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Installation

Windows

CD-Rom:

Run D:\TRWinstall.exe to begin the installation process.

Floppy Disk:

1) Insert Disk 1 in the A:\ drive. 

2) Click on A:\TRWinstall.exe to begin the installation process.

Macintosh

1) Double click on the CD-Rom icon entitled TRW installer.

2) When the new CD-Rom window opens double click on the TRWinstall icon to start the installation process.

The Reading Works

The Reading Works was created to support young students in the early stages of learning to read, as well as to help students who are having difficulty learning to read.  

The Reading Works has three main parts: 

· Information Menus:  maintain a database and enable a tutor to locate student information. 

· Exams:  provide tests that place students when they enter the program and assess their progress as they proceed through the program. 

· Lesson Activities:  the main part of The Reading Works provides activities that will assist students in learning to read.

Information Menus
Main Menu

This is the first screen that you will see.

	Login:  Click here to go to Login.

Credits: View who wrote the program and how it was supported.

Quit: Exit the program.  

Demo: This option shows a demonstration of how the program works. (Not available in this version.)

Note:  Grayed out options are not available to select.
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Login

The Login menu allows a tutor to login.

	Name: type your first name in this field.

Password*: type “tutor” in here.

Login: After entering name and password click this

button to go to Student Menu.

Back: Allows you to return to the previous screen.

Main Menu: Allows you to return to the Main Menu.

* Refer to Administrative Handout for administrative password.
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Student Menu

From this screen you can login a student or logout from the program.

	Login Student: If the student has already worked with the program, click here to go to Entry Selection.

New Student: If this is the first time working with a student, click here.

Logout: This option will allow you to logout.

Note:  Grayed out options are not available to select.
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Entry Selection 

	Name Selection: Allows the tutor to access a student’s   

status from a list of all the students currently in the  

database.  Click here to go to Name Selection.

Keyboard Entry: Allows the tutor to access a student’s  

status using the keyboard to enter a name. Refer to the  

Keyboard Entry section (p. 3 of this manual) after 

selecting this option.

Back: Return to the previous screen.

Student Menu: Return to the Student Menu.
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Name Selection 

The tutor can search through the student database to access a student’s status.

	A-C, D-F,...,W-Z: Divides the database into letter groups 

based upon the student's last name. 

Previous 10, Next 10: Allows the tutor to scroll through

the database  forwards (next), or backwards (previous) 10 

students at a time.

Up/Down Arrow: Allows the tutor to scroll through the   

database forwards (down) or backwards (up). 

Note:  Grayed out options are not available to select.
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When the student’s name appears within the list of names, move the mouse to the desired student’s name.  When that name turns red, click the mouse to login the student.  Once the student is logged in, the Student Status screen will appear.  See p.4 of this manual.

Keyboard Entry

Login a student by using the keyboard.

	Name: Click on the circle in front of Name. 

Last Name: Enter the student’s last name.

First Name: Enter the student’s first name.

M.I.: (optional) Enter the student's middle initial here.

ID: Click on the circle to the left to enter the student by their ID number. Enter the student's ID number in the box to the right.

Login Student: Click here to login the student and access the Student Status screen.  See p.4 of this manual. 

Back: Return to the previous screen. 

Student Menu: Return to the Student Menu. 
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New Student 

 The information entered here allows the tutor to add a new student to the database.

	Last Name: Enter the last name of the student here.

First Name: Enter the first name of the student here.

M.I.: (optional) Enter the student's middle initial here. 

Create Student: Click here to add the student to the database and return to the Student Menu.

Create & Login Student: Clicking here will add the student to the database. The student will also be logged in and the Student Status screen will appear.  See p.4 of this

manual.

Back: Return to the previous screen. 

Student Menu: Return to the Student Menu. 
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Student Status

Student Status displays the student’s current information. Note that the Override Recommendation and Supplement Exam options are only available for instructors.

	Active Student: Displays the name of the student currently logged into the program. 

Unit Completed: Shows the most recent unit the student has completed. 

Lesson Completed: Displays the last lesson the student completed. 

Recommendation: Displays the next lesson or exam that the student is scheduled to take. 

