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SCOPE AND SEQUENCE CHART

Scope and Sequence Chart
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PREFACE

A quick and easy way to learn the program is to use the on-line tuto-
rial, A Quick Lesson, on page 46 in the Student Activities section. It is
especially designed to be easy and fun for computer novices, while
providing a good overview for more experienced users of computers
and word-processing programs.

This School Edition is designed to aid teachers who wish to introduce
their students to word-processing and written communication skills.
The Children’s Writing & Publishing Center offers many of the
features found in professional word-processing and page layout pro-
grams, such as graphics capabilities and the ability to make text flow
around graphics, and provides an ideal tool for stimulating students at
all grade levels to write creatively, effectively, and with enjoyment.
The materials in this teacher resource guide, as well as the templates
included on disk for student activities, are intended to help you use the
program to its fullest extent.

Below, you will find brief descriptions of the sections in this guide.

Using the Program in the Classroom introduces the teacher to using
The Writing & Publishing Center with students and includes a brief
description of its features and a discussion of the educational value of
the program. Specific strategies for teaching students basic computer
skills, word-processing skills, and writing skills are also addressed.
The scope and sequence chart on pages iv and v correlates program
and writing objectives with the student activities described in Student
Activities. Finally, this section discusses ways in which teachers can
use The Writing & Publishing Center as a useful tool in producing
their own classroom materials, such as templates for student activities,
awards, evaluation sheets, class record forms, and classroom handouts.

A Teacher’s Guide to the Program contains a detailed description of
how to use the program, including instructions on starting up, working
with different document styles, text, and pictures, managing docu-
ments and disks, and printing documents. Teacher tips highlight
important points about the program and offer teachers insights into the
best ways to share the program with students.
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Student Activities describes activities that move students through
progressively more complex levels of word processing, page layout,
and design. Each group of activities, organized by key program func-
tions, offers a matrix of program and writing objectives and develops
an on-line classroom presentation for introducing specific program ob-
jectives. On-line activities give students hands-on experience with
word processing and desktop publishing, while off-line activities
strengthen and extend concepts and skills, as well as suggest ways in
which teachers can maximize limited computer resources. Templates
for use with many of the activities are included on the Template Disk
to minimize teacher preparation time and make administering the ac-
tivities extremely easy. A Quick Lesson is a classroom-oriented
tutorial that teachers can use initially to present the program to the
class or learn the program themselves.

The Activity Sheets include blackline masters for use with the on-line
and off-line activities. Some of the activity sheets were created from
the templates used in many of the on-line presentations.

The Appendix includes a quick reference to Special Keys used in the
program, a Picture Reference listing all the pictures and predesigned
headings available on disk, and a Font Reference to all the type faces,
or fonts, and type sizes. The Troubleshooting section provides sugges-
tions for solving some of the most commonly encountered problems
when using the program, such as what to do if your printer won’t print.
Sample Classroom Materials shows you what other teachers have
done with The Writing & Publishing Center in their own classrooms.
In Teacher Resources, you’ll find a list of publishers who publish
students’ writing, as well as the names of magazines and software
review guides that have information for the teacher who wants to learn
more about computers and the educational applications of computers.

It is our hope that this School Edition meets the needs of teachers who
use it, and we welcome suggestions, comments, and ideas about its
effectiveness.
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USING THE PROGRAM
IN THE CLASSROOM

The Children’s Writing & Publishing Center is a desktop publishing
program that enables students to work with text and a wide array of
pictures in a flexible, page layout environment. With many of the
features found in professional word-processing programs, The Writing
& Publishing Center is sophisticated yet simple to use. Students can
choose from a variety of document layouts with one or two columns of
text, with or without headings, and experiment with different type styles
and sizes. The program allows them to freely edit and revise text and
add, move, and delete pictures almost anywhere on the page. Text
automatically wraps around graphics and adjusts to fill the space of
erased pictures, so changes can be made almost effortlessly. The ability
to cut and paste words and add and erase any of the pictures included
with the program, as well as most PrintShop™-compatible pictures, gives
both you and your students unsurpassed versatility in composing
documents.

The program is designed so that even young students can experience the
satisfaction of producing a variety of “published” documents. Each
student becomes the writer, editor, designer, illustrator, and publisher,
determining the type and content of each document, designing the
layout, manipulating graphics and text, and editing the final product. In
the process, students gain confidence and pride in their writing while
also learning naturally to make complex communication decisions.

The program provides students with a wealth of communication forms—
newsletters, signs, awards, stories, reports, letters, and more—that com-
bine graphics, text, and font styles in a professional, “published” format,
reinforcing students’ sense of audience and making effective communi-
cation more accessible. With a variety of document forms, graphics,
and fonts to choose from and to arrange, writing becomes an art form
where students can be more expressive of their intent and can reach
their audience more effectively. They learn that content can be as
important as the way in which the writer presents ideas; and the words,
graphics, and layout the writer selects capture readers’ attention and
mold their understanding.
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Thus, students transcend the limitations of merely expressing their ideas
and feelings and grow to anticipate audience needs and responses.
Through controlling the size and shape of the letters in their words,
students have the opportunity to reflect on what they think of the text,
what they want to communicate, and the reasons for emphasizing
certain words and ideas. Through arranging graphics and text, students
learn to present their ideas aesthetically with balance and effect. They
also learn that certain communication forms demand that they select the
most appropriate words so that they can condense meaning to essentials.
Writing becomes more physical and visual as students use the tools of
publishing, and their skills in problem solving are challenged as they
make important decisions about shaping meaning.

The material in this section describes ways the program and its special
features can best be put to use in the classroom. You will find specific
suggestions for introducing activities to your class, as well as some
ideas about extending the concepts presented in the program and how to
use the program as a teacher’s tool for generating classroom materials.

Learning and The Children’s
Writing & Publishing Center

The Writing & Publishing Center is appropriate for students in grades
2 and up and can be used effectively with students at all ability levels—
from the learning disabled to the gifted student. And, since writing is a
required skill in virtually all academic subject areas, the program is just
as useful in science and social studies as it is in language arts.

How you teach the program will, of course, depend on the grade level
and ability and interest of your class. You will find that writing projects
that require minimal keyboarding skills and the use of graphics will
appeal most to very young students, while activities that involve higher-
level thinking and vocabulary skills are more appropriate for students in
intermediate and middle grades. To help you present the program to
your class, the activities described in the Student Activities section cross
all grade levels and curriculums and are designed for easy adaptation to
suit the unique requirements of almost any classroom.
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Whether you use the program for teaching the alphabet or creative
writing, for teaching song lyrics or the scientific method, or for teach-
ing techniques on writing book reports, commentaries on social prob-
lems, or analyses of historical events, there are three basic skill areas
you’ll need to cover: basic computer skills, word-processing skills, and
writing skills.

Teaching Basic Computer Skills

While the specifics of operating a computer vary depending on the
type of system, basic computer skills cut across system type and, once
learned, enable students to work with almost any program or computer
introduced in the classroom.

Students will benefit most from instruction that ensures hands-on work
with the classroom computer. This may not be easy in a classroom
that has only one computer, but it is not impossible. Strategies for
making sure all students gain access to the computer include planning
demonstrations that involve students in performing basic computer
tasks, pairing students at the computer so that they can help each other
out, and limiting on-line activities to short periods of time so that the
whole class gets a chance to learn the basics. Many of your students
will already have experience working with computers at home. These
students can help others still unfamiliar with this tool.

STARTING UP THE COMPUTER When you are planning your Network Users:
classroom demonstration of the program, set up the computer so that Be sure to also see the
. Network Supplement
everyone can see the components clearly. Students will need to know included with the
that starting up the computer (sometimes referred to as “booting up”) Network Version of the
. < 1. . . . School Edition.
means putting the disk into the disk drive, closing the door, and turn-

ing the computer on. You might want to start the computer several
times with different groups of students, so that everyone can experi-
ence working with the computer and disks.

This is a good time to introduce students to computer ground rules,
such as keeping food and drink away from disks, handling disks
gently, and keeping fingers away from a disk’s sensitive areas. You
may also want to explain that the red light on the disk drive is on
whenever the drive is reading or writing information on a disk. If they
think of this light as a stoplight, they’ll remember not to open the door
to remove a disk or put another one in until the light is off.
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Once students know how to turn on the computer and insert the pro- Network Users:
gram and storage disks in the disk drive, they are ready to start work. Be sure to also see the
Network Supplement

included with the

MANAGING DOCUMENTS AND DISKS Managing documents is ge:‘wolrlé\ﬁ.rsion of the
a basic computer skill that students will be able to apply to other choot Edition.

programs and computer types. When you teach your students about
managing documents, you will want to show them how to create and
name documents, how to get already saved documents to do more
work on, and how to delete documents as disks fill up. You’ll also
want to emphasize the importance of saving documents frequently so
that students don’t risk losing their work in a power outage or if
someone inadvertently trips over cables.

For the teacher, managing disks for the whole class may require some
juggling, particularly if you can’t afford to give each student his or her
own disk. There are many ways to simplify disk management tasks.
One idea is to allocate disks for work groups to store joint documents
on. You might set aside different disks, storing documents according
to category. For example, one disk could store documents used in
class brainstorming sessions and ideas for class projects, another disk
could store documents in progress, and yet another could store finished
projects, such as student reports and stories and class newsletters.
Another idea is to simply label your storage disks by type of writing
activity and provide each work group with a numbered disk; for
example, work group 1 could store their poems on Poems 1, work
group 2 could store theirs on Poems 2, and so on. Just remember that
backing up disks is essential (either by using a utility program to copy
the whole disk or by saving documents to two different disks); don’t
lose months of effort to save a few seconds.

