A useful exercise would typically contain a short Explanatory Text that tells the student which exercises to try and how to tackle the, and around 20–30 lines of Exercise Text: see Section 2.6.3.9 and Section 3.2.4.
1.7.3.3 Typing foreign characters

Using a foreign characters utility program: The easiest way to enter foreign characters is to use a foreign characters utility program, such as FrKeys. Using FrKeys you do not need to remember convoluted combinations of keys or grapple with the Alt key and the Number Pad. FrKeys places a small toolbar containing the foreign character keys at the top of any Windows application and works well in conjunction with Fun with Texts. Instead of typing the foreign characters you just click once with the left mouse button and the character appears at the insert caret. Characters for the commonest European languages are supplied with FrKeys, and you can add extra character sets using a character creation facility within the program. Mathematical symbols can also be inserted in the same way as foreign characters. See http://www.camsoftpartners.co.uk/frkeys.htm
Using the dead keys facility: If you are using a UK keyboard layout you can generate accented characters with special dead keys. You first press the dead key that represents the accent or diacritic you wish to use and then follow it with the character that requires that accent or diacritic. The dead keys have been chosen to be mnemonic and are identical to those used in Word for Windows Version 6.0 and above. Note that some dead keys appear on the shifted key, so the <Shift> key must also be pressed at the same time as the <Ctrl> key in order to generate the accented character. For example:

· To generate ç press <Ctrl+comma> followed by c
· To generate ñ press <Ctrl+Shift+~> followed by n
To produce
Press

à, è, ì, ò, ù, À, È, Ì, Ò, Ù
<Ctrl + ` (grave accent)> followed by the letter or <Ctrl+\> followed by the letter

á, é, í, ó, ú, ý, Á, É, Í, Ó, Ú, Ý
<Ctrl + ’ (apostrophe)> followed by the letter

â, ê, î, ô, û, Â, Ê, Î, Ô, Û
<Ctrl + Shift + ^ (circumflex accent)> followed by the letter

ã, ñ, õ, Ã, Ñ, Õ
<Ctrl + Shift + ~ (tilde)> followed by the letter

ä, ë, ï, ö, ü, ÿ, Ä, Ë, Ï, Ö, Ü
<Ctrl + Shift + : (colon)> followed by the letter

å, Å
<Ctrl +Shift + @> followed by a or A

æ, Æ
<Ctrl + Shift + &> followed by a or A

ç, Ç
<Ctrl + , (comma)> followed by c or C

ø, Ø
<Ctrl + /> followed by o or O

¿
<Alt + Ctrl + Shift + ?>

¡
<Alt + Ctrl + Shift + !>

ß
<Ctrl + Shift + &> followed by s

This method will not work on other keyboard layouts and should not be used. For instance, if you have set up your computer with a French keyboard layout you will only get strange characters or nothing at all when you try some of the dead keys.

Using the ALT key plus the ASCII or ANSI codes: You can also use the ASCII or ANSI codes, i.e. by pressing the ALT key and a number. Hold down the ALT key, type the relevant number on the numeric keypad and not on the top line of the keyboard. Release the ALT key. This is very time-consuming compared with the above methods.

French


German


Spanish


Italian


Nordic


à
133

ä
132

á
160

à
133

å
134
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1.7.3.4 Selecting text

In common with most Windows word-processors, Fun with Texts allows you to apply changes to whole sections of text. You first select the text you wish to work on and you then apply the command required. You can for instance delete a whole chunk of text by first selecting it and then pressing the <Del> key. Selected text appears in inverse video. You can select text either with the mouse or with the keyboard.

1.7.3.4.1 Using the mouse

To select text with the mouse, position the mouse pointer at the beginning of the text you wish to select, press the left mouse button and drag to the end of the section. If you drag past the edge of the screen the text will scroll automatically to show the area you are pointing to. Let go of the mouse button when you have completed the selection. Alternatively, click the left mouse button at the beginning of the text you wish to mark, then move the mouse pointer to the end of the text and, holding down the <Shift> key, click on the left mouse button again. To select a single word, double-click anywhere in the word.

1.7.3.4.2 Using the keyboard

To select text with the keyboard, position the insert caret on the first letter of the text you want to select and then move the insert caret with the arrow keys whilst keeping the <Shift> key pressed. You can select complete words pressing the <Ctrl> key in addition to the <Shift> key. You can select to the end of the line pressing <Shift + End> or to the end of the paragraph pressing <Shift + Ctrl + End>.

1.7.3.5 Undoing typing

You can undo typing or changes you have made to the text either clicking on the Undo Typing icon on the Toolbar or by selecting Undo Typing from the Edit menu. You can also press the short cut key <Alt+Backspace>. You can undo any changes you have made to the text for any number of steps but you cannot undo formatting or colour you have applied to the text. There is no “redo typing” option.

1.7.3.6 Marking text to appear as gaps in Clozewrite

Once you have typed a few sentences, you can mark selected parts of the text as gaps. This is relevant only to the Clozewrite program, which offers the possibility of automatic and regular deletion of words or the deletion of any amount of selected text. You may wish certain words, parts of words or whole phrases to disappear in Clozewrite, for example selected prepositions or adjective endings in German. If you use this facility, even for one word, Clozewrite will not offer the student the possibility of deleting words at regular intervals. You can get round this by creating two versions of your text, one with selected gaps marked and one without.

To mark text that will appear to the student as a gap in the Clozewrite exercise, you must first select it using one of the methods outlined earlier. In addition, if you wish to select a complete word only, there is a short cut described in the next section below. When the gap is selected, you can mark it using either the mouse or the keyboard. Using the mouse is easier.

1.7.3.6.1 Using the mouse

When you have selected text and it appears in inverse video, click with the right mouse button anywhere in the text. This opens a pop-up menu. Click on the first option: Gap. The selected word or text will change to the default Hidden Text Marker colour: see Section 3.7.1, The Font section. Alternatively, you can click on Edit on the Main Menu bar and then click on Gap.

If you wish to mark a whole word as a gap, you need not select the word first. Just position the mouse pointer on any part of the word, press the right mouse button and then select Gap.

1.7.3.6.2 Using the keyboard

Having selected the text you wish to appear as a gap, hold down the <Ctrl> key and press the letter G. Alternatively press the <Alt> key followed by the letter E to invoke the Edit menu and then press the letter G for Gap.

1.7.3.7 Removing gaps from the text

If you change your mind and wish to remove a gap or part of a gap that you have previously marked, you simply repeat the above procedure. For example, position the insert caret on a gap and press the right mouse button. You will now see that the Gap menu option is checked. The tick indicates you are already on a gap. Selecting this option will remove the gap. Similarly, using the keyboard you just press <Ctrl+G> on a gap and this will remove the gap. If the gap is not over a complete word you must select it first.

1.7.3.8 Marking text that must never disappear

When you create your text, you may mark any words, part of words or phrases that you do not want to disappear in any of the Fun with Texts exercises. This gives the student a sporting chance when proper names or unusual words occur in your text.

To mark text in this manner, you follow the same procedure as described above to mark gaps, but you select Always Visible from the pop-up menu. Alternatively press <Ctrl+W> on the keyboard or V from the Edit menu once you have selected the text. Text selected in this manner is displayed in the default Correct Text colour: see Section 3.7.1.
Always Visible is a toggle like Gap. Selecting it again removes the marking and returns the text to normal.

1.7.3.9 Formatting text: Explanatory Text and Exercise Text 

First, it is important to distinguish two different types of text that you can create with the aid of the Teacher’ Program: Explanatory Text and Exercise Text.

· Explanatory Text is text that appears on the screen to tell the student what he/she has to do. Explanatory Text is always visible on the screen and is not manipulated to create Fun with Texts exercises

· Exercise Text is the text that is manipulated to create the different Fun with Texts exercises.

You can tell the difference between Explanatory Text and Exercise Text by looking at the icon on the Toolbar to the right of the icon describing the font. If the icon contains a Question Mark (?) then the paragraph is marked as Exercise Text and it will be processed in the Fun with Texts exercises – this is the default setting. If you wish to mark the paragraph as Explanatory Text, click on the question mark and it will change to an Exclamation Mark (!). You can toggle between the two choices by clicking on the icon.

When you create a new text you can apply global parameters to the text in the Document Settings dialogue box, which is described in detail in Section 3.7. You should preferably set these global parameters before starting to enter text, but you can change them at any time and text will be reformatted according to any changes that you make. You can also format your document using the commands on the Toolbar. 

You can apply any font, colour and size to different paragraphs of Explanatory Text, but you can only change font, font size and font attributes (bold, italic, colour) globally for Exercise Text. If you set a paragraph as Explanatory Text and format it with different fonts, attributes and colour and then change it to an Exercise Text, the font and its attributes will be made identical across the entire paragraph and the colour will be changed to the default Normal Text colour as set in the Document Settings dialogue box: see Section 3.7.1.

Use the horizontal and vertical rulers to help you adjust margins, tabs, indents and white space between paragraphs.

Tip
If you use different font sizes in a document you will not be able to use the font magnification or reduction option in the Student’s Program: see Section 2.5.2, Increase font size and decrease font size. Colour, bold, italic or underline do not affect this facility in the Student’s Program. 

1.7.3.10 Selecting the text and background colours

The Colour dialogue boxes are reached from the Change Text Colour icon on the Toolbar or from the Document Settings dialogue box: see Section 3.7. The Change Text Colour icon is only available if you are working on Explanatory Text. The background colour is only accessible from the Document Settings dialogue box.

There are two types of colour dialogue boxes: one for the foreground colours with 16 possible colours and one for the background with many more possible colours.

When the foreground colour dialogue box appears you see two columns of possible colours. The colour shown with diagonal stripes is the current colour. Click on a colour area to change the current selection to that colour. Click on Cancel to abandon the dialogue box.

