

This is a word processing package that has several features:

1. On screen world lists

2. A writing planner

3. Ideas notebook

4. Children can create their own word bank

5. Teacher configuring

You can find this program in ‘Curriculum titles’ When you run the program this screen occurs. It is in red level, the highest level.
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There are four levels Yellow, Green, Blue and Red. Yellow and Green are suitable for Reception and Year 1; Blue for Year 2 and 3 and Red for Year 4 plus. (These are just guides)

 Changes

1.To change the font use the icon highlighted. Levels green and above the word needs to be highlighted before the font can be changed.
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2. To format paragraphs use the drop down menu

3. To change the page colour in green choose from the format menu. In red and blue, choose ‘Paper colour’. In red you can also create a custom page colour by dragging the three sliders beneath the colour palette.

4. Page size and Margins- at blues and red lvel it is possible to change document settings by choosing ‘document’ from the ‘Format’ drop-down menu. Red level is similar to WORD.

5. Borders and Backgrounds- this tool can be used from Green level. It can be found in the ‘File’ drop down menu. When you return to the page it will appear blank and to see the final version you need to choose ‘Print Preview’ from the ‘File’ drop down menu.

[image: image3.png]Ivlﬂlﬁlnl“)-lil&IESKIOIII@IQ}IBI
- R B

L8 2 2 3 B L m 5

B
Slola]

BEE

Arial

E A A A A A
R A T N

Foges 1-2

Line 1 |Column 0| 61% |INS

T write away - irosf.





6. Headers and Footers- if you are working in red level you can add headers and footers. From the ‘Edit’ drop down menu choose ‘Headers and Footers’. Type the text that you wish to appear on each page of the document and then choose a formatting option to place the text. There are some short cuts to put information into headers and footers. The shortcuts work though a series of codes:

	Code
	Format
	Result

	#p: (page number)
	Page: #p
	Page:1

	#n: (number of pages)
	Page: #p of #n
	Page 1 of 3

	#d: (date)
	Date: #d
	Date: 05-Aug-03

	#t: (time)
	Time: #t
	Time:11:20

	#f: (filename)
	Filename: #f
	Filename: ELEPHANT.WAV


7. Framing text- in blue and red level it is possible to add a frame to selected text by choosing ‘frame’ from the ‘Format’ drop-down menu. In blue level, you can build a frame with default parameters by checking the circles next to the options whereas, in red level you can set precise values.

8. Using Pictures- pictures can be added from green level upwards. (This is a limited tool in Write Away!) In green level choose ‘get a picture’ from the ‘Edit’ drop-down menu and it is only from this selection. In Blue and Red level choose ‘Insert’ from the ‘Edit’ drop down menu and choose ‘Insert a picture’ or ‘Insert’ respectively. In blue and red level you can also make pictures bigger (Ctrl+B) or smaller (Ctrl + S).

9. Printing- click the print icon! In red you can select the number of pages. You can set more print opt by choosing them from the ‘File’ drop-down menu. 

10. Print preview- previews work and useful if you have added a border

11. Printing a draft- enables you to print an unformatted copy of the text in your document.

12. Checking spelling- you can run a spell check on a document at any level except yellow.
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By using this icon or going to the ‘Edit’ drop-down menu allows you to check spellings. In red level you can make some changes to the spell checker. Choose ‘Spelling’ from the ‘Options’ drop-down menu:

‘Exact match required’- exactly as it is written in the dictionary

‘Ignore full caps’- will make the spell checker ignore a word where all the letters are in Upper case.

‘ Ignore partial numbers’ –refers to ‘words’ that contain numbers such as 23rd

‘Ignore numbers’ -will ignore all numbers’
‘ Allow joined words’ –will ignore a hyphenated words when both parts are spelt correctly

‘Recheck typed replacements’ –will check any words that you type in to the ‘replace with’ bow before they are added to a document

13. The Word book- stores any words entered by a user as well as any spelling errors encountered during the spell check process.
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Click the icon to launch it. To add a word to the word book, click one of the tabs to load the correct page and then either click the ‘Pencil’ icon, click an empty space and type the word, or double-click an empty space and type the word. To change a word, click to select it, type the change and click ‘OK’.

Each word book is unique to the user, but it is possible to create a common ‘Topic’ word book. Topic words are red rather than blue:

Edit a ‘Topic’ word book by holding down the ‘Ctrl’ key and clicking to the right of the ‘Door’ icon. You can now edit a word list.

14. Word lists- Write Away! Gives you the option of displaying wordlists. At green level, the word list is displayed at the bottom of the page by default. Up to five word lists can be made available at any one time.

At blue and red levels, choose ‘Word lists’ from the ‘View’ drop-down menu. To add a word from a word list to the page, simply click on it. Move between word lists by using the coloured buttons.

15. Creating a word list-With ‘word ‘lists’ loaded, hold down the ‘Ctrl’ key and click to the right of the ‘Bin’ icon and this will load the editing tools:
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Click on the default title between the coloured buttons and the editing tools. Type a title for the new list into the dialogue box that pops up, and then click ‘OK’ to update the screen.

Populate the list by clicking the empty ‘cells’ and entering words directly into them. To change a word, click on it and enter the changes in the dialog box.

To display up to five word lists, click the ‘List’ button. The ‘Open’ button will load a list, the ‘Bin icon will remove any list. When you have completed the selection, click ‘OK’ to display the lists you have chosen. The ‘Print’ button will print the current lists.

16. Writing planner- this is a tool that users can organise their thoughts before setting on task. (Not on Yellow level) Click on the writing planner icon:
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Click on the icon and type a line into the box, press ‘Enter’ or click ‘Add’. Each time this occurs a new line is added to the planner. To make changes to a line, click on it to highlight and then make your changes. To change the order of lines, click a line and hold the mouse button down, when the cursor turns into a hand carrying a sheet of paper, you can drag the line where you want.

Sub-sections- to add a sub-section, click on the line to which you wish to add it and type the new line into the input box. To add to the text click ‘insert’ and the text should be added. The line to which you have added the subsection will now have a red arrow next to it. Click this arrow to reveal the sub-section and click again to hide it:


To display all the main headings and sub-sections at once, click on the ‘Red Balloon’ on the ‘writing planner’ menu bar.

Plans are always saved with the piece of work to which they are associated. To paste a complete plan into a ‘Write Away!’ document, click the ‘Copy’ icon, place the cursor where you would like the plan to start, and then either choose ‘Paste’ from the ‘Edit’ drop-down menu, or use  Ctrl+v.

17. Ideas notepad- red level only.  This notepad is to Jot down ideas to be used later.

18. Teacher setup- there are four levels but there is a possibility to create a new user by pressing Ctrl+T:


This box appears and then you can edit the toolbar. The buttons can be made bigger or smaller.

If the changes are just temporary click ‘OK’ but if you would like them to be permanent click on the ‘Save as’ button.

‘Reset’ goes back to the original settings.

Write Away! Also has a manager setting with a password of ‘SECRET’. This allows you to add users and choose a user or access an account to look at the statistics of use and these can be created in a list form for easy access. (This is found in the ‘Supertools’ Program group.)

Lists
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