Do Recommendation: Click here to start the recommended Lesson Activities or to view the Exam Menu. 
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Override Recommendation: (only available to instructors) Replace the current recommendation with another lesson or exam. Refer to the Override section of this manual (p.14) after selecting this option.

Supplement Exam: (only available to instructors) Adds more components to the currently recommended exam.  See p.13 of this manual.

Log Student Out: Will log the student out of the program. Click this button to go to the Student Menu.

Note:  Grayed out options are not available to select.

For more on lessons turn to the Lesson Activities section (p.5) or for exams, turn to the Exams section. (p.4) 

Exams 

Exam Menu

From the Exam Menu page you can receive instructions on how to administer an exam or proceed directly to the exam. 

	Instructions: Click the button for instructions on how the exam works. 

Exam Tutorial: This button starts a tutorial for the exam.   

It is recommended that tutors review the Exam Tutorial prior to giving an exam.

Give Exam: (only after reviewing the tutorial) Click here to go directly to the exam. 

Note:  Grayed out options are not available to select.
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Exam Tutorial

The Exam Tutorial will help you to learn how to administer an exam.  If you have never administered an exam, go through the Exam Tutorial to familiarize yourself with the process.  The Exam Tutorial uses a yellow area on the left-hand side of the screen to display explanations on administering an exam. To continue the tutorial press the spacebar when the green circle appears in the lower left-hand corner of the screen.

Lesson Activities

The part of the program in which the student is guided through lessons that help them learn the sound associated with letters, how to put those letters together to form various words, and skills that can be used to acquire words outside the environment of the program or the classroom. 

Lesson Activities is comprised of four sections: Letter Sound Mapping, Word Building, Flash Card Assessment, and Silly Questions. These sections are presented consecutively in the program. 

· Letter Sound Mapping begins with the presentation of a letter and an example of a word in which it occurs, providing a reference for its pronunciation. This process is repeated for each letter sound of the Lesson. 

· In Word Building the letters are used to form words. The tutor demonstrates Word Building by building the first two words of the lesson.  The student builds the remaining words of the lesson as directed by the tutor who is guided by the program.  Whenever the student has difficulty, the program directs the tutor to extra help exercises.

· Flash Card Assessment evaluates the student’s ability to read the words they recently built and may recommend that Word Building be repeated. 

· Silly Questions, which start at lesson A4, is an optional review in which students can see the words they built in the lesson as part of humorous, nonsensical questions.

[image: image1.wmf]Throughout Lesson Activities the yellow area on the left side of the screen provides step-by-step directions to the tutor for conducting activities with students.  Any directions to the tutor will appear in gray in the yellow area, the Tutor’s Section.  Statements that the tutor can say appear in blue.  During Word Building a summary of tutor prompts will appear in red.  

Notice the green circle at the bottom of the Tutor’s Section.  This green circle prompts the tutor to press the space bar when ready to continue with the activity.  When the current activity requires the tutor to evaluate a student’s response, the circle will be half red and half green When the student’s response is correct, press the space bar.  If the student answers incorrectly press the enter/return key.  

From time-to-time, the squirrel provides comments that are directed to the student.  When the squirrel has a comment it will be displayed on a blue balloon.   Read the squirrel’s comments to your student.

Letter Sound Mapping
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Letter Sound Mapping starts with each letter that will be used in the lesson displayed one at a time on the bushes.   When a letter appears on a bush, directions to you, in gray print will appear in the Tutor’s section, and specific directions to be read to the student in blue print. (Note: Before long you will not need to follow the exact wording in the Tutor’s section). The green circle is present in the bottom of Tutor’s section.  It is to remind you to press the space bar to go to the next screen when the student has carried out your directions.

[image: image14..pict]After the first pass, in which you said the letter sound and the student repeated it, it is time for the student to pronounce the letter sounds on their own.  When you press the space bar, each letter will be highlighted and the directions will ask you to have the student say the sound.  The red and green circle, (referred to as the Evaluation Menu, which appears at the bottom of the Tutor’s area) will prompt you how to record the student’s response.  If the student says the highlighted letter incorrectly, you are asked to press the enter/ return key (representing the red part of the circle) to indicate that an incorrect response was given.   If the student responds correctly, you are asked to press the space bar (the green portion of the circle) to indicate that the student’s answer was correct.  The letter sounds that were pronounced incorrectly will be highlighted again.  If the student is unable to pronounce a letter sound correctly after three tries, offline help should be used.