The background colour dialogue box is a standard Windows colour dialogue. Note that although many more colours are displayed, some composite colours will not display correctly – depending on the video card you are using. Refer to the background colour as displayed in the Document Settings dialogue as the colour that will be used in the exercises.

Tip
You should choose a font colour that contrasts with the background colour you have selected. In general, you should aim for good contrast between text and background (e.g. dark text on light background or vice-versa) and avoid combinations of complementary colours, e.g. red and green, orange and blue, violet and yellow. Colour-blind users cannot distinguish these colours and people with normal sight might also have problems with them.

1.7.3.11 Selecting the font and attributes

You select font type and size with the Select Font and Size icon on the Toolbar. You change its attributes with the relevant icons on the Toolbar.

1.7.4 Saving a new exercise

When you are working on a new text you should save your work periodically and not wait until you have completed it. If something goes wrong with your computer you might lose hours of work if you do not follow this practice.

To save your document, select Save from the File menu or click on the disk icon on the Toolbar. The first time you do this, you will be presented with the Save As dialogue box. This is a standard dialogue box and you should be familiar with its operation. Note that the directory you are presented with is the one you have set up with the Directories… command in the Options menu: see Section 3.1.4.3. You can of course select a different directory if you wish. You might want to save your work to a temporary directory initially and then move the document to another directory when you have finalised it.

Tip
Remember that if you are working on a network, you need write-access rights to the directory where you want to save your document. Your network manager must be aware of this.
1.7.5 Editing an existing exercise

Click on the Open Existing document icon on the Toolbar or select Open from the File menu.

A standard Windows File Open dialogue box will open. Select the file you require. You should not change the default List Files of Type entry if you want to display only Fun with Texts files in the files list box.

If you have correctly set up the Default Directories in the Document Settings dialogue box, all your Fun with Texts textfiles should appear straightaway. Select the textfile you require and click on OK.

You can open textfiles created in other programs, but you will not be able to import them into Fun with Texts in their original format. First, you must ensure the file was saved as text only (i.e. as a Windows ANSI file) in the original application, then select either Textfiles or All Files in the List Files of Type and when the required file name appears, highlight it and click on OK. If the file was not saved as text only, but in some proprietary format, it will still appear in the Fun with Texts Teacher’s Program, but it will contain a lot of spurious and odd characters and may cause Fun with Texts to crash.

Tip
Most word-processors allow you to save files in different formats. For example, Word has the options Text Only and Text Only with Line Breaks. You must choose Text Only to enable the file to be correctly by Fun with Texts. If you choose Text Only with Line Breaks, the accented characters will be reproduced correctly, but the line breaks will cause incorrect wrapping in Fun with Texts..

An alternative way to open an existing Fun with Texts exercise is to drag it from Windows Explorer and drop it onto the Fun with Texts Teacher’s window or icon.

1.7.6 Saving an amended exercise

When you are working on an existing document, you can save it with its original name or give it a new name. If you want to save it with its original name and overwrite the previous version, select Save from the File menu or press the <Ctrl+S> key combination or click on the disk icon on the Toolbar. If you want to retain the previous version and create a new exercise, select Save As from the File menu.

Tip
If you intend to save the document with a different name, it is good practice to do this as soon as you have opened the document and before you have made any alterations. Thus the document name will be changed straight away and you will be able to save at regular intervals simply pressing the <Ctrl+S> key combination.

1.7.7 Printing an exercise

You can print the full text of your document at any time. The printed document will appear as on your computer screen, but the colours will not display correctly if you only have a black and white printer.

First ensure that the printer is online and connected to your computer and selected as the default printer within Windows. If you want to print on a network printer, ensure Windows is set up correctly to print to that printer. Use the Print Setup… command in the File menu to verify or set the printer settings.

Then select the Print… command from the File menu. The Print dialogue box will open up and you can change the default margin settings to centre the document on your page. Note that some printers have non-printable areas around the edges of the paper. These areas will be added to the margins you set in this dialogue box. Click on OK to start printing.

Printing exercises for use by your students

Teachers often ask if it is possible to produce a printed version of the exercises generated by the Student’s Program. Indeed it is. Follow this procedure:

Start the Fun with Texts Student’s Program and start your favourite word-processor, opening a new document. Call up a Fun with Texts exercise, e.g. Clozewrite or Copywrite. Start the exercise. With the exercise on screen – even in a partially completed state – mark the whole of the text by left-clicking with the mouse at the beginning of the text and then dragging to the end of the text. Then press CTRL + Insert (or CTRL + C) on the keyboard to copy the text to the Windows Clipboard. Switch to your word-processor and then press CTRL + V to paste the text stored in the Clipboard into the new word-processor document that you have opened. You can now edit the text in the word-processor and print it. Here is an example of a Cloze exercise generated with Clozewrite, followed by a partially completed text generated with Copywrite:

Clozewrite exercise

Shall I compare thee to a _ day?

Thou art more lovely and _ temperate:

Rough winds do shake the _ buds of May,

And summer's lease _ all too short a date:

Sometime _ hot the eye of heaven shines, 

_ often is his gold complexion dimm'd; 

_ every fair from fair sometime declines, 

_ chance, or nature's changing course, untrimm'd; 

_ thy eternal summer shall not fade, 

_ lose possession of that fair thou _; 

Nor shall Death brag thou wander'st _ his shade, 

When in eternal lines _ time thou growest; 

So long as _ can breathe, or eyes can see, 

_ long lives this, and this gives _ to thee. 

Partially completed Copywrite exercise

Shall I _______ thee to _ ________ ___? 

____ art more ______ and more _________: 

_____ _____ do _____ ___ darling ____ __ May, 

___ ________ _____ ____ ___ too short _ ____: 

________ too ___ ___ ___ __ ______ ______, 

___ _____ __ his ____ __________ ______; 

___ _____ ____ ____ ____ ________ ________, 

__ ______, __ ________ ________ ______, _________; 

___ ___ _______ ______ _____ ___ ____, 

___ ____ __________ __ ____ ____ thou _____; 

___ _____ _____ ____ thou _________ __ his _____, 

____ __ _______ _____ to time thou _______; 

__ ____ __ ___ ___ _______, __ ____ ___ ___, 

__ ____ _____ ____, and ____ _____ ____ to thee.

1.7.8 Importing text from another application

You can easily import text from any Windows word-processor or from a Web page. Pasting a ready-made text from another source into Fun with Texts is a great time saver, but there are certain things you have to be aware of. Microsoft Word files and HTML files downloaded from the Web contain numerous hidden control characters that can interfere with the smooth running of Fun with Texts – and of many other applications.

When you copy text from Word or a Web page you may copy the hidden control characters too, and these can wreak havoc! One way of preventing this happening is to open Notepad (normally accessible via the Programs/Accessories menu on your computer) and to paste your text into Notepad first. Notepad is a text-only application, so that when you paste in your selected text all the unwanted control characters will disappear or will be converted to visible “blobs” that you can delete. Tidy up the text in Notepad, and then go through the same process again, i.e. highlighting and copying the text in Notepad, and finally pasting it into Fun with Texts. 

2  The Teacher’s Program: Reference Section

This section contains detailed descriptions of the key features of the Teacher’s Program. It is intended as a reference section once you have worked your way through Section 2.6, Using the Teacher’s Program.

2.1 The Main Menu

The Main Menu bar appears at the top of the Fun with Texts screen.

When you first start the Teacher’s Program, only three commands are available on the Main Menu bar. When you start a new document or open an existing document all the Main Menu commands are available.

Some commands in sub-menus will be greyed out if they are not applicable to the particular operation you are carrying out.

Let us examine the Main Menu commands one by one:

2.1.1 File

The file menu looks different depending on whether you have a document open or not. When no document is open, only four commands are displayed: New, Open, Convert, Exit. When a document is displayed, more commands are added to the File menu, but Convert disappears. You can only convert documents when no other document is open in the Fun with Texts window. Here you will find listed all the available commands, but bear in mind that not all of them will be displayed at the same time.

2.1.1.1 New

Select this command when you wish to create a new document from scratch.

2.1.1.2 Open...

You can open either a Fun with Texts document or a plain textfile. Select the type of file you want to open in the list Files of Type box when the Open dialogue box appears. You must not try to open a file that is stored in a word-processor’s proprietary format. If you try to do this, a variety of strange characters will appear in your text and at worst your computer could lock up.

2.1.1.3 Close

Select this command to quit the document you are working on. If you have made changes to the document, the program will ask you if you wish to save it first. This operation is identical to double-clicking on the Close box of the document window.

2.1.1.4 Save

Select this command to save your document. If you are creating a new document a dialogue box will pop up asking you to give your document a name – i.e. as in most word-processors. If you use the Save command when you are editing an existing document it will overwrite the previously saved version of the document. In Version 4.0 of Fun with Texts you can use long file names. In Version 3.0 you were restricted to file names of just eight characters. You should save your work often especially if you are working on a lengthy document. You can also use the short-cut key <Ctrl+S> at any time.

The title of the document, which appears in the yellow Title Bar of the document window, should not be confused with the name under which you save the document – but it will help if both names are similar as it will make file management easier. The title of the document serves mainly to remind the teacher of the contents of the document and to help the student when attempting the Fun with Texts exercises. The title is always visible on the screen once a document is opened, reminding the teacher or the student which document is being worked on and what it is about.

2.1.1.5 Save as...

Files are always saved in Fun with Texts format. They cannot be saved in text or plain ANSI format. Use this option to save your document with a different name or to a different directory. In Version 4.0 of Fun with Texts you can use long file names. In Version 3.0 you were restricted to file names of just eight characters.