The number of disks you’ll need, of course, depends not only on the
memory capacity of the disk you’re using, but on the length of the
documents and the number of pictures they contain. While experience
is the best teacher here, the following rule of thumb may be helpful in
determining the number of disks you’ll need to have available: 800K
3 1/2" disks may hold approximately 85 documents, and each side of
5 1/4" disks holds about 19 documents.
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WORKING WITH DOCUMENTS When your students work with
documents they have created in The Writing & Publishing Center, they
will enter text and pictures using the keyboard (and, sometimes, the
mouse). For the most part, the activities in this guide are designed to
require only simple keyboarding skills, such as using special purpose
keys like the escape, return, and arrow keys. These keys allow stu-
dents to perform basic operations like moving from one part of the
program to another, scrolling through documents, or selecting program
functions like inserting pictures.

To help students learn to use these keys—as well as the program
itself-messages appear on the screen throughout the program with
instructions on what to do next. Some of the prompts, hints, and help
screens that pop up, sometimes accompanied by a beep to alert you to
their presence, are designed especially for new users. These can be
turned off when they are no longer needed (see pages 42-44).

The activities themselves demand a minimum of typing and emphasize
off-line preparatory work done by students at their desks on blackline
masters, so that computer time is put to good use. Some activities ask
students to replace incorrect words, or to fill in blanks with words of
their own choosing. In this way, students can familiarize themselves
with the keyboard while completing exciting stories, poems, and other
documents.

As students become proficient with the program, keyboarding skills
will develop quickly, naturally, and almost unconsciously as they
focus on the act of writing rather than on the keyboard. There are,
however, typing programs that can be used to support and facilitate
students’ use of The Writing & Publishing Center.

PRINTING DOCUMENTS You will find that printing documents is
a simple operation for students once you have made sure the program
setting for printer and interface match your own system. Follow the
instructions in the Printing Documents section on pages 40-44 to set
up the system for printing.
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Because printing is time-consuming, teachers might want to assign the
task to pairs of students on a rotating basis, so that everyone has a
chance to operate the printer. If you are fortunate enough to have an
extra computer system, you may want to use it exclusively for print-
ing. Another option might be to set aside a certain period each day for
printing documents. Other tasks, like making sure there is paper in the
printer or making sure the ribbon is fresh and legible can also be
assigned to students. If supplies are limited, you might also want to
limit students to a certain number of printouts a day, so that everyone

gets a chance to print.

Teaching Word-Processing Skills

With The Writing & Publishing Center, students learn basic word-
processing skills, like inserting and deleting text and pictures, cutting
and pasting, and designing document layouts. Because these skills
make the process of editing a document easy, word processors develop
students’ ability to reorganize and rewrite, thus strengthening the

overall quality of their work.

WORKING WITH TEXT The simplest of the word-
processing techniques you will want to teach students is
inserting text into a document and deleting incorrect or
superfluous text. Several writing activities in this guide
are ideal for emphasizing this technique (see Make-a-
Story on page 62 and Copy Editor on page 86). Inactivities
like these, the teacher can reinforce writing skills, such as
grammar, punctuation, spelling, or vocabulary, that they
are teaching elsewhere in the curriculum. As students be-
come more familiar with the program, inserting and delet-
ing text will become second nature. When teaching these
skills, you should recommend that students insert their
new text first, then delete the old text. This technique is not
only a safety measure againstinadvertently deleting needed
text, it also allows students to compare the new text with
the old before making final decisions.

INDIAN
FISHING o
TOOLS ) .
By Tom Woodrow et :
4th Grade il

California Indians used different
fishing tools depending upon the fish in
the lakes, rivers and oceans near them.
Their fishing tools were the same as
ours in many ways; in other ways they
were different. Mostly the Indians only
took what they needed from nature.
Their skill in making fishing tocls was a
marvel.

The Indians used four basic fish-
catching tools: nets, traps, spear, and
hooks. The net was the most common.
Nets were used by all the California
Indians. Indians who lived near the
ocean, a lake, or even tribes living near
rivers and streams, used them. Basket
traps were used a little less often. They
were more commonly made for use in
streams, rivers and lakes than for use

in the ocean. Basket traps were usually

used for catching eels and other long
fish. Although spears weren't used as
often as nets and traps, they were used
Fishing
Harpoons were

by Jjust about all the tribes
spears were not thrown.

When revising or editing a document, students may want to move
large amounts of text, such as whole paragraphs, to another part of the
document. These more complex word-processing operations build
upon the fundamentals involved in inserting and deleting text. Using
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the cut-and-paste techniques that The Writing & Publishing Center
can perform, making such changes is simply a matter of highlighting
the lines of text that need to be moved, “cutting” the text, and moving
the cursor to the place where text will be “pasted.”

The concept of cutting and pasting is one that you might want to
demonstrate in the classroom using conventional paper-and-glue
methods. In this way, students can practice moving text around in the
“real world” before they attempt it electronically. You may even want
to have students work with a first draft of a printed story or other
document they want to make major changes to before having them
approach the computer to enter their changes.

WORKING WITH PICTURES Mixing words and pictures is part
of the fun of creating documents students will be proud of. The
Writing & Publishing Center is a desktop publishing tool whose
ability to work with pictures offers exciting possibilities. Because the
program effortlessly wraps text around pictures, students can move
right into the world of writing and illustrating their work without the
tedium of learning complex program instructions.

One way to introduce students to the program’s versatil-
ity in handling graphics is to start with an activity (such as

pictures to tell stories or create poems. In an activity like

valuable to use with visually oriented students for whom | but 1 just can't.

writing is more difficult, drawing them into the excite- | joretimes | Sound

like a monster. I

ment of creating stories and poems.) Romes. but I siso

help the farmer.

images of everything from animals to adventure to travel, | can stay in one
sports, holidays, people, and miscellaneous things. Sev- | yes far. Sqoe

people want to

gold. I can make
you very smart.

tures to supplement these program images. A partial list
of these programs is included on page 141.

Who Am 17

No one likes to clean up

the Tell Me a Story activity on page 80) that primarily uses | 223" ne, L6200y Tk

even when I'm not taking a
trip. I never forget.

I like wallowing in

this, words serve as an auxiliary to the pictures, ratherthan | the mud. My skin is

A pink. They roast me
the other way around. (Suchactivitiesmightbeespecially | fopiain'me moath.

know I should diet

When I'm through,
the sun comes out

The Writing & Publishing Center has a full range of | 2"¢ the skvis blue

Because of me, you

place and still travel

eral software publishers offer compatible disks of pic- |1 am made of papar;

but worn more than
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LAYOUT AND DESIGN You don’t have to stop at creating simple
illustrated documents. Producing a final published document with The
Writing & Publishing Center’s powerful page layout and design capa-
bilities can be the most validating part of the writing experience.
Students will delight in holding in their hands, reading from, and
showing off a finished product they have carried through all the stages
of publishing, from conception to completion.

Once students have mastered the other parts of the pro-

gram, you might want to plan a class project, such as an E&ﬁ}f
illustrated newsletter of current events, an anthology of C]I:JRIHE s
class stories collected from the activities suggested in this

guide, a book of poetry, or any other kind of publication The Observers
you and your students’can dream up. As a group, the class e R
can decide on the type of layout that would suit the project
best, choosing from single- or double-column formats
and documents with or without headings. Other class
decisions, such as what kind of type face to use, whattype | &
sizes would be most suitable for text and headings, and | Monterey Bay Aquarium
where to place pictures, give students an opportunity to
understand the many design decisions that go into every
book they read. Printing, copying, drawing freehand
illustrations where required, binding, covering, and dis-
tributing the publication to friends, relatives, and class-
mates are all invaluable steps in bringing all the parts of
the writing and publishing process together. See Nifty Newsletters on
page 100 and Poetry Anthologies on page 103 for specific suggestions on
implementing these activities in the classroom.

rrrrrrr

On March m 14 went

Teaching Writing Skills

Hand in hand with the word-processing skills learned by students
comes the motivation to use writing as a medium of communication
and self-expression. The word processor is a powerful tool that
enables students to concentrate their energies on discovering what they
want to say and exploring different ways to say it. Many teachers find
that students write more, in greater depth, and with greater ease when
using word processors. Liberated from the drudgery of rewriting and
copying revisions, students can focus on the creative aspects of
writing.

10
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The Writing & Publishing Center enables you to introduce important
writing-related concepts to students, such as how to plan, draft, or
brainstorm ideas in advance of writing, how to create illustrated stories
or informative news reports, and why reviewing and revising what
they have written is so important. Finally, once they are familiar with
the program, students will turn to it to create visually exciting docu-
ments and to express themselves, learning more about writing every
time they produce a story to share with family and friends, or write a
report for a school assignment.

BASIC BUILDING BLOCKS Good writing depends on students
having a mastery of the basic building blocks of writing: grammar,
usage, spelling, punctuation, and syntax. You can use The Writing &
Publishing Center as you teach your students to write simple sen-
tences, write paragraphs with main ideas and sentences supporting
their main idea, and identify the parts of writing—the who, what, when,
where, why, and how. Some activities in this guide, particularly those
designed for early grades, develop these basic writing skills at the
same time that they teach word-processing skills (see Make-a-Story on
page 62 and Dragon Story on page 88). In these activities, students
correct misspelled words, ungrammatical sentences, and inappropriate
word choices as they learn how to insert and delete text.

PREWRITING Prewriting is as important as writing itself. Most
writing assignments go easier when students have had time to think
ahead about what they want to write. Before starting a writing activ-
ity, encourage students to plan ahead. Prewriting activities can include
such diverse activities as brainstorming ideas, either in work groups, as
a class, or individually; researching a topic for a report; writing down
clusters of ideas for stories or poems; or working in groups to discuss
and develop outlines for a particular writing assignment.

