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License Agreement

This software is freely distributable.  You may install the software on as many machines as you like.  You may make copies of the program and pass it to others.  The only restriction is that you may not make financial gain from the distribution of the software and you must pass a copy (either electronic or paper) of the first page of this manual.

Disclaimer (The legal Stuff)

This software is supplied ‘as is’.  Its developers provide no warranty, whether express or implied, of the merchantability of the software or its fitness for any particular purpose.  In no circumstances will the developers be liable for any damage, loss of profits, good-will or for any indirect or consequential loss arising out of your use of the software, or inability to use the software, even if the developers have been advised of the possibility of such loss.

Making it Better

This software has been developed so that it can be used with a wide variety of clients.  If you have any suggestions for extending the functionality of the software, or for making it easier to use, please contact us at the address given below.  If you find any bugs, please pass the details on to us.

Support

This software is supplied free of charge and support is limited to the best efforts of its developers.  If you have problems you should contact:

E-mail: webbie@co.umist.ac.uk

System Requirements

PC compatible with Windows 98, Me, 2000 and XP.
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Introduction

icon key
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Valuable information  
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Floppy disc / CD / Hard Disk
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Mouse
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Keyboard

· This manual uses the icons above to highlight the actions and content of the accompanying diagrams and text.

E
veryday Skills is an educational software package that aims to provide support for the teaching of everyday skills and activities. 
Everyday Skills provide two modes of operation. These are Step By Step mode and What’s Right mode and they both support switch access of up to two switches. 
In Step By Step mode, an activity (i.e. a particular task) is presented as a sequence of steps.  Each step has a visual image, sound and/or spoken commentary.  The end user is thus presented with a sequence of steps to complete a particular task – movement from one step to the next is under this user’s control.  The activities can be customised for the ends user in the sense that the precise set of steps can be selected for a given user and the presentation of the steps (visual and audio style) can be controlled.
The What’s Right mode is an interactive program that allows the end user to make choices.  The end user is presented with two images (side by side) and he/she has to select the most meaningful in the context of a particular activity to get a reward.
Everyday Skills was designed to support class environments and offers configuration dialogs for creating classes, adding students to classes and assigning activities to students. These dialogs are available from the Parents and Teacher Zone discussed later.
www.sense.org.uk/NOF holds the set of activities for Everyday Skills and these should be downloaded and installed separately.   www.sense.org.uk/NOF holds information about the activities so that you can decide what to download.  When installed Everyday Skills is provided with one activity only – a tutorial on how to use the system.

Creating Your Own Activities

Creating activities for Everyday Skills is quite difficult.  If you wish to create your own activities, you are advised to use Sense Factory, which is also available from www.sense.org.uk/NOF.   This will allow you to create activities that can be presented in sequence.  If you really need to create new activities for Everyday Skills or simply to modify existing activities, please email webbie@co.umist.ac.uk.
Installation

E
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veryday Skills can be downloaded from the Sense web site at:

http://www.sense.org.uk/NOF
Running the Installer
1. Download the installer from the Sense web site and save it on your machine.
[image: image30.bmp]
2. When the download is complete, Setup.exe will be on your machine. This is the installer 
3. Close all running applications and run Setup.exe by double clicking on it.
Actions during the Installation

The setup program will provide a set of on-screen instructions, please follow these. 
Note

On installation Everyday Skills is supplied with only one activity – a tutorial on how to use the program.  Activities can be downloaded from www.sense.org.uk/NOF and should be installed separately.  
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Quick Start
A
fter installing Everyday Skills you can run it by clicking the Start button, then Programs, then Sense, then Everyday Skills and then Everyday Skills
Everyday Skills will now run and you should see the screen shown in Figure 1.
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Figure 1
View the Tutorial
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Everyday Skills installs a tutorial activity on how to create groups (classes), add students to groups and assign activities to students. To view this tutorial you have to follow three simple steps.  These steps apply any time that you wish to launch an activity. 