2.1.1.6 Print...

Select this command to print the document displayed in the current document window. Select the options you require when the Print Settings dialogue box appears and then press OK to start printing.

Note: the document will be sent to the default printer via Windows just as in any other Windows applications on your computer.

2.1.1.7 Print Setup...

Select this command to change printer or printer parameters. This is a standard Windows function and you should refer to your printer manual or your Windows manual if you are unsure how to use the Print Setup dialogue box.

2.1.1.8 Exit

Click on this command when you have finished working with Fun with Texts. If any documents are still open and have not been saved, the program will ask you if you wish to save them before quitting.

2.1.1.9 Convert…

This command is only available when no document is displayed in the Fun with Texts window. Use this command to convert files created with earlier versions of Fun with Texts After you have converted the old files, you will probably want to reopen them in the Fun with Texts Teacher’s Program and modify them to make use of the many new features of Fun with Texts 4.0. See Section 3.9 for a detailed explanation on the use of the Convert command.

2.1.2 Edit

The Edit menu is only visible when a document is open. Its commands are available or unavailable (greyed out) depending on where the insert caret is located. This is where you will find the commands that are new to the multimedia-enhanced Version 4.0 of Fun with Texts, namely Insert Multimedia File and Remove Multimedia File. See Section 6, Multimedia enhancements.

2.1.2.1 Undo typing

This command undoes your earlier typing and editing steps up to about 40 levels. It does not undo formatting or colour changes you have applied to the text. It will appear unavailable when there are no more steps to undo. There is no “redo typing” option.

2.1.2.2 Cut

This command cuts the highlighted text from the document and copies it to the Windows Clipboard. It is used just like the Cut command in any other Windows application.

2.1.2.3 Copy

This command copies the highlighted text in the document to the Windows Clipboard. It is used just like the Copy command in any other Windows application.

2.1.2.4 Paste

This command pastes the contents of the Windows Clipboard into the document at the current position of the insert caret. You can use this command to paste text you have copied to the Clipboard from another document in the Teacher’s Program or from other Windows programs.

2.1.2.5 Delete

This command deletes the selected text in the current document. The deleted text is not copied to the Windows Clipboard.

2.1.2.6 Select All

Use this command when you want to make global changes to your document. For example, if you decide to change the font size for the complete document, use this command to highlight the complete document and then click the font icon on the Toolbar.

2.1.2.7 Gap...

This command is only available either when an existing gap is selected or when some other section of text is selected. You can access this command with the short-cut key combination <Ctrl+G>. This command either marks the selected text in the default hidden text marker colour (see Section 3.7.1) or returns a gap to normal text. If you select an existing gap then this menu option shows a tick mark. Clicking on it removes the tick mark and also the gap from the text.

2.1.2.8 Always Visible

This command is a toggle and works like the Gap command. You use it to mark text that should not disappear in the exercises. To return Always visible text to normal text select the text and then click on this command again.

2.1.2.9 Bold, Italic and Underlined

These commands are used to change the look of selected text. They are only available when a section of text is selected. They operate in a similar way to the Gap and Always Visible commands. To remove the formatting, select the formatted text and then operate the command again. For instance to return a section of bold text to normal first select the section of text and then select Bold again.

2.1.3 Search

This menu is only visible when a document is open. It is used for finding a word or phrase in a text. See following two sections, which appear in the Search pull-down menu.

2.1.3.1 Find

Use this command to search for a string within the current document. This command displays the Find dialogue box. Follow these steps:

· Enter the required string, or part of the string you are looking for.

· In the Direction section click on the Down radio button if you want to search from the insert caret position towards the end of the document or on the Up button to search in the opposite direction.

· Click on Match Case if you want to do a case-sensitive search.

· Finally click on the Find button.

· Click on Find again if you want to find the next instance of the string.

· Click on Cancel to clear the dialogue box from the screen and return to your document.

2.1.3.2 Find Next

Use this command to continue a search you started with the Search/Find command. The search will be executed with the same parameters you set up in the previous search.

2.1.4 Options

The Options menu looks different depending on whether you have a document open or not. When no document is open only two commands are displayed: Toolbar and Program Language. When a document is displayed, more commands are added. Unlike the Student’s Program (see Section 2.5), the Options menu in the Teacher’s Program is not password-protected and you will not be required to enter a password in order to use the Options menu.

2.1.4.1 Toolbar

This is a toggle command. Click on it to change its status. When the command is on, the Toolbar is displayed and a tick appears next to the command. When it is off, the Toolbar is hidden and there is no tick next to it. You might choose to hide the Toolbar if you are working on a small screen and wish to see as much as possible of your document.

2.1.4.2 Document Settings…

This command displays the Document Settings dialogue box. Use this command to set parameters that will be used as default whenever you start a new document, for instance font name and size, document width, background colour, etc: see Section 3.7.

2.1.4.3 Directories…

This command displays the Default Directories dialogue box. Use this command to set the Default Directories for the textfiles and associated multimedia files. You can use this command to change the directories for the current session only, or you can save the configuration to ensure that the Teacher’s Program will remember them the next time you use it. You don’t have to use this command if you want to access a Fun with Texts textfile which is not in the texts default directory – or if you want to save a textfile to a different directory – as both the Open and the Save dialogue boxes let you choose a different directory as well as a file name: see Section 3.8.

2.1.4.4 Program Language

This command is similar to that found in the Student’s Program – see 2.5.5, Program Language. When clicked, it displays the optional languages that Fun with Texts can use for onscreen menus and messages. If a language is dimmed it means that the corresponding module has not been installed and the language is consequently not available for use.

2.1.4.5 Save Options Now

Select this command to save all the Teacher’s Program default settings to disk. You would normally use this command when the Save Options on Exit command is not selected. Bear in mind that all parameters will be saved, not only those explicitly set up with the Options menu. These include the position of the Teacher’s Program window, its condition, its size, the condition of the document windows etc. These parameters are saved to the FWTT.INI Initialisation File: see Section 5.2.1, Section 5.2.4 and Section 5.3.2.

Tip
You can use this command to create several different copies of FWTT.INI for different configurations. Just save one set of options. Change to Windows Explorer and then copy the file to a different directory. Then change the options – typically you would change the Default Directories – and save the file again.

2.1.4.6 Save Options on Exit

This is a toggle command. Click on it to change its status. When the command is selected, a tick displays in front of it and all the program defaults are saved to disk every time you exit the program. These defaults are saved to the Initialisation File FWTT.INI. This file is normally located in the directory where Fun with Texts is started from, but it can be in any directory you choose. See Section 5.2.4 and Section Error! Reference source not found..

2.1.5 Window

This is a standard Windows menu as you find in most Windows applications.

2.1.5.1 Cascade

If you have more than one document open you can use this command to arrange all the document windows in a pattern starting at the top left corner moving towards the bottom right corner. Use this command to see all the title bars of all the open documents. Click on the Title Bar of the document you want to work with to bring it to the top.

2.1.5.2 Tile

If you have more than one document open you can use this command to arrange all the windows to display simultaneously on the screen. Each document window will be sized automatically to fit the screen. Double-click on the Title Bar of the document you want to work with to maximise it again.

2.1.5.3 Arrange Icons

If you have minimised some documents and their respective icons appear in a disorderly pattern in the Fun with Texts window, you can use this command to tidy them up.

2.1.6 Help

This is a standard Windows menu as you find in most programs.

2.1.6.1 Contents

Use this command to see the list of contents of the Help file. This is a good starting point to navigate through the Help system.

2.1.6.2 Search

Use this command to search for a keyword in the Help system.

2.1.6.3 Using Help

Help is a standard Windows command and brings up general instructions on the use of the Windows Help features. Use this command if you are new to Windows and want to know more on the use of Help.

2.1.6.4 About

This command displays the About dialogue box. Use this command to verify your product serial number and registration details.

2.2 The Toolbar

The Toolbar appears under the Main Menu bar.

Clicking on some of the Toolbar icons is a short cut to enable Main Menu bar options to be carried out with a single mouse click. Clicking on other Toolbar icons enables operations to be carried out that cannot be done via the Main Menu bar.

The symbols used are standard Windows icons. From left to right they are used for the following operations:

2.2.1 File operations

· Start a new document: equivalent to File/New. See Section 3.1.1.1.

· Open an existing document: equivalent to File/Open. See Section 3.1.1.2.

· Save the current document: equivalent to File/Save. See Section 3.1.1.4.

2.2.2 Editing operations

· Cut a selected section of text and store it in the Clipboard: equivalent to Edit/Cut. See Section 3.1.2.2.

· Copy a selected section of text to the Clipboard: equivalent to Edit/Copy. See Section 3.1.2.3.

· Insert the Clipboard contents at the insert caret position: equivalent to Edit/Paste. See Section 3.1.2.4.

· Undo typing. Undo your latest editing actions: equivalent to Edit/Undo typing. See Section 3.1.2.1.

2.2.3 Text formatting

· Embolden the selected text or all text to be typed afterwards: equivalent to Edit/Bold. See Section 3.1.2.9.

· Italicise the selected text or all text to be typed afterwards: equivalent to Edit/Italic. See Section 3.1.2.9.

· Underline the selected text or all text to be typed afterwards: equivalent to Edit/Underlined. See Section 3.1.2.9.

· Select a new colour for the selected text or all text to be typed afterwards. This button is only available if you are working on Explanatory Text rather then Exercise Test. See Section 2.6.3.9.

· Select a font and its characteristics for the selected text or all text to be typed afterwards. When the selection or the insert caret is on an exercise paragraph the whole paragraph is changed to the new font characteristics.