At this point you have the option to exit the lesson or continue.  Refer to the Evaluation Menu for instructions on how to do this.

Word Building

[image: image15..pict]In Word Building, the student builds words with the letters on the bushes. First you demonstrate building two words.  To build the first word, each letter of the word must be dragged to the picnic table. You can do this by clicking and dragging each letter to the picnic table.  When you click on the letter it will be highlighted yellow.  The letter will remain highlighted while you place it on the picnic table.  When the letter is placed in the appropriate position on the picnic table, the highlighting will turn from yellow to red.  At this point, you can release the mouse and drag the remaining letters of the word you are building to the picnic table.  Once all letters are on the table, the computer will move them together to form the word. After the word has been formed, you will be prompted to read the word with the student.

When the student pronounces the word correctly the word will appear on the tree.  (The words on the tree will eventually be read during Flashcard Assessment).  After a word is displayed on the tree, the directions in the Tutor’s area prompt you to make the second demonstration word by changing a letter or several letters to make a new word. 
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Notice that in the yellow area there is some red text.  This is a quick way of telling you what needs to be done with the letters.  If there is a ‘-‘ before a letter, that means that the letter is to be moved back to the bushes.  If there is a ‘+’, then the letter is to be added.  In the case where the location of a letter within a word is to be changed, both the ‘–‘ and ‘+’ will be displayed as:  ‘- +’.  If a letter is to be moved to the left you will see an arrow pointing left. ‘<-‘ If a letter is to be moved to the right you will see an arrow pointing right. ‘->’ If you have to make a space between two letters you will see this symbol:  ‘<->’.

[image: image17..pict]Once you finish with the second word, the student will then build the words.  When the student has finished building a word the red and green circle will return.  The circle works the same way that it did for Letter Sound Mapping.  If you get confused you can look to the Evaluation Menu in the bottom left hand corner of the yellow area.  When the student reads a word on the picnic table correctly, the word will appear on the tree.
Extra Help

[image: image18..pict]When the student gets a word incorrect, two options appear in the bottom left hand corner of the screen (the Evaluation Menu).

· Said Word Wrong: This first option should be selected  when the student said a wrong word.  Ex: saying dad  instead of bad.  This option leads to practice between the target word and the word the student produced.  

· No Attempt or Saying Letter Sounds, but not Blending: This second option is when the student does not try to say the word at all or if the student says the letter sounds but does not blend them into a word.  Ex: /b/ /a/ /d/ instead of bad.  This option leads to a blending activity. (See blending paragraph below for more information.)

Wrong Word:

[image: image19..pict]When you choose the wrong word option you will be prompted to enter the word that the student said.  Type in the word the student said and press enter.  The word that the student said and the target word will appear on the screen.  At this point the student needs to explain the similarities and differences between the two words.  The prompts in the yellow area will guide you to help the student compare the two words.  Finally, the student is prompted to read the target word once more before continuing with the lesson.

Blending:
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In blending, the student blends the sounds in a word by using a series of prompts. 

Flashcard Assessment
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After all the words have been built, the squirrel introduces Flashcard Assessment with his directions (in the blue balloon).  As the student reads each word on the tree, the tutor needs to indicate whether the response was correct (by pressing the space bar) or whether it was incorrect (by pressing the enter/return key.  Once all the words have been read, the results will be displayed in the Tutor’s area.  If the student passed (at least 80 % of the words were pronounced correctly), the next step will be Silly Questions.  Otherwise, Word Building will be repeated with the same list of words in reverse order.  (Note that if the student fails the same lesson twice offline help should be used.)