Step 1 of 3 – Select the activity mode

As explained earlier, activities run in two modes: Step by Step and What’s Right. You start by clicking on the corresponding button depending on whether you want to view activities in steps or you want to have the choice of selecting among two pictures before advancing to the next step. The tutorial is only available as a Step By Step activity, so click on the red button labelled Step By Step. Pressing this button will show the students of the current group as shown in Figure 2.
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Figure 2
Step 2 of 3 – Select the student

Each group has students in it. The students of the Tutorial group are displayed here. There is only one student in this group so click on the student’s name or the picture next to it to select that student. You can go back to the starting page by pressing the arrow on the left top corner or by pressing the ESC key. Selecting a student will show the activities that have been selected for this student as shown in Figure 3
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Figure 3
Step 3 of 3 – Start the Activity

Each student can be assigned activities. The activities of the selected student are displayed here. There is only one activity for this student so click on the activity button to start the activity. You can go back to the previous page by pressing the arrow on the left top corner or by pressing the ESC key. Pressing on an activity button will start the activity. You can stop the activity at any time by pressing ESC.

Viewing the Tutorial

The tutorial presents the steps you need to take to create a group, add students into it and assign activities to each student.
Viewing Activities (in general)

The steps followed to launch the tutorial are the same for launching any activity. They apply both to Step By Step and What’s Right activities. The only difference between the two is the way input is interpreted during the activity. 
In Step By Step activities, pressing on the space bar will show you the next step, pressing on Backspace will show you the previous step, pressing on Enter key will reload the current step.
In What’s Right activities, pressing on the Space bar will select the left picture, pressing the Enter key will select the right picture, and pressing on Backspace will show you the previous step.

The functions of the Space bar and the Enter key can be mapped to standard switches – see the Switch Access section for more details.

Parents and Teacher Zone
T
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he Parents and Teacher Zone is where you manage the groups and their students. 
Organisation

Everyday skills is organised as shown in Figure 4.
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Figure 4
The users of Everyday Skills are referred to as students in the figure.  They are divided into groups.  There is no limit to the number of groups that you can have, although only one group is active at any one time.  Each group has between 1 and 6 students and each student can be assigned between 1 and 6 activities.  The reason for this structure is that it makes it relatively simple to activate the system for any one user.  To do this, provided that the student’s group has been selected (to do this see later), an activity can be activated for the end user by choosing the mode (step by step or what’s right), the student name and the activity.  The activity presented to the user should match his/her user preferences (with regard to image style etc.) provided that these have been set up.  However, in order to have a relatively simple interface to activate activities for an end user, the creation of groups, students and the selection of activities is slightly more complex – this is the subject of this chapter and the tutorial.  An alternative approach to using Everyday Skills is to use the Sense Factory program (available from www.sense.org.uk/NOF), which has a simpler interface for configuration but is not as configurable.  So in order to use Everyday Skills, groups and students must be created and activities downloaded, installed and selected.  Configuration is achieved in the Parent and Teacher Zone – described below.
Parents and Teacher Zone
It can be accessed by pressing F7 on the keyboard when in the start page.
The screen will change to the Parents and Teacher Zone. As shown in Figure 5.
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Figure 5
The following pages of the manual are supported by the Tutorial activity installed with Everyday Skills.
From the Parents and Teacher Zone you can:

· Create new groups and Delete existing ones.

· Add new students to groups and Remove existing students from groups.

· Select activities for each student.
· Select individual steps from each activity.
Creating Groups
E
xisting groups are listed horizontally on the area titled Choose existing group. You can create as many groups as you like. 
A group is created in five steps:
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Step 1. Type the group name in the text field labelled Name. The name uniquely identifies a group and it should not be the same with that of an already existing group.

Step 2. Type the teacher’s name in the text field labelled Teacher. This can be your name or the name of the person who is responsible for that group.

Step 3. Type the date in the text field labelled Date. As a matter of fact, you can type anything in that last text field; it helps though to type the date the group. 
Step 4. Select a symbol for the new group from the list at the lower half of the screen. To select a symbol click on it so that a red rectangle appears around it indicating that it has been selected. You can add your own pictures to the list by pressing the Add Picture button and locating the picture files to add using the standard Windows open dialog as shown in Figure 6.
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Figure 6
Step 5. Press the Save Group button which is located at the bottom of the screen to save your new group.
Your new group will be added to the list with the other groups as shown in Figure 7
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Figure 7
When Everyday Skills is run for a user outside the Parent and Teacher Zone, only one group is visible.  Therefore you need to know how to make a group active.  This is done by selecting the group and pressing the Set Current button. The current group’s icon and name will appear on the start screen as shown on Figure 1. When either of the two big activity buttons (Step By Step, What’s Right) is pressed, the current group’s student names and icons will be displayed as shown on Figure 2.
Managing Student Profiles
T
o add or delete students in a group go to the Parents and Teacher Zone by pressing F7 when in the start screen. Select the group you want to manage its students by clicking on its icon with the mouse and press on the Enter Group button. This will display a new screen, shown in Figure 8, from which you can manage the group’s students.
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Figure 8
Tip: You can also double-click on the group’s icon to enter the group instead of selecting it first and then pressing the Enter Group button.
To add a student to a group you have to follow the following three steps:

Step 1. Type a name for your new student in the text field labelled Name. The name uniquely identifies a student in a group and it should not be the same with that of an already existing student in the same group. However, you may choose the same name for two or more students if they belong to different groups.

Step 2. Select a symbol for the new student from the list at the lower half of the screen. To select a symbol click on it so that a red rectangle appears around it indicating that it has been selected. This is the same symbol list as the one used for assigning symbols to groups. You can add your own symbols when creating groups and use them in both cases.  It may convenient to use a picture of the user or a picture of his/her object of reference.  To add your own pictures see the Creating Groups section.
Step 3. Press the Save New Student button. This will add your new student to the list of students for that group as shown in Figure 9.
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Figure 9
Important Note: You can only have up to six students per group. If you want to add more students, create a new group and add them in that new group or delete existing students.
To delete a student from the group, select the student with the mouse by clicking on his/her icon and then press the Delete Profile button or the Delete key on the keyboard. You will be asked for confirmation and the student will be removed from the list if you reply Yes.

Assigning Activities
T
o assign activities to a student, enter the Parents and Teachers Zone by pressing the F7 key when in the start page. Double click on the group that has the student you want to assign activities to. Select the student by clicking on his/her icon and press the Change Profile button. This will display a new screen from which you can assign activities to the student and change his/her general settings. This screen is shown in Figure 10
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Figure 10
This screen can be logically divided in three main parts. 
· The user information shows the students icon and name along with the group icon. There is no interaction with this area. Its purpose is to show the student profile that is currently being edited.
· The general settings allow you to change various settings that affect the playback of the activities. These are explained in the General Setting section.
· The Topics list lists activities grouped by topics. There can be many topics and each topic can have many activities. You can download and install new activities from the Sense web site at: www.sense.org/NOF. 
To assign activities to the current student you have to follow the following two steps:
Step 1. Click on the tick box next to the activity name you want to assign to select it or click again to deselect it as shown in Figure 11. You can assign up to six activities per student. If you need to assign more than six activities to a student, then create another student profile and assign that new student the extra activities.
[image: image15.png]Household Skills

OO Layingthetatle
EAD making a cheese
DO making cheese-ham
FE Making Coffee
OO Msking Tea

OIS aking Toast





Figure 11
Step 2. Press the Save Settings button which appears at the bottom left of the screen whenever a change is made. The new settings for the current student will be saved and the button will disappear again. It will reappear when you make further changes.
Note that the set of steps that make up an activity can be deselected depending on a user’s needs.  To do this, see the Selecting Activity Steps section.
In order to view the activities for a student you need to exit the Parents and Teachers zone – to do this press the Home button on the top right side of the screen shown in Figure 12 to go to the start page or the Back button to go to the previous screens. You can launch the activities by following the steps on quick start.
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Figure 12
General Settings
E
ach activity is available in three visual styles. These are photographic, graphic and mixture. There are also two kinds of sounds that can be played on each frame. These are Voice and Noise. You can set the visual style and the audio style of the activities for the current user from the general settings as shown in Figure 13. You can also set the Background colour of the frames for the What’s Right activities.
[image: image17.png]Visual Style Audio Style

Z 2 Veice

O Naise

Background: [l





Figure 13
Visual Styles: You can set one visual style for each student by clicking on the corresponding icon.
· [image: image18.png]


 Photographic Style. The pictures of this visual style depict what the camera captured when the picture was taken. The picture has not been enhanced or altered in any other way since it was taken. This is the default option for new students. An example is shown on Figure 14.
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Figure 14
· [image: image20.png]