2.2.4 Paragraph formatting

· Paragraph type. Changes the type of paragraph from Explanatory Text (!) to Exercise Text (?). Explanatory Text is displayed in the exercises as you set it up, complete with any formatting and colour. None of its words is used for any of the exercises. Explanatory Text can be inserted at any point and it will remain in its position in all the exercises including Textsalad. See Section 2.6.3.9.

· Place a shadowed border around the paragraph where the insert caret is located.

· Left-align the paragraph where the insert caret is located.

· Right-align the paragraph where the insert caret is located.

· Centre the paragraph where the insert caret is located.

· Left- and right-justify the paragraph where the insert caret is located.

2.3 The Status Line

The Status Line at the bottom of the screen displays two sets of information:

· On the left, the Status Line shows the current location of the insert caret, i.e. its page number, paragraph number, and character count from the beginning of the paragraph.

· On the right, the Status Line shows the Insert Mode condition, the status of the Caps Lock key and the status of the Num Lock key.

2.4 The Ruler

The Ruler at the top of the document window displays and is used to set the document width, the left and right margins, the paragraph indentation and the position and type of the tabs. It consists of the following three sections:

2.4.1 The Left Paragraph Indent Ruler

This is the top horizontal grey line that displays an arrow pointing down. Click on this arrow and drag left or right to set the paragraph indent.

2.4.2 The Measurement and Tab Ruler

This is the white strip in the middle of the Ruler which shows numbers and divisions. The numbers represent measurements in centimetres corresponding to the actual text measurements when printed. Note that the text measurements depend on the size and definition of your screen.

On the right hand side of this ruler you see the document width marker. Click on this marker and drag left or right to adjust the width to the required document size. Ideally you should set this marker to give a document size that displays best on the screen the students are going to use. Do not set this marker to a size greater than the paper you are using in your printer or you will not be able to print your documents correctly.

Click on this ruler to set tabs. Automatic tabs are set by default to the intervals shown by the grey ticks just under this ruler. If this default spacing is suitable, you need not set any manual tabs yourself. Note that you can alter the default spacing using the tab spacing selector described below. If, on the other hand, you wish to set fewer tabs at irregular intervals, you should use the manual tabs. The manual tabs overwrite the auto tabs. You can set left, right or centre tabs by clicking on the Tab Type Selector described below. Select the tab type and then click on this ruler at the position you wish to set the tab. Click on an existing tab with the right mouse button to remove it.

Tip
Tabs are particularly useful if you want to create tables or grids. Do not use spaces to align your text as this will not work with a proportionally spaced font. In particular, do not use spaces to create tables with gaps. Gaps are displayed as a single character width in the Student’s Program and the rest of the line is automatically adjusted to the character count and width. Words set by tabs, on the other hand, keep their position irrespective of the number of characters preceding them. Note that tab positions do not change when you change the font size. If you are creating exercises with different font sizes, e.g. one exercise for partially-sighted and one for students with normal sight, ensure that the tab positions you choose are suitable for all the font sizes to be used in the Student’s Program.

To remove a tab setting from a paragraph just right-click with the mouse on the tab marker on the ruler.

2.4.3 The Left and Right Margin Ruler

This is the lower grey ruler on which you can see two arrows pointing upwards, one on the left and one on the right. Click and drag on these arrows to set the margins.

2.4.4 The Tab Type Selector

This is the square to the left of the Ruler showing a tab symbol: left-aligned, centre-aligned and right-aligned. Click on this selector to cycle through the types of tabs available.

2.4.5 The Tab Spacing Selector

This is the plus/minus symbol just below the Tab Type Selector. Click on the minus sign to reduce the auto tab spacing or click on the plus sign to increase it. Note that you cannot reduce the spacing below approximately 4 millimetres. When you click on this selector you will see the auto tab markers move along just below the Measurement and Tab Ruler.

Tip
Note that the document width applies to the complete document whilst tabs and margins apply only to the paragraph you are working on – the one where the insert caret is positioned. If you decide to change the margins of a complete document, select the whole text first and then change the margins with the Ruler. Similarly, if you want to change the look of a table, first select the complete table and then change the tabs. When you enter a carriage return at the end of a paragraph, the entire formatting of the paragraph is used for the next.

2.5 The Paragraph Ruler

The paragraph ruler is the grey vertical bar on the left of the document window. It indicates the current position of the insert caret and the height of the current paragraph. You can easily create white space between paragraphs by dragging on the lower bar, i.e. the one with the arrow pointing downwards.

Tip
If you wish to add white space between paragraphs, do not use multiple carriage returns but use the paragraph ruler instead. If you set the white space before entering your text, then all paragraphs will be equally spaced automatically for you.

2.6 The Document Window

When you open an existing document or start a new one, a new window opens inside the main program window. You can open as many documents as the memory of your computer permits, and it is possible to cut and paste between Fun with Texts documents and also between Fun with Texts and other applications.

Type your text using the Windows standard editing commands. These are detailed below.

2.6.1 Moving the insert caret under keyboard control

<Left Arrow>
move one character to the left

<Right Arrow>
move one character to the right

<Up Arrow>
move up one line

<Down Arrow>
move down one line

<Home>
move to the beginning of the line

<End>
move to the end of the line

<Page Up>
move up one window

<Page Down>
move down one window

<Ctrl+Left>
move one word to the left

<Ctrl+Right>
move one word to the right

<Ctrl+Up Arrow>
move up one paragraph

<Ctrl+Down Arrow>
move down one paragraph

<Ctrl+End>
move to the end of the text

<Ctrl+Home>
move to the beginning of the text

<Ctrl+Page Down>
move to the bottom of the window

<Ctrl+Page Up>
move to the top of the window

2.6.2 Moving the insert caret using the mouse

Move the mouse pointer to the desired position and click the left mouse button. This will move the insert caret to that position.

2.6.3 Selecting text under keyboard control

If you carry out any of the keyboard actions described above while holding down the <Shift> key, you automatically select text between the previous insert caret position and the new position that you have moved to. Selected text appears in inverse video.

2.6.4 Selecting text using the mouse

Method 1:
Hold down the left button and drag the mouse as far as required. Release the left button.

Method 2:
Click the left button at the point where you want to set the fixed limit of the text you wish to mark, then hold the <Shift> key down and click the left button again at the position where you wish to mark the end of the selected text.

2.6.5 Inserting and deleting text

<Ins>
Toggles insert/overtype mode. Typing any character will insert that character into the text at the insert caret position.

When you are in insert mode the characters on the line shift right. When you are in overtype mode, the character previously at the insert caret position is replaced and the caret is moved right.

If the character is typed while text is selected, the selected text is replaced by the typed character, the insert caret is positioned right of the character inserted, and the current paragraph is reformatted if necessary.

<Del> or <Ctrl+Del>
If no text is selected, then the character in the insert caret position is deleted; otherwise the selected text is deleted. The insert caret remains at the same position. The current paragraph is reformatted if necessary.

<Backspace>
If no text is selected then the character to the immediate left of the insert caret is deleted and the caret is moved one character left; otherwise the selected text is deleted and the caret remains at the same position. The current paragraph is reformatted if necessary.

<Enter>
Splits the paragraph at the insert caret position and creates a new paragraph with identical characteristics (alignment, margins, etc.).

<Ctrl+Enter>
Creates a page break that appears as a red line right across the entire page.

2.6.6 Using the Windows Clipboard

<Shift+Del> 
Cuts selected text along with font and colour information into the Clipboard.

<Shift+Backspace>
The same as <Shift+Del>

<Ctrl+Ins>
Copies selected text along with font and colour information into the Clipboard.

<Shift+Ins>
Pastes selected text from the Clipboard into the insert caret position or replace any selected text.

2.7 Document Settings

This dialogue box appears when you select Document Settings... from the Options menu. You use this dialogue box to set the font, font colour, background colour, paragraph formatting and exercise type defaults. You can also use this dialogue box to change any of the above parameters for the current document.

When the dialogue box opens it displays the default settings. These are not necessarily the same as the current document settings, but are the ones you have saved to be used for the majority of the exercises you intend to create. 

At the bottom of the Document Settings dialogue box you will find four buttons:

· Get from Doc: Click on this button to display the settings of the document you are editing.

· Apply to Doc: Click on this button to reformat the current document with the settings displayed. Typically, you would first click on Get from Doc to ensure that the settings displayed are those used in your current document, then you would alter some of the settings – for instance the background colour – and finally you would click on Apply to Doc to change the background in the current document.

· Make Default: Click on this button to ensure that all the settings displayed will be used the next time you create a new document. Note that these defaults will only be used until you close the Teacher’s Program. They will be lost unless you have also selected Save Options on Exit or Save Options Now from the Options menu. When you click on this button the dialogue closes. Note that the settings are not applied to the current document clicking this button only. You must first click on Apply to Doc if you wish the current document to be changed also.

· Close: Click on this button to close the Document Settings dialogue box and return to your document.

The Document Settings dialogue box is split into four sections.

2.7.1 The Font section

Use this section to set the default font, its size and other characteristics.

The large button in the middle displays the selected font name and its size. When you click on this button, a standard Windows font dialogue box appears. Select the font, font style and size in this dialogue box. Note that a sample of the selected font is displayed in the lower part of the font dialogue box. A brief description of the font also appears below. You should note whether the font you have selected is a printer, screen or TrueType font. This is particularly important if you intend to use your documents on other machines that might have other fonts installed. If the correct font is not found on the new machine, Windows will replace it with the nearest match and this might cause misalignments in your document or in the printed output. When you click on OK, the new font name and size appear on the button. If you have selected either italic or bold, the respective boxes show a cross. Note that you cannot alter these check boxes, they are for indication only.

Click on one of the colour buttons to change the default font colour for Normal Text, Correct Text and Hidden Text Marker.