A word processor is an especially flexible tool to use when prewriting.
Students can create an outline in which they enter notes and ideas. In
this document, they have the freedom to jump around the screen,
inserting ideas wherever they seem appropriate. The result is a reliable
map of their thought processes for use when they start writing. Even
in classrooms with fewer computers, work groups can explore, brain-
storm, outline, and cluster ideas for a project during allotted computer
time. You can easily print up ideas from class brainstorming sessions
and distribute them to others in the group or class.

11
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WRITING Writing is an active process. Through writing, whether
fiction, poetry, plays, or nonfiction, students come to understand both
themselves and what they think, feel, see, and know about the world.
As they exercise the writing skills that enable them to express them-
selves, they also learn that writing is a way to communicate with

others.

Once they have gathered information from prewriting
activities, it’s time for students to start writing. The activ-
ities in this guide are just starting points for expanded uses
of The Writing & Publishing Center. You can work with
students on any form of writing you can think of;, there is
no limit to the imagination. For example, students might
role-play a situation in groups, then transfer dialog into a
play that can be performed in front of other groups for
review. After editing and revising their work on the
computer, plays can be performed for the whole class.

Not all writing activities depend on words alone; images
can do the work of many words. Pick a favorite picture
from the program and use it to spark students’ creativity,
whether in writing a story or a poem. Illustrating theirown
work is exciting to students, especially when it can be
done so easily.

The

GIRIEAT
LOGIC Mystery!

Who Did 1t 777

""Off to play tennis?'" ] o
asked Jed and Anne as 1 -
they saw their friend 1
head for the tennis .
courts. [

"'It's too hot now, but
I'm getting ready for
a game this evening,"
was the reply.

RRL: "'I'd rather go
P, fishing," chimed in Joe.

Jed and Matt both
N, ] agree they don't
enjoy winter
sports half as
Z much as fishing,
*" swimming, or
tennis.

R Rt B

REVIEWING AND REVISING WORK Writing is also an inter-
active process. Before a piece of writing can go out into the world and
be read, understood, and used, it needs to be reviewed and revised.
The Writing & Publishing Center is especially useful at this stage of

the writing process, since changes are so easy to make. The activities
linking cut and paste activities (such as the Mixed-Up Story activity on
page 83) to reviewing and revising a piece of writing are particularly
useful when you teach this aspect of the writing process.

You can separate the class into work groups for peer review of docu-
ments. Once they are in groups, students can look at documents with
an eye for basic errors in grammar, usage, syntax, spelling, and punc-
tuation. These kinds of review groups reinforce students’ knowledge
of grammar and other writing basics. Another kind of review can
involve groups or individuals critiquing a piece of writing for its
overall effectiveness or for the accuracy of its facts. This more in-

12



LEARNING AND THE CHILDREN’S WRITING & PUBLISHING CENTER

depth review offers students an opportunity to both review stories
written by others and revise their own writing in accordance with the
comments provided by others.

Some ground rules in offering and receiving this kind of review may
need to be set up by the teacher. You might want to tell students that
certain kinds of comments are not helpful to the writer. Students
should be encouraged to offer specific comments that will tell the
writer where changes in a piece of writing will clarify a point, where
more information is needed, and where awkward phrasing needs to be
revised.

Once the review has been completed, students must put to use the
information they’ve received by revising their writing. Students can
work with paper and glue or paper and pencil if computer time is
limited, entering their changes electronically only after they’ve made
them on paper. All of the word-processing skills they’ve learned will
turn this aspect of writing—the final revision—from drudgery to pure
fun.

EXTENDING WRITING SKILLS Good writing skills will give
students an invaluable tool with which to understand and express their
thoughts. When they write, students can create a sense of self and
learn to communicate with others. Your students will learn to write
only by writing. The Writing & Publishing Center is a tool they can
turn to whenever they have something they want to express. Every
time they produce a story to share with family and friends, or a report
for a school assignment, they can integrate new information into their
body of knowledge, making it their own.

Part of the thrill of writing is, of course, to see one’s work in print, and
several publishers of magazines and newsletters accept students’
writing (see Teacher Resources on page 158 for a list of these publish-
ers). By encouraging students to submit their writing for publication,
you can help them gain confidence and pride in their work, while
underscoring the importance of creative self-expression.

13
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A Tool for Teachers

The Writing & Publishing Center is not only an excellent writing tool
for students, it’s also an excellent classroom tool for teachers. Once
you’ve discovered how easy it is to use the program, you’ll find
yourself turning to it again and again for all your word-processing
needs.

One use you’ll find for the program is to produce attractive published
materials for your own classroom needs. Worksheets and classroom
handouts are simple to conceive and execute. You can also keep
important class records on a storage disk, whether you’re tracking
students’ computer skills or simply maintaining a list of student scores
on exams and reports. You’ll also find that the program offers a way
to stay in touch with parents. Ilustrated flyers can inform parents of
upcoming events; an up-to-date newsletter covering classroom activi-
ties and news tidbits from students is yet another way to let parents
know what is happening at school. Samples of these kinds of docu-
ments and many more are included in the Sample Classroom Materials
section in the Appendix.

Templates

Perhaps one of the most important teacher-specific uses
you’ll find for the program is producing templates for
student activities. Templates are simply skeleton docu-
ments that are created and saved; they can be printed and
distributed for student use. They are especially useful be-

utline for
Report on

cause they save you the time and labor of creating a docu- 1. Backsround
ment over and over—one template can be used by a whole o
class at a time—and they are particularly valuable in one-

II. Key Facts and/or Figures
A.

1.
computer classrooms. Templates for classroom activities )
can be printed and distributed to each student for modifi- > L
cation before the student goes to the computer. Computer b,
time is then used for actual input of work, since planning L :nosa.,g Statements
has taken place before the student reaches the computer. A Why is this important?

B. Inihere to find out more
1.

Story, poem, and letter templates work well with younger
children whose keyboarding skills are still undeveloped.
These students can learn to load saved documents and
modify them with words or pictures according to a given assignment.
They will still enjoy creating their own document on the computer.
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In addition to creating your own templates, you’ll find predesigned
templates on the Template Disk (included with this package) for use
with the on-line presentations and activities described in the Student
Activities section. Most of these templates have been reproduced as
Activity Sheets for easy duplication for your class. While they are
designed to appeal to students of all grade levels, these templates can
easily be modified by teachers to suit the unique interests and ability
levels of individual classes.

Additional Ideas

Here are some other useful ideas for creating your own documents

with The Writing & Publishing Center. Many of these documents are

reproduced in the Sample Classroom Materials section in the

Appendix.

» Design a handout announcing special events, games, meetings, or
performances. Student handouts can also give details about new
assignments.

 Produce classroom materials to be used by students over and over

again, such as a book review template, a thank you letter, or a story

or poem that students can modify when they’re feeling creative.

» Keep track of each student’s computer skills with a class record form

Or progress report.

 Use the award template included on the Template Disk (see
Appendix page 150) to give feedback to students who have com-
pleted special projects, performed extracurricular tasks, or as a
reward for students who have accomplished extra tasks.

» Write a letter to parents announcing upcoming class trips or events
(see page 151). For the prewriting set, encourage students to bring

their news of the day and create an illustrated newsletter that can be

sent home to parents.

« Publish a monthly newsletter to parents to keep them informed about
class activities. For ideas on what to include, see the Nifty Newslet-

ters activity on page 100.

Network Users:

Be sure to also see the
Network Supplement
included with the
Network Version of the
School Edition.
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ATEACHER'S GUIDE
TO THE PROGRAM

This section includes all the information you need to use the program
and become familiar with its many features. It contains detailed in-
structions on how to start up the program, create documents, work with
words and pictures, and how to manage documents and disks in the
classroom. You’ll also find helpful sidebar notes, hints, and teaching
tips that will aid you in using the program alone or with your students.

r

to turn to A Quick Lesson on page 46 and work through this on-line
tutorial yourself before using it with your class. This lesson is a
quick and easy way to become familiar with the program, while the
material that follows is ideal for reference when you need more

L detailed instructions.

; If you are new to The Writing & Publishing Center, you may want

Startmg Up the Program

Put the Program Disk (label side up for a 3 1/2" disk, side 1 up for a
5 1/4" disk) in the disk drive and close the door. (If you have two
drives, be sure the Program Disk is in drive 1. If you are using an
Apple Ile with two disk drives, it is best to start up with disks in

* both drives—the Program Disk in drive 1, the Picture or Storage
Disk in drive 2. If you start up with only one disk in some two-
drive systems, the computer will not recognize the second drive
when you try to get pictures or saved work.)
Tum on the computer, the monitor, then the printer.
The title screen appears; after several seconds, you’ll see the
prompt, “Press to continue” at the bottom of the screen.
Press on your keyboard to see the Main Menu. The Main
Menu lists three choices: Report, Story, or Letter; Newsletter; Get
Saved Work.

w N

To select a menu choice:

1. Use the arrow keys, and (—), to move (cycle) among the
choices. The choices become highlighted as you move over them.

2. When the choice you want is highlighted, press to select it.
(If you have a mouse, move it to see the arrow on the screen. Move
the arrow to the choice you want and press the mouse button.)

Network Users:
Be sure to also see the
Network Supplement
included with the
Network Version of the
School Edition.

Main Menu

17
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To get back to the Main Menu immediately after you select a Network Users:
menu choice, press (the “escape” key). To quit and leave Be sure to also see the
the program at any time, simply turn off your computer. Be sure Network Supplement

included with the
Network Version of the
School Edition.

to save your work first.