Silly Questions

Silly Questions start at lesson A4.  For every lesson beyond A4, once Flash Card Assessment is passed you can proceed to Silly Questions. At this point if you choose not to continue you can end the lesson by following the instructions in the Evaluation Menu. If you choose to continue, blue and gray text will appear in the yellow area to give you and the student instructions for proceeding through Silly Questions.
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In Silly Questions the student reads “foolish” questions that contain some words from the just completed lesson. If the student has difficulty reading any of the words, have them click on the word with the mouse, and you will be informed whether you should encourage the student to sound out the word or whether you should pronounce the word.   You will be prompted to simply pronounce the word if the student does not have the decoding knowledge required given where they are in the Word Building Sequences. If the sounds contained in the word were covered in previous lessons then a Blending session will appear on the screen for the student to complete.  Once the student has successfully read through the whole sentence ask him/her to click on the yellow arrow.  At this point sample questions about the sentence are suggested.  Once you think the student understands the question ask him to click the yellow arrow again.  One of the bushes will change color indicating a silly question has been completed.  Press the space bar to move on to the next question.
Quick Instructional Summary

To Log In:

1) Double click on the “Reading Works” icon on your desktop.

2) When the blue screen appears, click the “Login” button.

3) Once in the “Login” screen, enter your first name where it says “Name” then press the Tab key.

4) In the “Password” field, type tutor. Then click the “Login” button.

5) In the main menu screen:

a)
To create a new student: click on the “New Student” button. Enter the student’s name. Then click the “Create and Login” button.

b) To log in an existing student: click on the “Login Student” button. Then you can either:

1) Click on “Keyboard Entry” and enter the students name, or…

2) You can go to “Name Selection”, click on the first letter of the student’s last name, and then click on the student’s name when it appears in the list. 
6) A “Student Status” screen will appear with the student’s name and other information such as the last unit and lesson they have completed and the recommendation for the student’s next activity. Usually you will click on the “Do Recommendation” button.  If you feel the student would benefit from a different course of action than the computer recommends, click on the “Override Recommendation” button and enter which test or lesson you feel is appropriate.  

To administer a unit test:

1) When the test appears, the screen will turn blue with a white box in the  

      center of the screen. There will be a black star in the center of the box.  

2)
Explain to the student that as soon as they click the mouse, a word will appear in the white box and that they need to read this word to the best of their ability.

3) Tell them to click the mouse when they are ready. As soon as they have read the word (whether or not they were correct), press the space bar to stop the timer. Then press the ‘1’ key if the student read the word correctly or the ‘2’ key if they did not. Continue doing this until the test is over and then press the return/enter key to get back to the “Student Status” screen. The computer will show you the recommended next step for the student. 

4)
When giving the student feedback, please make the remarks general in nature; do not give them specific information as to their answers. 

To administer a lesson:
1) Go through each part of the lesson as the computer guides you. Remember that the yellow part of the screen (the left side) will give you any instructions you need throughout the lesson.

2) REMEMBER:  every time you see a green dot on the bottom left side of the screen, it means you need to press the space bar to advance. Every time you see a dot which is half red and half green at the bottom of your side of the screen, it means you need to make a choice as to whether the student gave a correct (press space bar) or incorrect (press return/enter key) response.  

3) A quick run-through of the lesson components:

Letter-Sound Mapping: Press the space bar and letters appear in the bushes. Read to the student the sentence on the left side of the screen and ask them to repeat the sound to you. Even if the student knows letter-sound mapping well, it is a good idea to use it as a warm-up exercise.

Word-Building:  Drag letters to the picnic table as directed by the text on your side of the screen. To drag letters, click and hold mouse on letter as you drag it to the table and then release. You do the first two examples and then the student does the rest. For the remaining words the student says the word by him/herself.
Flashcard Assessment: As you press the space bar, words that the student has built will get highlighted on the “word tree”. Ask the student to read the word aloud to you.

Silly Questions: Questions will appear on the picnic table. Ask the student to read each questions aloud by following along with the mouse under each word. If the student is having trouble with a word tell them to click on the word and the computer will give the tutor instructions on what to do. When the student has read the question, encourage him/her to answer the question. Engage them in a short dialogue about the question before continuing.
Some Things to Keep in Mind:
1) The computer is there to guide you through the lessons, but you are there to ADD YOUR OWN PERSONAL TOUCH and techniques to these sessions. Don’t feel that you need to read the directions to your student word for word…your most important jobs are to KEEP ENTHUSIASM HIGH and MAKE READING FUN for your student. Be creative!  