· Normal Text colour is used in the Student’s Program to display text when the student asks to read the full exercise. It is also used to display all the parts of the text that are not normally hidden, such as punctuation marks and Always Visible text.

· Correct Text colour is used in the Teacher’s Program to show Always Visible text and in the Student’s Program to show text that has been correctly revealed by the student.

· Hidden Text Marker colour is used in the Teacher’s Program to display the text to be turned into gaps in Clozewrite and in the Student’s Program to display the markers in Clozewrite and Copywrite.

The selected font and the chosen colour are displayed in the background colour section just below the font section.

Remember that certain colour combinations are difficult to see and cause eye fatigue, or they are impossible to see for colour blind people. In general, use a light colour on a dark background or a dark colour on a light background. Avoid the following combinations, as normally sighted people find them difficult to read and colour-blind people may see a totally blank screen:

· red/green

· blue/orange

· violet/yellow

2.7.2 The Background Colour section

The window shows samples of the chosen font on a background colour as selected with the background colour button on its right. When you click on the Background Colour button a standard Windows colour dialogue box appears and you can click on the preferred background colour. Note that although you can select any colour displayed in this dialogue, certain colours cannot be represented correctly in your document and alternative ones will be used. Dithered colours – colours made of dots of different colours –  cannot be used. Depending on your video card other colours could also be unavailable. See Section 2.6.3.10 regarding acceptable colour combinations.

You might not be able to see all three sample font colours if you have chosen a large font size. In this case a scroll bar appears on the right hand side of the sample box and you can scroll it up and down.

2.7.3 The Paragraph section

Use this section to set the left and right paragraph margins and the document width in centimetres.

2.7.4 The Exercises section

Use this section to set the exercises that the text can be used for. The default setting is that a text can be used in any of the exercises and all the check boxes will be ticked. You can restrict a text to only one or a restricted number of exercises, e.g. just Copywrite and Clozewrite, by ticking only the required check boxes.

Tick the Capitals Significant check box if you want the student to distinguish between lower case and upper case letters, e.g. to type correctly nouns beginning with a capital letter in German or words at the beginning of a sentence. If this box is not ticked then both lower and upper case letters in the student’s answers will be accepted as correct.

Text language: Use the Language File list box to indicate the language in which the text is written. Language files are available for most languages, e.g. FWTEN (English), FWTFR (French), FWTDE (German), FWTES (Spanish). This file tells the Student’s Program how to interpret word-dividers, punctuation marks, numbers, lower case and upper case letters etc. If FWTEN (English) is selected, the apostrophe is perceived as part of a word, e.g. doesn’t, I’ll and Paul’s are words. If the teacher selects FWTFR, for example, the apostrophe becomes a word-divider, so that it is not perceived as part of the word. See Section 5.2.2.

Additional files can be created for special exercises or languages that do not use the Roman alphabet, such as Russian or Greek. Contact your supplier or Camsoft technical support for more information.

2.8 The Default Directories dialogue box

This dialogue box appears when you select Directories... from the Options menu. Use this dialogue box to set the directories for your textfiles and associated multimedia files. It is not essential to set up a default directory for your textfiles as you can change the directory in the File Open dialogue box each time you open a new textfile, but it is a convenience as you can save yourself a few steps when you open or save files. It also ensures you do not accidentally save textfiles in the wrong directory. The directories set up with this dialogue box apply only to the Teacher’s Program. You must set up the directories separately for the Student’s Program – see Section 2.5.3.
Tip
If you are working on a network and the drives you see as a teacher are mapped differently from those for the students, it is perfectly possible to set different Default Directories in the Teacher’s Program from those in the Student’s Program. Both sets of logical names must of course map to the same physical directory if the students are to access the same files.

When you click on one of the buttons containing … you are presented with a further dialogue box that shows the drive, the current directory, and on the left a list of files of the correct type – if any – that are present in that directory. Use this dialogue box as you would use a standard Windows directory dialogue box.

Check that the path you have selected is displayed correctly before clicking on the OK button.

Tip
It is easier to create the necessary directories and then save the required files into them before using this dialogue box. Your files will then appear in the left list box as confirmation you have selected the correct directory. See also Section 5.2.5
2.9 The Format Converter dialogue box

You reach this dialogue box from the Convert command in the File menu which you pull down from the Main Menu bar. This command is not available if there are any open documents. First ensure all documents are closed and that the Teacher’s Program displays a blank screen. Then select Convert from the File menu.

You can convert files created with earlier versions of Fun with Texts: Version 2.0 and Version 3.0 Select the type of file you wish to convert from the Type of Source File drop-down list: e.g. IBM Version 3.The file extension, for instance *.FW3 for Version 3.0, should appear automatically in the File name pattern box. You can * as a wildcard in this box to indicate any character or any number of characters as a wildcard. You can use ? as a wildcard to indicate any single character

Select the source directory by clicking on the … button in the Source Directory section. When you click on this button the Source Directory dialogue box appears and you can select the drive and directory. The list box on the left will then display all the files of the specified type found in that directory, e.g. those ending in .FW3. Click on OK to return to the Format Converter dialogue box. The File(s) to Convert list box should now display all the files you want converted.

Select the target directory clicking on the … button in the Target Directory section. This is the directory where the converted files will be stored. Normally this should be the directory in which you want to store your Fun with Texts exercises. When you click on this button the Target Directory dialogue box appears. Select the required directory and then click on OK.

If you only want to convert one or two files, click on their name in the File(s) to Convert list box. If you want to convert all files, click on the Select All button. If you have made a mistake and you want to deselect the files, click on the Deselect All button.

Tip
You should select only one file if you are running this program for the first time. This will give you a chance to familiarise yourself with the program and correct any mistakes before you attempt to convert all the files in bulk.

Click on the View and/or edit conversion before saving check box if you want to see the results of the conversion immediately.

Finally click on the Start Conversion button.

If you have checked the View and/or edit conversion before saving option, a new window will appear within a few seconds showing the results of the conversion. You can now view or edit the file before saving it to disk. Note that this window does not have all the editing features of the Teacher’s Program. If you want to change fonts, add borders to paragraphs, change colours etc., you should reopen the file in the Teacher’s Program after the conversion process is complete.

Click on Save if you are satisfied with the results of the conversion, or on Do Not Save if you are not. Click on Abort to reject the conversion and interrupt the process. You can select the No More radio button under Show Conversion if you are satisfied with the way the conversions are carried out and you want to speed up the process.

Tip
The converter program uses the default settings set up with the Options/Document Settings menu. If you wish to change these defaults, first open an existing exercise, change its settings and when you are happy with the result save them as defaults: see Section 3.7. You can then start your conversion process and all the converted files will be saved with the new settings.

3 Hints and tips on using Fun with Texts in the language classroom

Fun with Texts was originally designed for language teachers and students. This is not to say that the program cannot be used for other purposes, but it is particularly suited for creating exercises for use by students of languages. Fun with Texts has been widely used in speech therapy units in hospitals. There is a Hints and tips section on the Fun with Texts Web page. We welcome additions to this section:

http://www.camsoftpartners.co.uk/fwt.htm
One of the reasons for the popularity of Fun with Texts is the availability of materials to accompany the package, thereby saving teachers hours of preparation time. A range of ready-to-use textfiles and sets of notes for the teacher and worksheets for the language learner is available. Most of the titles tie in with existing published courses. Some of these are older courses, but the language contained in the textfiles is still as valid as ever. These are the sets of textfiles that are currently available:

English

Communicative Tasks Stage 1: English language materials by Paul Brett

French

AQA Exam Board GCSE Syllabus

Arc-en-ciel 1 and 2: Nelson-Thornes
Avantage: Heinemann
Dragonfile (Tricolore): French language materials by Richard Gordon

Équipe 1: Oxford University Press

Équipe 2: Oxford University Press

Équipe 3: Oxford University Press
French Resource Pack: Tees Valley Educational Computing Centre
Fun with Texts OK!: Tees Valley Educational Computing Centre
Ideas Pack (Tricolore): Nelson-Thornes

Métro 1: Heinemann
Route Nationale 1 and 2: Nelson-Thornes
German

AQA Exam Board GCSE Syllabus

Das macht Spaß: MEU Cymru
Deutsch Heute Neue Ausgabe 1: Nelson-Thornes
German Resource Pack Spaß mit Texten: Tees Valley Educational Computing Centre
Gute Reise! 1: Nelson-Thornes

Klasse! 1: Oxford University Press
Klasse! 2: Oxford University Press

Logo 1: Heinemann
Spanish

AQA Exam Board GCSE Syllabus

Español de Primero: Oxford University Press
Spanish Resource Pack: Tees Valley Educational Computing Centre
¡Vaya! 1: Thomas Nelson
Zickzack Neu 1: Thomas Nelson
Sample textfiles from a number of the above publications are included on your Fun with Texts distribution CD-ROM:

Filename
Language
Course

AQA French
French
AQA Exam Board

AQA German
German
AQA Exam Board

AQA Spanish
Spanish
AQA Exam Board

Arc-en-Ciel 5A
French
Arc-en-ciel 2

Arc-en-Ciel 8A
French
Arc-en-ciel 2

Au Marché
French
Donated1

Avantage 1D
French
Avantage 1

Avantage 6F
French
Avantage 1

Dogs
English
Graham Davies

Deutsch Heute 10E
German
Deutsch Heute 1

Équipe 1
French
Équipe 1

Équipe 2
French
Équipe 2

Équipe 3
French
Équipe 3

Food and Drink
English
Communicative Tasks 1

German Café
German
TELL Encounters

Ideas Pack 1
French
Tricolore

Ideas Pack 1
French
Tricolore

Klasse 1
German
Klasse! 1

Klasse 2
German
Klasse! 2

Logo 4E
German
Logo 1

Logo 6D
German
Logo 1

Meeting the Bank Manager
English
Communicative Tasks 1

Métro 3B
French
Métro 1

Métro 4D
French
Métro 1

Nachbarn
German
Grundkurs Deutsch

Primero 1
Spanish
Español de Primero

Primero 2
Spanish
Español de Primero

Reading Signs
French
Donated1

Route Nationale 10D
French
Route Nationale 2

Route Nationale 2A
French
Route Nationale 1

School Day
French
Donated2

St Paul on Love
English
The Bible

Strasbourg
French
Donated1

Vaya 12A
Spanish
¡Vaya! 1

Villes
French
Donated2

Welcome from Graham
English
Graham Davies

Where I Live
English
Donated3

Sample worksheets from four of the above publications appear on the following pages:

Route Nationale 1: Unit 2

Filename Route Nationale 2a: Quel âge as-tu?
Text and activities by Richard Gordon
Bonjour! Je m’appelle Jean-Claude.