To get help in the program:
1. Hold down () (the open apple key on the keyboard) and press
at the same time.

In addition to the help messages, the instructions at the bottom of the
screen tell you what keys to press to move, make choices, and get
more help.

Choosing Document Styles

The kinds of documents listed on the Main Menu are just a few of the
documents you can create. The main difference between the two
document types is the number of columns available for placing text
and the number of pages available. After you have chosen your
document type, your next choice will be between a layout that has a
heading and one that doesn’t.

Document Types
You can choose from two types of documents on the Main Menu:

* Report, Story, or Letter

» Newsletter
The Report, Story, or Letter type of document has one column of
words and pictures and can be up to four pages long. In the main part
of a Report document, each page is as wide as the screen.

The Newsletter type of document has two columns of words and
pictures and is one page long. On Newsletter documents, each column
is as wide as the screen. That means that when you print a Newsletter,
each column is only half as wide as the paper, so the words print much
smaller than those on a Report document. A one-page Newsletter can
contain about as many words and pictures as a four-page Report if you
use the same font styles.

Whether you choose a Report or Newsletter document, you won’t have
to worry about margin settings. The program does it for you. You
won’t see the margins on the screen, but they’ll be there when you
print.
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Printout Sizes

The two printed documents shown here contain the identical
amount of text in the same fonts. Pictures and text in the body of
a Newsletter type document print one half as wide and one half as
high as in a Report type document, so they take up one quarter as

much space.
\ J
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You can choose to have page numbers automatically printed at the bot-
tom of all the pages of a document. If you do, you can set the starting
page number from 1 to any number up to 20. This is useful when you
create two or more documents to add pages to your work. You can also
choose to have no page numbers printed. To learn more about how to
set automatic page numbering, see Printout Options on page 41.

Adding Pages

@ If you need more than four pages for a Report document or more
than one page for a Newsletter, it's easy to add pages. Just save
the document you are working on, start a new document from the
Main Menu, and continue your work. When you save the new
document, save it under a new but related name (see page 38).

R R

Report Type Document Newsletter Type Document

19
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Document Layouts
After you have selected a document type from the Main Menu, a
screen appears asking you to choose from two different layouts:
 with a heading
« without a heading
The heading can be the headline of a newsletter, the title of a report, a
specially designed letterhead, or just about anything. You can use just
words in the heading, just a picture, or a combination of both.

@ The heading takes up about one quarter of the first page. }
Heading

The heading is created separately from the body—the
main part of your writing—and is placed at the top of the Outline for
first page when you print the document. The words in Report on
the heading print in the same size on both a Report and = WHALES
Newsletter document. :
If you choose the layout with a heading, you can design Il Facts sbout whates
your own heading with words and pictures or select one L A eight range
of 22 predesigned headings from the Picture Reference 0. Faeginghabite
on pages 135-140. For more information about using C. Reproduction oo |
predesigned headings, see pages 31-33. E. Linaie songs

o vtiook For Future
If you choose the layout without a heading, the body of o BoStwdiea
the document will start at the top of the page. You can e ﬁ"‘:{’s.:"?.?i.,s
still type a large headline or title if you want, but it will '
not be separated from the rest of the document.

Body
A layout without a heading is a good choice when you create new
documents to add pages to your work.

If you want to change your layout after you have chosen it, you can
return to the Main Menu and start over (see Next on page 23). How-
ever, once you add words or pictures, you cannot change the layout
without starting over and entering your work again.

later decide that you want one, you can always use a large font
and enter a title at the top of the first page. You can also add
pictures.

; Remember: If you've started a document without a heading and
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Using the Workspace and Menu Bar Vens Bar

After you choose a document type from the Main Menu and a layout |
for your document, you’ll see a screen like the one shown here. The —
screen has two parts: the Workspace, where you create a document EIERREIE]]
with words and pictures, and the Menu Bar, where you choose fonts,
work with pictures, move between parts of the program, and save,

delete, and print documents. To move between the Workspace and the

Menu Bar, press (esc).

Body
[

[ @ You'll know you're in the Workspace when you see the cursor. } Workspace

If you chose a layout with a heading, the screen shows the Heading
Workspace. In the Heading Workspace, the word “Heading” appears
at the top of the screen.

If you chose a layout without a heading, the screen shows the Body
Workspace. In the Body Workspace, the page you are on will be
shown at the top of the screen if you chose a Report type of document.
If you chose a Newsletter type of document, the column you are work-
ing on (either the left or right column) will be shown at the top of the
screen.

The Workspace

The Heading Workspace and the Body Workspace look almost the
same on the screen. (The Heading Workspace is shorter than the Body
Workspace because a heading takes up less space on the page.) But
there are some differences in the way the two work. Here are the
differences you need to know about. (To find out more, see Working
with Text on page 24 and Working with Pictures on page 30.)
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add words.

You can place

pictures side by side.

You cannot place
pictures on top of
each other.

You can use pre-
designed headings.

HEADING BODY
WORKSPACE WORKSPACE
Working with You can type You cannot type
Words words over pictures. words over pictures.
Words do not move Words move around
around pictures. pictures.
You cannot cut and You can cut and
paste text. paste text.
Working with It’s best to place It’s best to add
Pictures pictures first, then pictures last, after

placing words.

You cannot place
pictures side by side.

You cannot place
pictures on top of
each other or on top
of page or column
markers.

You cannot use pre-
designed headings.

SCROLLING As you work in the Body Workspace, the screen will
scroll, or move, as you enter words and add pictures. (The Heading
Workspace does not scroll.) To see the parts of your document that do
not appear on the screen, you can scroll the Workspace yourself.

To scroll the Workspace:

1. Hold down @ or until the Workspace moves. Or, hold down
and press (1) or [T)to move several lines down or up at a
time. You can’t scroll past the end of the text, however.

VIEWING THE WHOLE DOCUMENT You can view a small
version of the whole document any time when you are working in the
Heading or Body Workspace. Viewing the whole document helps you
see where you are and how much space you have left. It also shows
you where pictures are and gives you an idea of how the document
will look when it’s printed.
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To view the whole document at once:

1. Press and (V) (for “View”). A window opens that shows all
the parts and pages of the document. In the Heading Workspace,
a checkered area shows that you entered words or placed pictures.
A white area means the Workspace is empty. In the Body Work-

@ Shows Cursor Position

space, checkered boxes show where you placed your pictures. £ Continus
The lined area shows where you entered words or left blank lines

using (spacebar) or (return). The white area shows how much
space you have left to work with. An arrow (red on color moni-
tors) marks the current location of the cursor.

2. Press to go back to the Workspace and continue working.

When you view a small version of a Report document, you'll see
four pages; on a Newsletter document, you'll see one page.

The Menu Bar

Above the Workspace is the Menu Bar. The Menu Bar has all the
tools you need to work with documents. You can choose between
different type styles, called fonts, and different type sizes; work with
pictures; move between different parts of the program; and save,
delete, and print documents.

You select tools from the Menu Bar in the same way you select
choices from the Main Menu. Use the arrow keys to highlight the tool
you want and press to select it. Once you select one of the
tools in the Menu Bar, a menu appears that gives you more choices.

If you have a mouse, move the arrow to the Menu Bar and click
on the tool you want.

* Font allows you to change the style and size of the type you are
using. (See Selecting and Changing Fonts on page 29.)

* Picture lets you choose a picture or predesigned heading and to
move or erase a picture in a document. (See Working with Pictures

on page 30.) EREARLIE]
* Next makes it possible to move between the Heading and Body

enu

Workspace, go back to the Main Menu, or erase the entire Heading Eot Ei Wk
or Body Workspace of your document. The choices on the Next

menu change depending on whether you are in the Heading or Body
Workspace and which layout you are using (one with or without a
heading).
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* File lets you save the document you are working on, format a new
Storage Disk, see names of saved documents, or delete saved docu-
ments from a Storage Disk. All these operations involve accessing
the Storage Disk in the disk drive. (See Working with Documents
and Disks on page 36.)

* Print allows you to print your document, change the printout options
and the system setup, turn new user messages off and on, or test the
printer. (See Printing Documents on page 40.)

Network Users:

Be sure to also see the
Network Supplement
included with the
Network Version of the
School Edition.

New User Messages
By default, the new user messages are tumed on to help begin-

ners use the program. Once you and your students are familiar
with the program, you will not need these extra messages. See
page 42 for instructions on turning them off.

Working with Text

Once you choose a document type and layout, you’re ready to start
typing in the Workspace. You can type words, or text, anywhere on a
page using different type styles and sizes. If you want to move your
text around, you can cut whole lines of text and place them elsewhere
in the document or in other documents. You can even copy text and
use it over and over again.

Usually, you’ll want to enter text first in the Body Workspace before
adding pictures. When you add a picture, the text moves around or
below the picture to make room for it. When you erase a picture, the
text below it moves up to fill the empty space. If there are other
pictures below the picture you added or erased, they may no longer
match the text beside them. When you enter text first and then place
pictures starting at the top of the document, you can be sure the pic-
tures are beside the text where they belong.

In the Heading Workspace, text can cover up pictures, so you’ll want

to place pictures first. Then when you type text, you can use

or to move the words off a picture.

Remember: Text and pictures can overlap in the Heading
Workspace, but they will never overlap in the Body Workspace.
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Entering Text

To enter text in a document, just start typing. In a Report document,
you'll start typing on page 1. In a Newsletter document, you'll start
typing in the left column. The blinking cursor in the Workspace shows
where the next character (letter, number, punctuation mark, or symbol)
you type will appear. The cursor moves as you type. When you reach
the end of a line and type a word that won’t fit, the program automati-
cally moves the word down to the next line. You don’t have to press

(return). This is called word wrapping.

