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TYPE TO LEARN

Getting Started

1. Open up Type To Learn. 

2. You’ll see the opening screen (above), then the Login Screen will appear.
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3. Choose the Teacher Name (use the scroll bar to find more names).

4. Choose the Class (the same as the Teacher Name).

5. The first time a student uses the program, then type in their FIRST and LAST name (spelling counts – if they misspell here, it will remain misspelled).

6. Click OK.
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(Play & Practice: used for demonstrations and/or quick practice.  Data is NOT saved.)
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If the student has already entered their name previously, they choose it from the STUDENT box.  Their name will appear in the “First Name” and “Last Name” boxes.

8. Click OK.

9. The Main Menu screen appears.
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10.  To begin the lesson, click on the LESSON button.

11. The lesson screen comes up.  Directions are given verbally throughout the program.  If you have the sound turned off, watch the screen carefully for directions.
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12. To adjust the sound, click on OPTIONS 

in the Menu Bar, then SOUND LEVEL.
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13. Make the appropriate adjustment.

14. Click OK.

15. If you still have no sound, check the sound setting on the desktop: (You must do this before beginning the Type To Learn program.)
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On the bottom-right corner of the screen, you have some small icons.  One of them is a yellow speaker.

· Double-click the speaker. 
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The Volume Control box appears.

· Look at the first setting, Volume Control. Check to see if MUTE ALL has a check mark in front of it.

· Remove the check mark (click on it).
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Click on the X in the top right corner of the box to remove the Volume Control box.
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To get to another part of Type To Learn, once you have started, look for the options in the top left and top right sections of the screen.  If the option is “grayed out”, then you are not allowed that option at that time.

[image: image24.png]Program Options I |

Mission Oj

Lesson Options

Activity Options





17. To quit Type To Learn, click on FILE, then EXIT.

18. Click on the LEAVE button.
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There are numerous options you have as a teacher within Type To Learn.   You can make changes for your entire class, or for individual students.

· When you are at the Login Screen, hold down the CTRL and ALT keys and press T.

· The ENTER PASSWORD window appears.  The password is     jaguar      
DO NOT CHANGE THIS PASSWORD.

· Click OK. 


· Choose your name from the list.

· Click on the CLASSES button.


· Click on the  CLASS OPTIONS button.

· Make sure that you choose CHOOSE CLASSES  or CHOOSE STUDENTS.

· DO NOT choose MODIFY SETTINGS FOR ALL CLASSES.

WHOLE CLASS

CHANGES:

· Make sure that you clicked on CHOOSE CLASSES from the previous screen.

· Program Options


· Mission Options


· Lesson Options


· Activity Options


INDIVIDUAL STUDENT

CHANGES:

· Make sure that you click on CHOOSE STUDENTS from this screen.



· Make sure you are in YOUR class.

· Click once on the name of the student you want to change options for.

· Click on CONTINUE.


· Choose the option windows you want to see and make your changes.  Remember, these changes will be for ONLY the student you have selected.







KEYBOARDING 

REMINDERS:

Students should:

· Sit up straight.

· Keep feet flat on the floor, no ankles crossed.

· Keep their eyes on the screen as much as possible.

· Keep their fingers on the “home  row” at all times!

· Use only the right-hand pinkie to press ENTER (keeping the index finger from the right hand on the home row while pressing Enter, so the right hand returns to its home row position).

· Keep both thumbs resting on the space bar, but use only ONE thumb to press the space bar.

Teachers should:

· Remind students of the above before they begin keyboarding.

· Circulate around the lab, continuing to remind students of proper keyboarding techniques.

· Model correct keyboarding techniques as often as possible.

· Remind students while word processing, to use correct keyboarding techniques.


Mission To Do List:


Shows the student which activities are left to complete. Completed activities are “grayed” out.





Current Lesson:


Shows the student which lesson they are working on.





Activities:


Shows the student which activities may be opened.  These activities are setup by the teacher.  They are not available until the student completes at least the “Learn New Keys” portion of the lesson.
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