J’ai quatorze ans.

Je m’appelle Anne-Marie.

J’ai dix ans.

Moi, je m’appelle Bernard.

J’ai seize ans.

Salut! Je m’appelle Sylvain.

J’ai huit ans.

Quel âge as-tu, Claire?

J’ai onze ans.

Teacher’s notes

Further practice of age, names and numbers 1-20.

Instructions for students

A. Select Enigma. Solve the code so as to find enough names on screen to give you a completed line of three names in any one direction on the worksheet. Just like Loto! Tick each name as you find it. More able students can go direct to B.

B. Select Clozewrite. Read text for 30 seconds, (or Start without seeing the text if you have already done the Enigma option), blanking interval 9, starting count 5. This blanks out all the ages. Using the worksheet again, as you fill in the gapped words, write down the ages in the grid above the names, until you can complete a line of three names with their ages in any one direction. Just like Loto! For further practice of names, change the starting count to 2.This will blank out the names only. Do this second part without the worksheet if you can.

C. Select Copywrite Easy. Read text for 30 seconds. Using the completed worksheet as a prompt if desired, re-establish the complete text.

Follow-up activity

Working in pairs, and alternating, ask each other Comment t’appelles-tu? and (see title!) Quel âge as-tu?, replying for the names on screen, or guessing Tu t’appelles Bernard? etc until successful.

Answer for teachers

The diagonal line consisting of Anne-Marie, Claire and Bernard is the only possible line of three names.

Deutsch Heute 1 Neue Ausgabe: Kapitel 10

Filename Deutsch Heute 10E: Wieviel Uhr ist es?

Text and activities by David Buckland and Mike Short
Es ist Viertel nach sechs.

Es ist ein Uhr.

Es ist dreiundzwanzig nach elf.

Es ist elf nach zwölf.

Es ist halb acht.

Es ist zehn vor neun.

Es ist halb fünf.

Es ist Viertel vor sieben.

Es ist fünf vor drei.

Es ist halb vier.

Source

Page 97 of pupil’s book.

Objective

Further work on clock time.

Instructions for students

Call up the text in Textsalad. Rearrange the ten times on screen to match the order of the illustrations on page 97 in your book.

Extension activity

Call up the text in Copywrite Hard. Start without seeing the text. Now write the times, using the illustrations on page 97 in your book as a prompt.

Follow-up work

Pupils could be told to start with a time, e.g. elf Uhr fünfundzwanzig, and keep subtracting 15 minutes. This task could be done as a game in pairs, the winner being the one who keeps going longest.

¡Vaya! Nuevo 1: Unidad 12

Filename Vaya 12A: La comida en España

Text and activities by Trevor Allin
la carne

el jamón

el salchichón

el pollo

los huevos

el gazpacho

la paella

el queso

el pescado

la fruta

la verdura

las patatas

los cereales

la mantequilla

la tortilla española

el pan tostado

Aims

· To practise food items presented in Unidad 12.

· To reinforce the use of the different forms of the definite article to indicate the gender of nouns.

· To provide a much easier activity for pupils who are not finding learning Spanish easy.

· To help develop skim reading techniques.

Instructions for students

A. Select Clozewrite. Read text for as long as you like. For blank interval, enter 2. For starting word enter 4. It is very important to get these numbers correct. After studying the list of food items, complete the gaps with el, la, los or las or the other missing words in the last two items.

B. Select Scrambler. Unscramble the letters to make the words.

C. Select Enigma. Crack the code to re-create the words.

D. Select Copywrite Easy. See text for 10 seconds. Then complete the words on the screen.

From Communicative Tasks 1, Unit 14

Filename: Meeting the Bank Manager
Text and activities by Paul Brett
BM - Good morning, Mr Brown.

C - Good morning.

BM - Come in and take a seat.

C - Thank you.

BM - It’s an awful day, isn’t it!

C - Yes, terrible, it’s still raining!

BM - First, I have to ask you a few questions. Is that OK?

C - Yes, of course.

BM - Right, what’s your address and your telephone number, Mr Brown?

C - It’s 23 London Road, Stoke - that’s S-T-O-K-E - and my phone number’s 341987. 

BM - Thanks, and you’re American?

C - That’s right.

BM - And are you married? 

C - Yes, I am.

BM - And what’s your wife’s name and nationality, please?

C - Jane, and she’s American too.

BM - Good, how old are you, Mr. Brown?

C - I’m 39.

BM - Have you got any children?

C - Yes, two boys.

BM - I see, that’s fine. And their names?

C - Joe and Greg.

BM - Thanks, and how old are they?

C - They’re 10 and 15.

BM - Good, and what do you do?

C - I’m an engineer with ICI. I work at the factory near here.

BM - One more question then, Mr Brown, what does your wife do?

C - Well, she’s not working at the moment.

BM - Fine, so you want to borrow some money for a new car, do you?

C - Yes, that’s right.

Aims

To practise asking and answering questions about basic personal details.

Procedure

1. With a friend think about this question. You go to a bank to ask for money. What questions does the bank manager ask you?

2. Select Textsalad: Read text for as long as you like.

Read the conversation between a bank manager (BM) and a customer (C).

Are these sentences True or False?

(a) The customer’s name is Mr Brown.

(b) It is raining.

(c) Mr Brown is British.

(d) Mr Brown’s wife is an engineer.

(e) Mr Brown wants to buy a new house.

(f) Mr Brown lives in London.

(g) Mr Brown hasn’t got any children.

(h) Mr Brown wants to buy a house.

3. Put the sentences in the correct order.

4. Select Copywrite Easy: Read text for as long as you like. One person reads the bank manager, and the other the customer. Type all the conversation.

5. Select Copywrite Hard: Start without seeing the text. Now type all the conversation. Use the answers in Exercise 2 above to help.

Follow up

6. Conversation. You are the bank manager and your friend wants some money. Ask for his/her personal details.

7. Write down all new words.
4  Technical Appendix

4.1 Changing the Password

The Password protects the additional choices in the Options menu in the Student’s Program. Initially the password is set to null and you only need press <Enter> or click the OK button when the Password dialogue box appears in order to gain access to the Options menu. The Options menu in the Teacher’s Program is not password-protected.

Follow these steps to change the password:

· Open the Student’s Program and click on the Options menu. When the Password? dialogue box appears enter the current password (do not type anything when no password is set) and click on the OK button.

· Now select Options/Change Password. When the Password? dialogue box appears, enter the current password (do not type anything if no password is set) and press <Ctrl+Enter>.

· The Password? dialogue box changes and a message box appears below. Type the new password. Note the password is case-sensitive, but you can type letters and numbers. Press <Ctrl+Enter> again.

· The message in the dialogue box changes again asking you to re-enter the password. Retype the password exactly as you entered it the first time and press <Ctrl+Enter> once more.

· If you have entered the new password correctly, the message will tell you so. You can now press OK to leave the dialogue box.

· Now click on Options/Save Options to save the new password to disk.

What happens if you forget the password? No problem: the password is saved in an encrypted form in the FWTS.INI Initialisation File. You can edit this file with Windows Notepad and delete the line beginning with Password=. This will restore the password to its original null state.

4.2 Files

4.2.1 Installation files

When you install the full Fun with Texts program, both the Teacher’s Program and the Student’s Program files are installed in the directory you specify during installation – C:\FWT4 by default – plus four sub-directories as shown below:
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When the installation is complete, you will find the following groups of files in the main FWT4 default directory:

· Program Files: There are two Executable Files, FWTT.EXE for the Teacher’s Program and FWTS.EXE for the Student’s Program, plus the Registration File FWTREG.SYS. The Registration File contains your Fun with Texts serial number and the name of your institution, plus a contact name or department name – all in encrypted format. Fun with Texts will not run if it cannot access the FWTREG.SYS file.
· Help Files: The English-language version of the Help File for the Teachers’ Program is FWTTEN.HLP. The name of the English-language version of the Help File for the Student’s Program is FWTSEN.HLP. We have allowed for the possibility of adding Help Files in other languages, but currently only English is available.
· Message Files: These files, which end with the extension MSG, determine the language in which onscreen menus and messages are presented in the Teacher’s Program and in the Student’s Program. The MSG filenames are made up as follows: (i) FWTT plus two letters representing the language (e.g. EN for English, FR for French), plus the extension MSG for the Teacher’s Program and (ii) FWTS plus two letters representing the language, plus the extension MSG for the Student’s Program. See Section 2.5.5 and Section 3.1.4.4 – both relating to the Program Language in the Student’s Program and The Teacher’s Program respectively. Currently, only English is available, but language packs for different languages are under development and will be released at a later date.
· Normalisation Files: A number of NRM files. These filenames are made up of FWT followed by two letters representing the language, e.g. FWTEN.NRM for English, FWTFR.NRM for French, FWTDE.NRM for German, FWTES.NRM for Spanish. These files contain settings relating to the languages in which the exercise textfiles are written. See Section 2.5.5, Program Language, and Section 3.7.4, The Exercises Section.
· Shared Library Files: A number of DLL and OCX files which are shared by both the Teacher’s Program and the Student’s Program.