Only press when you want to end a paragraph and start a
new line. You can see where you pressed (return)when you view
return key markers. See page 28.

oleer o B 1E] |
goldfish. Gordon and
Angelo had been
When you reach the bottom of the Workspace, the program moves, or ;lesa ::lshfrorhnger
scrolls, the screen up so you can keep typing. When you reach the end than he and Tamara.
of a page on a Report document, you’ll see a page marker on the Besices, Qordon was &
screen. On a Newsletter document, you’ll see a column marker. Just (e T S T AT
keep typing and your words will automatically go to the next page or

column.

Deleting Text

You can delete, or erase, text just as easily as you entered it.
Simply use the arrow keys or the mouse to place the cursor to the
right of text you want deleted. Press until all the text you

4 want deleted is gone. )

r

<
For student activities on entering text that require minimal key-
boarding skills, see Working with Words on page 55.

. J

The following chart shows all the things you can do with text, such as
type underlined words, center a line, and move whole lines of text in
your document. For a complete list of keys to use when working with
text, see Special Keys on page 133.

once they’ve gained some proficiency with the program. It will

You may want to copy this chart and distribute it to your students
@ help remind them of things they’ve already learned.
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Working with Text Chart

Capitalize a letter

Type the character
on top of a key

Repeat a character

Erase a character

Hold down and type the letter. To type several capital letters,
press down. Press again to “unlock” the key
to type lowercase letters. (The two largest fonts have only capital
letters.)

Hold down and press the key. (For example, hold down
to get the # symbol on top of (3).)

Hold the key down. The character will automatically repeat until
you let go.

Use the arrow keys (or mouse) to move the cursor to the right of the
character you want to erase. Then press (delete). If you erase a lot
of characters, the text below the cursor will move up to fill the
empty space the next time you press an arrow key, (esc), or (retumn).
(To erase more of a document, see “Cut text from Body” and “Erase
entire Body or Heading” in this chart.)

[ (@& romemver

moves the cursor backward; typing moves the cursor forward. ]

Insert characters

Change fonts

End a paragraph
and start a new line

Indent a line

Use the arrow keys (or mouse) to move the cursor to the right of
where you want to insert characters. Then start typing. The text
beyond the cursor will move to make room for the new text.

Use Font from the Menu Bar. (See Selecting and Changing Fonts
on page 29.)

Press at the cursor. The cursor moves down to the begin-
ning of the next line.

Move the cursor to the beginning of the line. Press to move

the line five spaces to the right, or just press to move
Over as many spaces as you want.

[ @ To undo an indent, press L. }

Insert blank lines

See or hide return
key markers

Press at the beginning of the line for each line you want to
insert.

Press ® (for “Return”) to see return key markers () on the
the screen. Each return key marker shows where you ended a line
to begin a new one. The markers won’t ar when you print your
document. To hide the markers, press (R) again.
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Center a line Place the cursor anywhere on the line of text and press @
of text (for “Middle™) to center the text.
Move a line left Place the cursor anywhere on the line and press (for

“Left”) to move the line to the left side of the page or column.
This is especially useful if you center or indent a line and then
change your mind and decide to move it back.

Type underlined Place the cursor where you want to start typing underlined charac-
words ters and press @ (for “Underline”). As you type the text, it
will be underlined. Press again to turn the underlining off.

[ g Note: You cannot underline text after you type it. J

Erase entire Body If you want to erase everything in the Body or Heading Work-
or Heading space that you are working on, choose Next from the Menu Bar.
Select Erase Entire Heading or Erase Entire Body.

[ @ Erase Entire Body is handy if you want to reuse a heading for a new document. J

Start a new page To start a new page or column before you see the next page or

or column column marker, press repeatedly to scroll the screen until
the cursor moves below the next page or column marker that
appears.

Cut lines of text » Place the cursor on the first line of text you want to cut and press

from Body (for “Cut”). This highlights the entire line. (If you

change your mind about cutting text, press (esc).)
e Use to highlight the lines you want to cut.
* Press again to cut the highlighted text. (See Moving and

Copying Text on page 28.)
[ @ Cutting without pasting is a quick way to delete text. J
Paste cut text in Place the cursor where you want to paste the text you just cut.
Body Then press ® (for “Paste”). The text you cut appears in the

new location. (See Moving and Copying Text on page 28.)
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Viewing Return Key Markers

Viewing return key markers is a handy way to see where you’ve been
in a document. Whenever you press to begin a new line or
paragraph or to add blank lines in a document, the cursor moves down
one line. To see where you pressed and where you didn’t, just
press ® A return key marker (J) will appear in the document
wherever you pressed return. These markers are only visible on the
screen and won’t appear when you print the document. To hide the
return key markers, press (R) again.

You can use ®to look at students’ work on the screen to
see if they are using properly. If they press (return) after
every line in a paragraph, the text will not wrap properly when
pictures or text are added or deleted.

&

Moving and Copying Text

In the Body Workspace, you can cut large parts of text from the docu-
ment and move them to new places in the same document. You can
even move the cut text to another document. You can also make a
copy of text and put the copy in a new place.

Moving text to new locations is called “cutting” and “pasting” text.
You can cut and paste up to a screenful of text (about 13 lines), but
you cannot cut and paste pictures in the same way (see Working with
Pictures on page 30). Cutting and pasting only works in the Body
Workspace, not in the Heading Workspace.

To cut and paste text within a document:

1. Cut the text by placing the cursor on the first line of text you want
to cut. Then press (for “Cut”) to highlight the entire line.
(If you change your mind about cutting text, press .)

2, Usc@ to highlight all the lines you want to cut. Press
again to cut the highlighted text.

3. Paste the text you just cut by moving the cursor where you want to
insert the text. Then press &) @ (for “Paste”). The text you cut
appears at the beginning of the line in the new location. (If you
want, you can paste the same cut text in more than one place in
your document by repeating this step. Pressing & ® pastes the
same text until you use to cut again, or you turn off the
computer.)
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The Mixed-Up Story activity on page 83 gives students practice in

e N

J

To paste text below the last line on a page, move the cursor past
the last character and press . Then press(&)(P)to paste
the text.

_(154*. cutting and pasting text within one document.
&

N

To move text into another document:

1. Cut the text from the first document using as described
above.

2. Go to the Main Menu. (You will be asked if you want to save. See
page 37 for instructions on saving documents.)

3. Get a saved document or start a new one.

4. Paste the text in this second document using @ as described
above.

To copy text:

1. Cut the text you want to copy using as described above.

2. Immediately paste the text back where it came from using @
as described above.

3. Paste the text in a new location by using (&) (P) again.

Selecting and Changing Fonts

You can choose from eight different type styles, called fonts, in sev-
eral different type sizes. The two largest fonts include only capital
letters and some punctuation. When you begin a new document, a font
is already selected before you begin typing. It’s the first font shown in
Font Reference on page 142, but you can select any font shown on
these pages.

To select a font:

1. Move the cursor to the place in the Workspace where you want to
start typing with the font you will select.

2. Press to go to the Menu Bar and select Font on the Menu Bar.

3. Select the font you want from the Font menu that appears.

4. Begin typing in the Workspace.

The big, fancy font can be used for the first capital letter in a
story or paragraph, such as in “©nce upon a time.”

Network Users:

Be sure to also see the
Network Supplement
included with the
Network Version of the
School Edition.

Select Font
~RaBbCc  JICIENS RaBhCc
AaBbCc AaBbCc ARasbcc

ABC  ARBC
EE:! to Go Back
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You can change fonts as many times as you want in a document. You
can even change fonts for every letter in a word if you want to. When
you mix fonts on a single line in your document, the space between the
lines changes so that the largest font will fit.

When you insert characters into text you’ve already typed, the charac-
ters will be in the same font as the other characters where the cursor is
positioned. If you want a different font, select a new one.

You cannot change the font of text without:

1. deleting the text, selecting a different font, and retyping the
text, or :

2. placing the cursor where the new font will start, selecting the
font, typing the text, and then erasing the old text.

To change a font already typed:
1. Erase the text you want to change by placing the cursor at the end

of the text and pressing (delete).
2. Select the font you want from the Font menu.

3. Retype the text in the Workspace.

courage students to experiment with different fonts to add
emphasis or create special effects. Point out that the size of the -
cursor, a space, and a blank line varies with the font. That
means that they can insert wide blank lines or narrow blank lines
L depending on the font they choose.

@ Use the Pictograph Headings activities on pages 94-98 to en-

Working with Pictures

When you select Picture from the Menu Bar, you can choose from
pictures of people, places, things, and complete scenes and place them

Lidl
| Fon

almost anywhere in your document. You can even select a picture
called “Anything” that reserves a space in your document where you
can draw or glue in your own picture after you print the document.
You can also choose pictures from picture disks compatible with The
Writing & Publishing Center program.

Looking at pictures is an excellent way to generate ideas for
writing. See the Tell Me a Story activity on page 80.
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Once you select a picture, you can move it around in the Workspace
and flip it before placing it in the document. Even after you’ve placed
a picture, you can move it somewhere else or erase it whenever you
want.

Selecting Pictures and Predesigned Headings

When you choose Select Picture on the Picture menu, you’ll see
several ways to select a picture. You can choose pictures from a list of
names or you can type the number of a picture you want. You can also
choose pictures from compatible picture disks. (For a complete list of
pictures with their names and numbers and a list of compatible disks,
see Picture Reference on pages 135-141. You can also find the pictures
on the Ready Reference Card.)

If you are in the Heading Workspace of the document, you can choose

predesigned headings or create your own with other pictures you select.