 Graphic Style. Pictures of this visual style are much simpler versions of the pictures in the Photographic Style. They have had shadows removed and colours simplified so that they look like simple drawings. An example is shown on Figure 15.
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Figure 15
· [image: image22.png]


 Mixture Style. Pictures of this visual style are a combination of Photographic and Graphic visual styles. They preserve the details of the Photographic style and have additional features from the Graphic style. An example is shown on Figure 16.
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Figure 16
Audio Styles: You can have speech and/or sounds playing when the pictures are displayed. The sounds of the selected audio style will be played when a frame of the activity is shown.
· Voice. Sounds of this type are usually verbal instructions to the user on how to do what the picture on each frame shows. Some examples are Put the spoon on the table, Wash the tomato, etc.

· Noise. Sounds of this type are usually related to the noises produced by the objects on the picture of each frame. Some examples related to the previous audio style examples are Sound of a spoon placed on a table, Sound of running water from the kitchen tap, etc.

Note. You can select both audio styles if you want both to be played for each step of the activity.

Background Colour: What’s right activities display two pictures side by side. You can set the background colour of the frame by clicking on the coloured box next to the word “Background”. You can select a colour using the common windows colour picker dialog as shown on Figure 17. Select a colour from the dialog and press OK to accept the colour change or press Cancel to keep the previous colour.
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Figure 17
Selecting Activity Steps
A
ctivities are sequences of frames composed by pictures and sounds. It is likely that you might want to exclude some of the frames of a sequence. In this section you will learn how to exclude frames from Step by Step and What’s Right activities.
Steps Preview and Selection
You can customise activities for each student by selecting which frames you need and unselecting those you don’t. You can do that in four steps.
Step 1: Enter the Parents and Teachers Zone by pressing the F7 key when in the start page. Double click on the group with the student you want to edit. Select the student by clicking on his/her icon and press the Change Profile button.
Step 2: You are now in the screen shown in Figure 18
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Figure 18
You can see all the activities listed at the lower half of the screen. Next to each activity name there is a check box and the symbol [image: image26.png]


. Click on that symbol or double click on the activity name to view and set the activity steps for the current student.
Step 3: The screen shown on Figure 19 will appear.
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Figure 19
This screen allows you to view, select and deselect the activity steps. You can navigate through the steps from the Steps List on the right side of the screen. Click on the checkboxes next to each step to select it or deselect it. The current step in the Steps List is shown on the left side of the screen in the Step Preview. You can view it in different visual styles and listen to the sounds associated with that step from the Audio/Visual Options.
Note: Changing the audio/visual styles here does not affect the settings saved on the previous screen. They are here for preview purposes only. If you want to change these styles go to the previous page by pressing the back button and change them from there.
Step 4: When you are done setting the steps you can press the Save Settings button to save the step preferences to the student profile. Click the back button to return to the previous page.
Switch Access
E
veryday Skills supports up to two switches. This section explains how to setup the program for use with switches.

From the start screen, press the F8 key on the keyboard. This will show the dialog on Figure 20
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Figure 20
This dialog lists the serial ports of your computer. Select the serial port where the switches are connected and press the OK button. If a serial port is not available on your system, it is disabled and you cannot select it.
Problems
I
In this section, we will try to answer any questions you might have during your  first contact with Everyday Skills.
Q. 
I have created a group, but I cannot see it.

A.
You need to ensure that the group is set to be the current group, see the Creating Groups section.
Q.
I cannot hear any sound.
A.
Make sure you have selected an audio style from the Parents and Teacher Zone. Make sure the speakers of your system are properly connected and switched on. Also check the volume of the speakers and the volume of Windows.

Q.
When I run an activity some steps appear as a red no-entry symbol on white background. What does it mean?
A.
It means that some of the resources that the activity refers to are not available on your system. This is because it has been deleted or the activity script has errors in it. Download the activity again to make sure it replaces any deleted files.
Q.
I try to select individual steps from an activity but I can’t find any steps for the What’s Right mode. Where are they?

A.
Some activities support only one of the two activity modes. You cannot find the steps of one of the modes because they do not exist.

Q.
I pressed F8 to select a port to connect my switch but all of the options are disabled. Can I still use my switch?

A.
It means that your system does not have any serial ports available. You are probably using a USB switch with your other programs. You might be able to as long as your switch can be configured to send keyboard messages. 
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