· Ancillary Files: De-installation files which are not essential for the correct operation of Fun with Texts but used for housekeeping operations: UNINSTAL.EXE, UNWISE.EXE, INSTALL.LOG
· Sample Exercise Files: Sample text files, picture files, audio files and video files in the separate Exercises sub-directories as shown above.

· Initialisation Files: When you run the Fun with Texts programs for the first time the Initialisation Files FWTT.INI and FWTS.INI are created in the default directory for the Teacher’s Program and the Student’s Program respectively.

Refer to the README.WRI file and the FWT4HANDBOOK.DOC file on the distribution CD-ROM or in the main default directory for further information.

It is common practice, and indeed it is recommended by Microsoft, that all shared library files should be installed in the System directory under the Windows directory. This practice quickly leads to a system directory cluttered with possibly unwanted files. It can also lead to unexplainable program malfunctions if library files get overwritten by older versions when other products that use the same libraries are installed. Our policy is therefore not to mix the Fun with Texts library files with others and keep them all in the Fun with Texts main default directory. When Fun with Texts is installed you will find all the necessary files in the main default directory and no changes are made to any other directory or file. You should not change this set-up unless you have very good reasons to do so.
4.2.2 Language modules

The optional language modules allow Fun with Texts to present the onscreen instructions in different foreign languages and determine the way in which text is manipulated in the exercises in the Student’s Program.

There are two parts to a language module:
i. Program Language: The language in which the onscreen menus and messages are presented is controlled via the Program Language option in the Teacher’s Program – see Section 2.5.5. This option determines the language used for the onscreen menus and messages, e.g. so that the word File on the Main Menu bar appears as Fiche in French and Datei in German. This information is stored in the files with the extension MSG. Currently, only English is available, but language packs for different languages are under development and will be released at a later date.
ii. Document Settings: Each time the teacher creates a new text the language in which it is written should be specified. This is done via the Document Settings dialogue box in the Teacher’s Program – see Section 3.7.4.The language settings are stored together with the text and have no effect on the settings for the onscreen menus and messages, which must be set via the Program Language option (above). The text language settings are stored in the files with the extension NRM: FWTEN.NRM (English), FWTFR.NRM (French), FWTDE.NRM (German), FWTES.NRM (Spanish), and are used, among other things, to determine whether a particular sign is a word-divider or is part of a word, e.g. the apostrophe and the hyphen. These files are referred to as the Normalisation Files.

The optional language modules can be supplied either with both parts or just with the relevant Normalisation File. Special Normalisation Files can be created for particular needs or for less common languages. Please contact Camsoft or Technical Support for details.

4.2.3 Moving program files

If you intend to move the Teacher’s Program and/or the Student’s Program from the default directory, you must do the following:

· Ensure that both programs have access to the Shared Library Files (see above). One way of doing this is to copy or move these files to the Windows System directory. However, this can create problems. As indicated above, it can lead to unexplainable program malfunctions when other products that use the same library files are installed. Our policy is therefore not to mix the Fun with Texts library files with others and keep them all in the directory from which the Fun with Texts programs are started.

· Copy the FWTREG.SYS Registration File into each directory where you are storing the Teacher’s Program and the Student’s Program.

· Identify the Help Files, Message Files and Normalisation Files (see above) and move them into each directory where you are storing the Teacher’s Program and the Student’s Program.

· If you have already set up your favourite options and saved them in the Initialisation Files, FWTT.INI for the Teacher’s Program and FWTS.INI for the Student’s Program, move these files to their respective directories.

· If you are moving the Exercises that have been created with Fun with Texts, i.e. files ending with the extension FW4 and their associated multimedia files, you must amend the Default Directories settings in both the Teacher’s Program (see Section 3.8) and the Student’s Program (see Section 2.5.3) and then save the new configuration.

4.2.4 Organising your files

All systems are different and we cannot give hard and fast rules on how to organise your Fun with Texts files on your system. You can, for instance, put all the exercise files in the same directory as the program files. This is a perfectly workable solution, but it makes for a messy directory with all the files jumbled together. A better solution would be to create sub-directories below the main Fun with Texts default directory and place the exercise files there. You could for instance have one sub-directory for textfiles in English, one for textfiles in French, one for textfiles in German, etc.

If you intend to use Fun with Texts for students of different languages, it is worth organising your exercises on a language basis. In this manner when a student uses the File Open dialogue box he/she can be presented with the correct files only. As an example, let’s assume you have students of French and German. You have created or purchased several exercises in French and others in German. You could organise your files in the following manner assuming that Fun with Texts was installed in C:\FWT4
· Create two sub-directories under C:\FWT4, i.e. one for FRENCH and one for GERMAN.
· Move all the French textfiles to directory C:\FWT4\FRENCH

· Move all the German textfiles to directory C:\FWT4\GERMAN

· Copy FWTS.INI to C:\FWT4\FRENCH and again to C:\FWT4\GERMAN
· Create a Fun with Texts student icon or Start Menu Program short-cut with the following properties:
Description:(short-cut name): Fun with Texts French
Command Line (target:): FWTS.EXE C:\FWT4\FRENCH
Working Directory (start in): C:\FWT4

· Create a second Fun with Texts student icon as above, but replace FRENCH with GERMAN.

· Double-click on the Fun with Texts French icon. Click on the Options menu, enter your password, select Directories… and change the directory for the textfiles as follows:
Textfiles:
C:\FWT4\FRENCH
· Click on OK and then select Options/Save Options. The new configuration will be saved to FWTS.INI in the C:\FWT4\FRENCH directory.

· Exit the Student’s Program.

· Double-click on the Fun with Texts German icon and repeat the above steps but select C:\FWT4\GERMAN for the textfiles directory.

When the students start the program from the Fun with Texts French icon, they will be offered only the French exercises. Similarly the students of German will be presented with their own files only when they start the program from the Fun with Texts German icon.

It is also important to indicate where the multimedia files associated with the textfiles are located. See Section 2.5.3 and Section 3.8.

4.2.5 Long file names

In Version 4.0 of Fun with Texts you can use long file names. In Version 3.0 you were restricted to file names of just eight characters.

4.3 Network tips and tricks

Please read thoroughly the previous section to get a good understanding of the files that make up Fun with Texts and some suggestions on how best to organise them on your machine. It is most likely that the standard installation will not be suitable to your network and you will have to reorganise the files to suit your particular network set-up.

4.3.1 Access rights

Fun with Texts is very flexible and it allows you to have any number of pre-set configurations to suit all installations. The greatest cause of problems on networks is access rights. The installation and configuration of Fun with Texts should be carried out by the network administrator with full read-write access rights. When this task is completed the network should offer the following rights:

· Students: The students only need read rights to all areas where Fun with Texts files are located. They never have to write anything back to disk as all the work is carried out in the real or virtual memory of their machine. The network must of course offer the students the ability to run executable programs from the area where the program files are located. Some RM networks are particularly inflexible and are sometimes set up to prevent the activation of executable programs from particular areas. If you recognise this problem, ensure you load the Fun with Texts program files in a different area. The only executable program that the students need access to is FWTS.EXE.

· Teachers: If teachers wish to create or amend exercises, they will need read-write access to the areas where the exercises are stored. Alternatively they can work in their private area or on a stand-alone machine and the network administrator can move the completed exercises later to another area later on. This is, of course, a more cumbersome solution that should be avoided if at all possible.
The Teacher’s Program FWTT.EXE may write to its Initialisation File FWTT.INI when the program is closed if certain configuration parameters have been changed in that session. This feature can be disabled through the Options menu. See Section 3.1.4.6.

4.3.2 Initialisation files: INI

Much of the flexibility of Fun with Texts derives from its ability to be started from different Initialisation Files ending with the extension INI. This area is comprehensively discussed throughout this manual and in greater detail in Section 5.2.4 above. The initialisation files not only store document and program defaults, but they also know where the exercise files are to be found. You can tell Fun with Texts on the command line where to look for a particular initialisation file and you can therefore have as many initialisation files as necessary, both for the Teacher’s Program and for the Student’s Programs. The only limitation is that you cannot change the names of these files; they must be named FWTT.INI for the Teacher’s Program and FWTS.INI for the Student’s Program. You must consequently place different versions in different directories according to how you have organised your files. In reality this is not much of a limitation as you probably want to associate each INI file with each type of exercise and you will want to group such exercises in their own directory.

You can create a number of INI files very quickly by following this procedure:

· First ensure you have created all the directories where you will want to put the INI files, both for the Student’s Program and the Teacher’s Program.

· Start the Teacher’s Program and set all the options you require through the Options menu. Set the document settings required and size of the program window and its position on the screen.

· Click on Options/Directories… and set the default directory for the first group of exercises. Directory names must appear as they will be seen by their users when logged on, i.e. by the teachers who will be creating and editing the Fun with Texts exercises. They must not appear as seen by the administrator or other users.

· Finally select Save Options Now from the Options menu.

· Without leaving the Fun with Texts switch to Explorer and move the FWTT.INI file just created to the directory appropriate for this first group of exercises.

· Switch back to Fun with Texts, click on Options/Directories… and set the default directory and any other defaults for the next group of exercises.

· Click again on Options/Save Options Now. This saves a new version of the INI file

· Switch back to Explorer and move the new FWTT.INI file to the directory appropriate for this next group of exercises.

· Continue in this manner until you have created all the necessary versions of FWTT.INI
· Close the Teacher’s Program and start the Student’s Program.