A predesigned heading is a heading that already contains words and
pictures. You can easily erase the words in a predesigned heading and
type your own, but you cannot add more pictures.

When you view predesigned headings before selecting them, they fill
the whole Workspace. When you view pictures, they appear in the
upper-left comer of the Workspace. The picture will cover any words
there, but later when you place it, the words will appear on top of the
picture. '

To select pictures by name:

1. Choose Select By Name from the Picture Selection menu. A list of
different categories, or groups of pictures, appears on the screen.

2. Select the category of pictures you want to see. A list of picture

names then appears on the screen. To see more names, select More.

3. Select the name of a picture you want. If you are asked to insert
another disk, just follow the instructions on the screen. The picture
you selected then appears on the screen in the upper-left corner of
the Workspace.

4. If you want to see other pictures in the category you selected, use
dand to move down and up the list. The pictures appear one
by one. If you don't want to select any of the pictures from that
group, press and select a new group of pictures to look at.

5. When you see a picture you want, press to select it. Select-
ing the picture allows you to flip it and move it where you want it
to go in the document.

Malk | bW
Font | Picture

Picture Selection

Select By Numbe

r
Use Compatible Picture Disk
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\

Keep in mind that pressing here only selects a picture—it

L does not place the picture in the document.
J

( )
@ For an interesting activity on working with picture categories, see

L the Tell Me a Story activity on page 80.
J

To select predesigned headings by name:

1. From the Heading Workspace, choose Select By Name from the
Picture Selection menu. (You must be in the Heading Workspace to
choose a predesigned heading.) Then select Predesigned Headings
from the Choose Picture Group menu. A list of predesigned head-
ings appears on the screen.

2. Select the name of the heading you want. If you are asked to insert
another disk, just follow the instructions on the screen. The heading
you selected then appears on the screen.

3. If you want to see other predesigned headings, use and m to
move down and up the list. The pictures appear one by one. (If you
don’t want to see the headings one by one, press and select
another name from the list.) If you don't want to select any of the
predesigned headings, press twice and select another group of
pictures to look at.

4. When you see a heading you want, press to select it and
place it in the heading.

pictures you are in, press @ and select a new category to look
at. If you don’t want to select any of the predesigned headings you
are in, press twice and select another category to look at.

f @ If you don’t want to select any of the pictures from a category of

L J

( )
Remind students that words in predesigned headings can be erased
and new ones added. They should not hesitate to do this.

. J

To select pictures or predesigned headings by number:

1. Choose Select By Number from the Picture Selection menu. A
prompt appears asking you to enter the number of the picture you
want. (See Picture Reference on pages 135-140 for a list of all the
pictures and their numbers.)
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2. Type the number of the picture or predesigned heading you want
and press to select it. (You must be in the Heading Work-
space to select a predesigned heading by number.) If you are
asked to insert another disk, just follow the prompts on your
screen. The picture you selected then appears on the screen in the
upper-left corner of the Workspace. A predesigned heading fills
the Workspace.

3. If you want to see other predesigned headings or other pictures in
the same category, use@% and (T) to move down and up the list.
The pictures or headings appear one by one.

4. When you see a picture or heading you want, press to
select it.

Q. Provide students with a copy of the Picture Reference on pages
) " 135-140 to save them time in selecting pictures by number.

To select pictures from compatible disks:

1. Choose Use Compatible Picture Disk from the Picture Selection Network Users:
menu. A prompt appears asking you to insert a compatible picture Be sure to also see the
. . . . . . Network Supplement
disk. For a list of compatible picture disks, see Picture Reference included with the
on page 141. ) Network Version of the
. . . . School Edition.
2. Insert the compatible disk and press (return). A list of picture

names appears on the screen.

3. Select the name of a picture you want. The picture then appears on
the screen in the upper-left corner of the Workspace. (If you want
to see other pictures on the disk, press to go back to the
Picture Selection menu, select Use Compatible Picture Disk again,
and select the name of another picture.)

4. Press to select the picture.

Positioning and Placing Pictures
After you select a picture but before you place it in your document,

you can position it by moving it around and flipping it to face different
ways.
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In the Heading Workspace, you can place pictures anywhere except
on top of another picture. If you place a predesigned heading on top
of any pictures or text already there, the pictures and text will be
erased. In the Body Workspace, you can place pictures on the right
and left sides of your document and anywhere up and down the page,
but you cannot place pictures on top of each other, side by side, or on
top of page or column markers.

of the Workspace, it means you’ve moved the picture as far as it

If you hear a beep when you try to move a picturé past the edges
@ can go in that direction.

To move a selected picture:
1. Use (& and 5) to move the picture to the left and right sides of
the screen, and use and@ to move the picture down and up.

Use or @to move the picture several lines down

and up.

To flip a selected picture:

1. Press(F)(for “Flip”). The picture flips and faces the other way.
Press(F) again to flip the picture upside down. Continue pressing
to flip the picture four different ways.

To place a selected picture in your document:

1. Press when you’ve moved the picture where you want it
in the document. Now the words will move to make room for the
picture.

Repositioning and Erasing Pictures

After you place a picture in your document, you can move it or erase
it any time you want. To do either one, you must be able to see the
whole picture in the Workspace. UseD and(D) to scroll the Work-
space until the whole picture is on the screen.

To reposition a picture:

1. Select Move Picture from the Picture menu. The cursor changes
to a nonblinking outlined square (blue on color monitors) and
appears in the upper-left corner of the Workspace.
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2. Move the cursor until it’s next to the picture you want to reposition
and press (return). A frame appears around the picture so you can
see how much room it will take.

3. Use @, ©,Q), and (T) to move the picture or press(F) to flip

the picture four different ways.

( @ Remember: Pressing (G)(Dor (&)(Dscrolls the Workspace )

several lines at a time.

\ J
4. Press to place the picture in the new location.
' )

around it, the cursor doesn’t necessarily have to touch a visible

@ Since part of each picture includes an invisible square area
part of the picture for you to move the picture.

To erase a picture:

1. Select Erase Picture from the Picture menu. The cursor changes to
a nonblinking outlined square (blue on color monitors) and appears
in the upper-left corner of the Workspace.

2. Move the cursor until it’s next to the picture you want to erase and

press (return).

Tips on Using Pictures

Here are a few tips on using pictures that will make your documents

look terrific. _

* View the whole document often by pressing ® W. Looking at the
whole document will help you see how the pages look and where all
the pictures are.

« If you have more than one picture on a page or column, place them
on both the right and left sides for a balanced look.

» When placing pictures, it’s best to start at the top of the document
and work down. The text moves down the page as you insert pic-
tures and may move past the pictures it belongs with if you don’t
start at the top.

* Use the smaller fonts where you plan to place pictures in the body of
your document. Pictures can take up a lot of room on the page, and
you’ll want more than just a few words on a line.

* See Troubleshooting on page 144 for help if you have any special
problems working with pictures.

35



A TEACHER'’S GUIDE TO THE PROGRAM

Working with Documents and Disks

After you have completed a document, you can save it on disk for use
at another time. Before you can save a document, the disk you want to
save it on must be prepared, or formatted, to work with The Writing &
Publishing Center. When your disk is full, you can delete any docu-
ments you no longer need to make room for a new document, or you
can format another disk and save the new document on that disk.

Formatting a Storage Disk

To create a storage disk, you will need a blank disk or any reusable
disk with files you no longer need. Disks formatted for other pro-
grams or computers will not work with this program until you format
them with this program.

When you format a disk, anything already saved on it will be erased.
Be sure it’s all right to use (erase) the disk and then make sure it is not
write-protected. Write-protected means you cannot save anything on
the disk. You can format a disk while you are working in the Work-
space and the document you are creating will not be lost.

Write-Protected Disks

You will know that a 3 1/2" disk is not write-protected if the tiny
sliding plastic tab is closed. A5 1/4" disk is not write-protected if
there is a notch on the upper-right corner and it doesn't have a
write-protect tab (tape) over the notch.

To format a disk:
1. Choose File from the Menu Bar, then select Format a Storage Disk
and follow the prompts on the screen.

To save class time, format storage disks (using this program) for
your students in advance, before they begin creating documents.
To help them remember which disk they saved their documents
on, you may want to label each disk with a name and number,
such as Poems 1, Poems 2, and so on.
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Saving Documents

When you save a document, you’re making a permanent record of it so
that you can retrieve it later to work on again. Although the size of
documents vary greatly depending on the length and number of pic-
tures they contain, you can save approximately 85 documents on an
800K 3 1/2" disk and approximately 19 documents on each side of a

5 1/4" disk.

In order to save a document, you must give it a name. Before you do,
it’s handy to look at the names of documents already stored on the
storage disk. Then you can decide on the best name to save your new
document under.

To see names of saved documents:

1. Select File on the Menu Bar, then select See Names of Saved Work.
(You may be asked to insert your storage disk.) The names of the
documents that are saved on the disk appear on the screen. To see
more names, select More if it appears.

Since a power failure or faulty computer can cause the loss of
your work, it's a good idea to save your document now and then
as you work oniit.

To save a new document:

1. Select File from the Menu Bar, then select Save on Storage Disk.

2. When you see the prompt, type a name for your document, up to
14 characters. If the document already has a name, press any key
except to erase the name and then type a new name. (If
you want to save the document under the same name, just press
(return).) The name you type must start with a letter and cannot
have spaces in it. (You can use a period instead of space to sepa-
rate words, but it counts as one of the 14 characters.) The name
appears in all capital letters even when you don’t press (shift). To
erase a mistake, use (delete). Then finish the name and press
(retum).