2) If a student gets stuck in a certain lesson or continually fails the same unit test, often they will get frustrated with the computer and will want to quit.  This is an appropriate time to TAKE A BREAK from the computer, and break into a manual pen and pencil technique to help the student with the specific problem that the computer does not seem to be sensitive to. Please also remember to put this information in your tutor logs.

3) Again, please remember that we never want to give the student the answers during these sessions. It is crucial to the goal of the intervention that students provide the answers themselves. Please have patience with your student, even if it takes them a while to come up with the answers.

TRW At A Glance…

The following appear throughout the lesson activities

· A solid green circle means that pressing the space bar is currently the only option.

· A solid red circle means that pressing the enter/return key is currently the only option.

· A circle that is both red and green means that you can select either the space bar or the enter/return key.

· Directions for the tutor only appear in gray text.

· Instructions for the student appear in blue text.  These instructions can be read aloud by the tutor.

· Red text is a quick reference for building the word at hand.

· The Tutor’s Area is the yellow area on the left-hand side of the screen.

· The Evaluation Menu is the text at the bottom of the Tutor’s Area.

The following define the symbols used for the summaries of student instructions that appear in red during Word Building:

+
Add a letter

· Remove a letter

<-
Slide to the left

->
Slide to the right

<-->
Make a space

Navigating Thru Menus:

You can move from menu to menu by clicking with the mouse on the button which represents the next menu.  

You can also cycle through the buttons by pressing the tab key on the keyboard.   Once the desired button is surrounded by a black box (highlighted), press the Return/enter key to move to the menu indicated by the highlighted button. 

If you hold the shift key while pressing the tab key you will cycle through the buttons in reverse order.

Administrative Handout

· The administrative password is admin.

Supplement Exam 

The Supplement Exam page lets you configure the word sets to be included in the exam (only available to instructors).

	Active Student: Displays the name of the student currently logged into the program.  

Recommendation: Refers to the next exam that the student is scheduled to take.

Exam: Enter the unit number of the exam that you want 

to supplement.

Lesson Words: These words appeared in the lessons and  

are always part of a supplemented exam.

Decodable Transfer: Click on the box beside Decodable 
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Transfer to include words that are not found in the lesson, but which are made up of sounds the student has studied.

Decodable Nonsense: Click on the box beside Decodable Nonsense to include words that are not real, but which are made up of the sounds the student has studied.

Give Exam: Click here to begin the supplement exam.

Back: Return to the previous screen. 

Student Status: Return to Student Status. 

Note:  Grayed out options are not available to select.

Override 

Override allows you to select which lesson or exam to do instead of the recommended one (only available to instructors). The following provides help when overriding a lesson.

Active Student: Displays the student's name that is currently logged into the program.

	Recommendation: Shows the next lesson or exam that the  

student is scheduled to complete. 

Exam: Click on the circle to the left to view the exam 

details. Beside Exam there is a box where you can enter  

the unit number of the exam.

Lesson: Click on the circle to the left to view the lesson 

details.  Beside Lesson there are 2 boxes, in the 1st you can 

enter the letter series (A,B,C,D) of the lesson, and in the 2nd box enter the lesson number within that letter series.
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Back: Return to the previous screen.

Student Status: Allows you to review the current student's information.

Lesson Details: 

The status of the box to the left of each option will indicate whether that option will be included in the lesson. An ‘X’ in the box means that option is included.

For more on lessons, turn to the Lesson Activities section. (p.5)

Exam Details:

	Trained Elements: Click on the circle to the left to include the exam words that the student has studied. An ‘X’ in the box to the left of an option means that option will be included in the exam.
Lesson Words: Words that appeared within the lessons. 

Decodable Transfer: Words that did not appear within the lesson, but are made up of sounds the student has studied. 

Decodable Nonsense: Words that are not real, but are made up of sounds the student has studied.
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Untrained Elements: Select the circle to the left to have real and/or unreal words that the student has not  studied. To have an option be in the exam make sure an ‘X’ appears in the   box to the left of that option.  

Words:  Words that include sounds the student has not studied.

Nonsense: Words that are not real, and are made up of sounds the student has not studied.
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