· Again select the required window size and position, and all the options from the Options menu you want.

· Click on Options/Directories… and set the default directory for the first group of exercises. Directory names must appear as they will be seen by the students who will be using the exercises. They must appear as seen by the administrator, teachers or other users.

· Finally click on Options/Save Options.

· Switch back to Windows Explorer and move the new FWTS.INI file to the directory appropriate for the first group of exercises.

· Repeat the process for all other INI files.

4.3.3 Beware of drive and directory mapping

If Fun with Texts cannot find its files or the exercise files when started by a user but works OK when you are logged on as the administrator, then the problem is invariably due to the logical mapping of drive and directories.

You, as the administrator, might well see the physical directory where Fun with Texts is installed as M:\PUBLIC\FWT4 but the students might see its logical name only of P:\FWT4, for example. Do not enter the physical name of directories in the Fun with Texts settings. Use instead the logical mapping as seen by the user who will be accessing that particular configuration.

We cannot stress enough the importance of logical mapping. The number of technical support calls that we receive where the user has surrendered over this simple concept bears witness that it may not be as simple as it sounds. Think of it this way: if the user cannot see a directory in Explorer, then a program cannot see it either. If you tell Fun with Texts to look for files in M:\FWT4\FRENCH it will never find them because the directory does not exist when you are logged on as a user.

4.3.4 UNC paths

Fun with Texts 4.0 accepts long file names (See Section 5.2.5 above) but cannot recognise UNC (Universal Naming Convention) path names. A UNC path typically has the form \\SERVER\USER PROGRAMS\FWT4. If your operating system supports UNC, you must map the UNC path on which Fun with Texts is located to a drive.

4.4 Troubleshooting and technical support

Using a computer requires essential training. No one should attempt to use computer software without having attended a basic training course that includes an introduction to Windows and generic software such as Microsoft Word. The ICT for Language Teachers website (ICT4LT) has already been mentioned in this document. It contains a wealth of information on the use of computers in teaching and learning Modern Foreign Languages (MFL) and English for Speakers of Other Languages (ESOL): http://www.ict4lt.org
The software user should work through the following check-list before assuming that our software is at fault and sending it back to us. It is very frustrating checking returned software only to find that it is error-free and that the fault is due to a lack of basic computer awareness on the part of the user or is due to the way in which the user’s hardware or software is set up. If our software is at fault we will of course replace it free of charge or offer a full refund.

This list is based on genuine telephone enquiries that we have had to deal with. Most of these problems could have been solved by a little thought, by reading our instructions or by consulting a computer manual or hardware technician.

· Have you read this manual carefully? Reading the manual is quicker and cheaper than phoning us.

· Have you read your computer’s manual carefully? Many problems arise simply because the user is not fully conversant with the operation of his/her own computer.

· When you attempted to install the software did you insert the CD-ROM the right way up? 

· Have you had your CD-ROM drive checked recently? Installation problems often arise due to faulty drives. Try installing the software on another computer. If it works, then you need to call in a technician to check the offending drive.

· Have you checked that there is actually data on the Fun with Texts CD-ROM? We admit that we do send out the occasional blank or bad disk. If this is the case then please accept our profuse apologies and will replace your CD-ROM immediately.

· Do you have a virus protection program on your computer? Viruses play havoc with computers, and suspect behaviour should be checked immediately. See our “Cautionary Tale” Web page: http://www.camsoftpartners.co.uk/bugs.htm
· Unlucky! No software is bug-free. If you have checked through the above list and found that something is still wrong, get in touch with us. For technical support contact Marco Bruzzone by email only at support@codework.co.uk. When you contact Marco please give details of your Fun with Texts version and serial number. Let him know what you did when the problem arose and the precise error message that appeared on screen. Marco may also ask you for information about your hardware configuration and its operating system. This will help him identify the problem.

Multimedia enhancements

Note: You don’t have to use the Fun with Texts multimedia enhancements. Fun with Texts can operate without these enhancements in exactly the same way as Version 3.0. All files created with Version 3.0 can be read by Version 4.0.

This is the structure of the main FWT4 directory and its sub-directories, which are used to stores texts and multimedia files:
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4.5 Student’s Program

The Student’s Program operates essentially in the same way as the original Version 3.0 program, but Version 4.0 contains facilities for the student to call up pictures, audio files and video files associated with the texts.

4.5.1 Calling up an associated multimedia file

If a picture, audio or video file is associated with the text then the relevant multimedia icon will appear in sharp focus on the Toolbar at the top of the screen, e.g. as in the following screenshot, where the video icon (the camcorder) is in sharp focus. Note that the other two icons, the picture icon and the audio icon are greyed out, indicating that they are not active.
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· Clicking on the picture icon will cause a picture window to pop up on screen.

· Clicking on the audio icon will cause an audio control bar to pop up. You can then play the audio file, rewind it, replay it and use the “slider” to find a specific point in the file.

· Clicking on the video icon will cause a video window to pop up with a control bar underneath – rather like the audio control bar. You can then play the video file, rewind it, replay it and use the “slider” to find a specific point in the file.

4.5.2 Resizing and moving multimedia windows

A picture window or video widow can be resized in much the same way as windows in most Windows applications, i.e. you allow the mouse pointer to “hover” over any corner of the window until it turns into a two-way arrow and then you click and you then hold down the left mouse button and drag the corner of the window until it becomes a convenient size for you to view.
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If the pop-up picture window, audio control bar or video window gets in the way of the text that you are trying to read, you can move the window by clicking with the left mouse button on the blue bar at the top of the window and dragging the window to a part of the screen that contains no text, as in the following three screenshots.

Exercise with picture


Exercise with audio

Exercise with video

The controls for playing video and audio files are more or less standard. See the screenshot of the audio panel below. The controls, from left to right are: Play, Pause, Rewind. Stop. You can also drag the slider left and right to move backwards or forwards in a recording. The video controls look the same as the audio controls. You close the pop-up picture, audio and video windows in the same was as you close any other window, i.e. by clicking on the X.


Audio controls

You can call up picture files, audio files and video files as many times as you like without a penalty, i.e. your score will not be affected.

4.6 Teacher’s Program

The Teacher’s Program operates essentially in the same way as the original Version 3.0 Teacher’s Program. The difference is that you can now associate any text that you create with a picture file, a sound file or a movie file, which must be stored respectively in the Pictures, Sounds and Movies sub-directories – see directory structure illustration (above). Fun with Texts does not contain facilities for creating and editing picture files, audio files or video files. You can use any standard packages for producing and editing such files. For further information on creating and editing multimedia files see:

· Graham Davies’s Multimedia training tasks at Camsoft’s website:
http://www.camsoftpartners.co.uk/lspinset.htm
· Section 2.2.3 of Module 2.2. (Introduction to multimedia CALL) at the ICT for Language Teachers website: http://www.ict4lt.org/en/en_mod2-2.htm
Recommended editing tools for pictures and audio and video files

· Pictures: Adobe Photoshop or Paintshop Pro or Lview Pro are recommended for creating and editing picture files. Picture files must be stored in one of the following formats: JPG, GIF, BMP, DIB, WMF, EMF

· Audio files: AudioSurgeon or Audacity are recommended for creating and editing sound files. Sound files must be stored in one of the following formats: WAV, MP3

· Video files: VideoWave or Adobe Premiere are recommended for creating and editing movie files. Movie files must be stored in one of the following formats: AVI, MPG, MPEG

When you create multimedia files they must be stored in the appropriate sub-directories Pictures, Sounds, Movies, as shown in the directory structure above.

Problems playing video files?

If you have a problem playing a video file it is unlikely that it has anything to do with Fun with Texts. It is more likely that the problem is associated with Windows itself, which requires so-called CODECs to play certain types of video files. CODEC is short for compressor/decompressor, a technology for compressing and decompressing data. CODECs are used to make large video files much smaller, thereby making them easier for distribution. Sometimes when you are trying to play a video file an "Unexpected File Format" message or a similar error message pops up. This happens if you are attempting to play a file for which the proper CODEC is not installed on your computer. To correct the problem you need to download and install the correct CODEC. This is a job for your technician!
4.6.1 Inserting multimedia links

Fun with Texts is used to create your texts, which are stored by default in the Texts sub-directory. When you begin to create your text you will notice that three new multimedia icons appear on the grey menu bar at the top of the screen as you begin to enter the title of your text in the yellow title box, and that the yellow Title Bar itself contains the same icons, each with a red cross through the middle. The red crosses indicate that at this point you have not yet associated your text with a picture, audio or video file.

If you wish to associate your text with a picture, audio or video file, you can either click on any of the three multimedia icons on the Toolbar or select Insert Multimedia File from the Edit menu. You can only do this when the insert caret is positioned in the yellow Title Bar – but you do not have to do this immediately, as you can return to the yellow Title Bar box at any time in the course of creating your text.

When you click on one of the three multimedia icons a Dialogue Box will appear, displaying a list of files that are stored in the relevant multimedia sub-directory. First, select the type of file that you wish to use in the File of type box. Then click on the name of file that you wish to link to your text. You can view or listen to the contents of a multimedia file in the window on the right in the Dialogue Box. If you call up an audio file or a video file you can use the audio or video controls (see above) to play the file to verify that you are making the correct choice. Once you are sure that you have made the correct choice click on Select. You can associate a text with all three types of file if you wish, but only one of each type.
When you have selected your file you will notice that the red cross on the relevant icon on the yellow title bar has now been removed. If you wish to remove a link to a multimedia file at any time while you are creating your text, click on Edit/Remove Multimedia File.

Once you have finished typing your text and linking it to multimedia files you save it in the normal way. Make sure that you check that everything works by calling up your next text in the Student’s Program. That’s it!
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