3. Follow the prompts on the screen to insert your storage disk in the
drive. Then press to save your document. (If your storage
disk is full, you will be asked to delete a document to make room
or to format a new disk.)

Network Users:

Be sure to also see the
Network Supplement
included with the
Network Version of the
School Edition.

File | Print |

Names of Saved Work

Sample.Letter
Card.Grandma
Book.Report
Report.Outline
Science.Report
Book.List
Buke.si?n

(€59 to Go Back

S on Stor

Format a Stora isk
See Names of Saved Work
Delete from Storage Disk

_@ to Go Back
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using the templates with your class. To do that, use a utility
program or simply save the templates on a storage disk you've

formatted.
g J

9 Be sure to create a backup copy of the Template Disk before

4 )
After saving templates on a storage disk, be sure to write-protect

@ the disk so that the templates are protected. Students can then
get a copy of the document on the screen, but cannot delete or
change it, since they cannot save their work on that disk. To
write-protect 3 1/2" disks, move the sliding plastic tab open. To
write-protect 5 1/4" disks, put tape or a write-protect tab over the
notch in the upper-right corner.

Network Users:

Be sure to also see the
Network Supplement
included with the
Network Version of the
School Edition.

Naming Documents
To keep track of the documents on your storage disk, give them names
that will help you remember them. Here are some ideas.
o Use similar names for related documents, particularly when you
create a second document to add pages to your work.
SIGN.1
SIGN.2
* Put a date in the name.
NOTE.MOM.3.15
STORY.DOG.12.4
* Pick names that describe the document.
SCHOOL.TRIP
SCIENCE.REPORT
« Use an identifier to name templates.
OUTLINE.TMPLT
AWARD.TMPLT

document under a different name and on a different disk. You
might suggest that students use their initials in all their document
names so they can easily find their work again.

; When your students modify a template, be sure they save their

Getting Saved Documents

Once you save a document on a storage disk, it’s easy to get it again so
you can continue working on it. To get a saved document, you need to
load it into the computer. You can get saved documents only from the
Main Menu. If you are in the Workspace, use Next on the Menu Bar to
go to the Main Menu.
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To load a saved document:

1. Select Get Saved Work from the Main Menu.

2. Follow the prompts on the screen to insert your storage disk in the
drive. The names of the documents that are saved on the disk
appear on the screen. To see more names, select More if it appears.

3. Select the name of the document you want to load. (You may be
prompted to insert your Program Disk.) The document you
selected will appear in your Workspace. The cursor will be where
you left it when you saved the document.

If you save a document you loaded from the Main Menu and
changed in the Workspace, it already has a name-the name you
gave it the first time you saved it. Whenever you save a docu-
ment twice with the same name (on the same disk), the second
document replaces the first one on the disk. If you want to keep
the first document, save the second one under a different name. )

Deleting Documents

You can permanently delete a document from a storage disk while you
are working in the Workspace. You may need to do this if you try to
save a document on a disk that is full. The document in the Work-
space will not be lost when you delete a document from the disk.

To delete a document:

1. Select File on the Menu Bar, then select Delete from Storage Disk.

2. Insert your storage disk in the drive and press (return). The names
of the documents that are saved on the disk appear on the screen.
To see more names, select More if it appears.

3. Highlight the name of the document you want to delete and press
)

4. When you see the prompt asking if you are sure you want to delete
the document, select Yes to delete the document.
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Printing Documents

You can print any document that appears in the Workspace. To print
your document, you need to have a dot-matrix printer. Most print-
ers used in homes and schools are this kind, such as an Apple
ImageWriter II. Dot-matrix printers create characters and pictures
on paper by printing many tiny dots.

To print a document:

1. Select Print from the Menu Bar. The Print menu appears at the top
of the screen and a list of the current settings for the printer-
computer system appears at the bottom of the screen. Select
Change System Setup if you need to change the current system
settings to match your system (see System Setup on page 42).
Select Test Printer if you want to print a sample page to be sure the
settings are correct (see Test Printer on page 44).

2. Select Print from the Print menu when you’re ready to print your
document. Then the Choose Printout Options menu appears,
including a list of the current printout settings. Select Change
Options if you want to change the current settings (see Printout
Options on the next page).

3. Select Print Now from the Choose Printout Options menu to print
your document. When you see the prompt, make sure your printer
is on and press (return). If you have any problems printing, check
that the current system settings are correct (see System Setup on
page 42) or refer to Troubleshooting on page 144 or your printer
manual.

N\
It's always a good idea to save your document before you print to
avoid losing your work just in case there is a problem printing. If
you've made changes to the document since the last time you
saved it, you will be asked if you want to save your work before
printing. If you do, choose Yes and enter a name for your

L document.
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Printout Options

You can choose how many copies of your document you want to print,
whether or not to have borders and page numbers, and whether to use
single sheets of paper or continuous-feed paper (sometimes called pin-
feed or tractor-feed computer paper). For some printers, you can also
choose bold printing (for darker print).

To change the printout settings:

1. Select Print from the Menu Bar, then select Print from the Print
menu. The current printout settings appear on the screen.

2. To change the settings, select Change Options from the Choose
Printout Options menu. The first option setting becomes high-
lighted.

3. To change the number of copies to print or the number on the first
page, use e and to cycle through numbers or type a number.
To change the other options, use and to highlight Yes or
No and press to select it. Use(d) and (T) to move from

option to option.

&

Be sure to go through these printout options with your students
before they print their documents.

* Number of Copies indicates how many copies of your document to
print. You can print up to nine copies at one time.

&

» Border on Page prints a line that frames each page of your docu-
ment. You can see what the border looks like by printing the Test
Printer sample page (shown on page 44).

* Bold Print lets you determine the quality of your printed copy. This
option only appears for certain printers. Printing in bold gives you a
darker copy but takes longer to print and uses up the ribbon faster.
You may want to save bold printing for your final copies.

* Stop Between Pages lets you stop printing at the end of each page.
If you are using single sheets of paper, you can then insert a new
sheet of paper in your printer before printing the next page. Choose
No if you are using continuous-feed paper.

When printing templates to use as classroom handouts, it's faster
and cheaper to print one copy and use a copy machine to make
additional copies (unless you want color originals).

- page

Body
3o | <=
Picture | Next

Choose Printout Options
Print Now

LEET
Font

Printout Options:
Number of Copies a
Border on Page Y
Bold Print Ye
Stop Between Pages Yes No
Print Page Numbers Yes
Number on Fi st Page 1

esc) to Go Back
Feturn) to Se
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* Print Page Numbers lets you choose whether page numbers will be
printed at the center of the bottom of the pages of a document.

* Number on First Page lets you enter a beginning page number from
1 to 20. (This option doesn’t appear if the Print Page Number option
is set to No.) To enter the number, use (& and & to cycle through
numbers from 1 to 20 or type a number.. This option is useful, for
example, if you want to create an eight-page report using two Report
documents of four pages each. The pages of the first document
would be numbered 1 through 4. The pages of the second document
would be numbered 5 through 8, with Number on First Page set to 5.

System Setup

Before you can print a document, you need to make sure the program’s
settings for the printer and interface card match your own system.
These settings include the kind of printer you have, the kind of card in
your computer that connects your computer to your printer, and the
number of the slot the card is in. (If you have an Apple Ilc, there are
‘no card and slot settings because the program automatically selects
them.) '

To find out what kind of card you have and its slot number in an Apple
Ile or Apple IIGs computer, open the computer as described in your
computer manual. The card, which is connected to your printer,
should have its type and brand name printed on it. Its slot number,
counting from left to right, will be a number from 1 to 7.

In addition to the printer-computer settings, there is a program setting
that lets you turn new user messages on and off. These messages,
which include special prompts, hints, and extra help screens, are
helpful for new users just learning the program; but once you’re
familiar with the program, you may want to turn them off.

Any changes you make to the system settings can be saved on your
Program Disk so they will load automatically each time you start the

program.

To change the system setup:

1. Select Print from the Menu Bar. A list of the current settings for
the system appears at the bottom of the screen. You can print
without changing the original settings if you are using:
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* an Apple IIgs computer with Apple IIGs Firmware and an Apple
ImageWriter II printer,

« an Apple IIc computer and an ImageWriter II printer, or

+ an Apple Ile computer with a Grappler+ card in slot 1 and an
Epson RX 80 printer.

If your system is not one of the above, you will have to change the

system setup.

2. To change the settings, select Change System Setup. If you are
asked to turn your Program Disk over or switch disks, just follow
the instructions on the screen. Then select the choice for the
setting you want to change from the Change System Setup menu.
A list of settings appears.

3. Use (&), (),UJ, and 1 to highlight the setting you want and
press to select it. To see more settings, select More or Start ) - KX
again. Gordaeple flgs Firmuar

4. Select Done from the Change System Setup menu when you have Ll
made all your changes. (You may be asked to turn your Program
Disk over.) You’ll be asked if you want to save the new settings
on the Program Disk. Choose Yes to have the new setup load auto-
matically each time you start the program. Choose No if you want
to leave the settings changed only until you turn the computer off.

p . It's best to save your system setup, especially if you use the
(;(gg same printer for most of your printing. You can always change
. the settings later if you change printers.

 Change Printer gives you a list of different printers from which you
can choose. If your printer is not among those on the list, chances
are that it behaves like (or can be made to behave like) one of those
listed. Try the default setting or see your printer manual.

» Change Card gives you a list of different interface cards that can
connect your printer to your computer. (This option doesn’t appear

if you have an Apple Ilc.)
+ Change Slot Number tells the program what slot you have your Network Users:
interface card in. (This option doesn’t appear if you have an Apple Be sure to also see the
. . . Network Supplement
IIc.) Slot 1 is the normal setting on most computers. If your card is included with the
in another slot, select that number. Network Version of the
School Edition.
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A TEACHER'’S GUIDE TO THE PROGRAM

» Change Ribbon Type lets you select either a multicolor ribbon or a
black ribbon if you’re using a color printer. (This option doesn’t
appear if the printer setting is for a noncolor printer.)

~

Color and Monochrome Printing
If you have a color printer, your document can be printed in color
@ except for pictures from a compatible picture disk. (These
pictures print in black even if you have a color ribbon in your
printer.) If you have a black ribbon in a color printer, select
Black Ribbon to get the best quality printing. If you do not have
a color printer, everything in your document prints in black on
your paper.

&

* New User Messages lets you tumn off and on special program mes-
sages, including prompts, hints, and extra help screens, designed to
help new users. :

* Done lets you return to the Print menu. You’ll have a chance to save
your system settings on the Program Disk so you won’t have to reset
them each time you want to print. The saved settings will load auto-
matically each time you start the program.

Test Printer

It’s a good idea to test the printer after you change printer settings or if
you have not used your printer in a while. When you test the printer, a
sample page is printed so you can check that everything is working

propertly.
Top of Page
1. Select Print from the Menu Bar, then select Test
Printer from the Print menu. T 2 e orinting wieni o SetuP 5
2. When you see the prompt, press to print the The Learning Company's :
sample page Writing & Publishing Center.

3. Check the sample page to make sure the paper is
lined up properly and everything else is correct. If
you have problems, you may need to adjust the
paper position in the printer, change the system
setup (see System Setup on page 42), or refer to
Troubleshooting on page 144 for help. Adjust the position of the paper

in your printer, if necessary.

If your system
has a color ribbon
and you select
Color Ribbon in
System Setup, this
pattern should be
in color.

If the Top of Page line 1s too far down

If the sample page prints successfully, you may e B her doum i ona pronter "
before printing

want to tape a note to the front or back of your

computer showing what type of card you have

and the slot it's in. This way, if you ever need
this information again it will be handy.

Bottom of Page
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STUDENT ACTIVITIES

The student activities begin with A Quick Lesson that takes you on a
brief tour of the program. Use this lesson to learn the program your-
self or to introduce word processing to your class. At the end of it,
you or your students will have printed and illustrated your first docu-
ment—a letter to parents. For in-depth information about teaching the
program skills, turn to the On-Line Presentations in each of the fol-
lowing four sections: Working with Words, Playing with Pictures,
Editing Everything, and Dramatic Design. Although the activities are
sequenced in order of difficulty within each section, you can move
among the sections choosing the writing skills you wish to emphasize.

Working with Words features activities that focus on the things you
can do with text. Its on-line presentation goes into detail about the
many things you can do to manipulate text. The writing skills in this
section range from the most basic, where students work with sentence
parts, to the more complex, where students collaborate on a class play.

Playing with Pictures concentrates on the pleasures gained from illus-
trating a document. The on-line presentation shows students how to
insert, delete, and move pictures. The writing skills in this section

'range from writing and illustrating simple descriptive paragraphs to
writing an entire story.

In Editing Everything, students gain an insight into the value of re-
viewing and revising their writing. In this section, they learn how to
cut and paste text within a document and review and revise their
writing based on a number of criteria, from the mechanics of writing to
evaluating the effectiveness of their work.

Finally, in Dramatic Design, students learn the value of design in
enhancing communication. In this section, students learn how to put
everything together, creating their own newsletters and anthologies.
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A QUICK LESSON

Word processing can be tricky at first, but it is well worth learning. In
fact, it’s a skill your students—and you!—can use the rest of your lives.
Take some time now and follow the lesson instructions exactly. In
less than an hour, you’ll know how to use many of the program’s
powerful features.

The on-line presentations included in the Working with Words, Playing
with Pictures, Editing Everything, and Dramatic Design sections go
into greater detail about the program’s capabilities with text, pictures,
and design. But this first lesson is so simple, you can learn the pro-
gram’s basics for the first time, right along with students, as you pre-
sent it to your class. Before you begin, however, take a few minutes to
make sure your computer and printer are compatible (see System Setup
on page 42). That way, when you come to the end of the lesson, you
can print a final document right away.

Getting Started

The first thing you have to do is get the program started. Network Users:

1. To do this, have a student put the Program Disk (label side up for a Be sure to also see the
3 1/2" disk, Side 1 up for a 5 1/4" disk) in the disk drive and close ﬁimlgég a‘i’t‘r’]ptfé"em
the door. (If you have two drives, be sure the Program Disk is in Network Version of the
drive 1. If you are using an Apple Ile with two disk drives, it is School Edition.

N

best to start up with disks in both drives-the Program Disk in drive
1, the Picture or Storage Disk in drive 2. If you start up with only
one disk in some two-drive systems, the computer will not recog-
nize the second drive when you try to get pictures or saved work.)
Turn on the computer, the monitor, and then the printer.

The title screen appears. After several seconds, you’ll see the
prompt, “Press to continue” at the bottom of the screen.
Press on your keyboard to see the Main Menu. The Main
Menu gives you three choices: Report, Story, or Letter; News-
letter; Get Saved Work.

Use @ and to move (cycle) among the choices. The choices
become highlighted as you move over them (the box changes from
white to black). You want to highlight Get Saved Work. Press

to select it. (If you have a mouse, move it to see the arrow
on the screen. Move the arrow to the choice you want and press
the mouse button.)

[ (}6’. To get back to the Main Menu immediately after you select a

menu choice, press (for “escape”). 0
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A QUICK LESSON

You can always get help by holding down @ (the open apple
key on your keyboard) and pressing at the same time.
Throughout the program, messages appear on the screen (with
an occasional beep to alert you) that give instructions on what to
do next. Some of the prompts, hints, and help screens you'll see
are designed especially for new users. Once you're familiar with
the program, these messages can be turned off. (See System
Setup on page 42.)

. J

Getting the Sample Letter

Now you need to get the sample document you and your class are
going to work on.

1. Read the message on the screen but insert The Writing & Publish-
ing Center Template Disk into the disk drive instead. (If you have
one drive, remove the Program Disk first.) Press (return).

2. The screen shows the names of documents saved on the Template
Disk. Use the arrow keys to highlight Sampltr.Tmpl, if it is not
already highlighted, and press to select it.

3. The disk drive’s red light comes on for a few seconds as the com-
puter gets a copy of the document from the Template Disk. (If you
have one drive, you’ll be asked to put the Program Disk back in the
drive and press (teturn).) In a moment, the sample letter document
appears on the screen.

saved on the disk and will not be changed by what is done to the
on-screen copy. If something happens to the letter while you are
working on it, you can always get another copy of the original
sample letter from the Template Disk and work on it again.
Students don't need to worry about ruining the document as they
work on it.

@ Explain to students that the original sample letter document is still )

\. J

Parts of the Letter

When the sample letter appears on-screen, explain that it has two parts:
a heading—the top part of the letter, and the body—the main part of the
letter. You can’t see both parts at once, but when you print the letter,
the parts are printed on the same page.

1. Have students look at the part of the letter appearing on the screen.
This is the top part of the letter, the heading. It appears in the
Heading Workspace. The word Heading appears at the top of the
screen above the Menu Bar, telling you which workspace you are
in. (Later, you’ll see the rest of the letter in the Body Workspace.)

i

|

A

|
|

Menu Bar
l —
Heading |
AR

A LETTER =)
FROM =)

Heading Workspace
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STUDENT ACTIVITIES

The heading has a picture in it and the words “A LETTER FROM
US.” Above the Heading Workspace is the Menu Bar. You’ll be
using it shortly when you want to change type styles, get pictures,
go back and forth between the Heading and Body Workspaces,
save your work, and print the letter.

2. Have a student hold down @ and press (for “View”) to see a
small version of the whole four-page document. The arrow (red on
color monitors) shows where you are. One of the pages has writ-
ing and pictures on it. Although you can’t see clearly what’s in the
letter, you can see where you are and how much of the document is
filled up. Press to go back to the Heading Workspace.

Working with Words

in the Heading Workspace

The sample letter document has pictures and words in the heading
already. You’re going to replace the word “US” with the name of your
class. To do this, you need to move the cursor-the blinking black box
you see in the upper-left corner. The cursor shows where letters and
numbers are typed or erased.

1. To replace the word “US,” first erase it and then type in the words
you want to replace it with. Ask a student to move the cursor
down by pressing@ until the cursor is on the “U” in “US.” Then
move the cursor right by pressing (=) twice so that it is just past
the “S” in “US.” If you move the cursor too far, use(Dor @ to
move it back. (If you have a mouse, move the arrow on the screen
to just past the “S” in “US” and press the mouse button.)

2. To erase the word “US,” have another student press until
both letters disappear. You will have to press the key twice. The
cursor moves backwards and the letters disappear. The cursor
should now be all the way on the left side of the screen and there
should be no letters on that line.

3. Now type the class name where “US” was. Explain that pressing
(shift) while typing makes capital letters. If a wrong letter is typed
in, use to erase and type again. You can also use to
remove spaces. It’s easy to fix mistakes and make changes.

' N
You may want to recommend to students that they type in new
text before deleting the old. With short changes, it's fine to de-
lete text first and then retype it, but for longer changes, it's safer
to insert the new text first and then delete the unwanted text.
That way both the old and the new text <ns1:XMLFault xmlns:ns1="http://cxf.apache.org/bindings/xformat"><ns1:faultstring xmlns:ns1="http://cxf.apache.org/bindings/xformat">java.lang.OutOfMemoryError: Java heap space</ns1:faultstring></ns1:XMLFault>