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The ActivClassroom by Promethean creates successful, 360-degree educational
environments by connecting technology to human ingenuity, and teachers to their
peers, to students, and to a whole new world of learning.

ActivLearning is only one part of an integrated system of hardware, software,
training and resources designed by educators for educators to support teacher
efforts at instruction and assessment, improve student participation and strengthen
performance for all types of learners.
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Welcome to the Promethean
ActivlLearning Training Series

Core Essentials

In the Core Essentials workshop, you will be introduced to the Promethean
ActivClassroom. You will discover how to use Activinspire to create an
atmosphere of inspiration and learning. You will be introduced to the toolboxes
included in Activinspire and learn how to use several of the basic tools within
these toolboxes. You will be able to create, save, and print a flipchart. Finally,
you will realize how to gain access to the thousands of resources found on
Promethean Planet, the world's largest online teacher community.
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Learning objectives

Participants will be able to:

Connect and calibrate the ActivBoard

Navigate the Dashboard to easily access various Activlnspire functions

Create engaging, interactive lessons using Activinspire’s tools and resources

Use the Camera Tool to create nonlinguistic visuals to represent student understanding

Navigate the Resource Library to incorporate resources in flipcharts

Use shared sounds and the sound recorder tool in creating flipcharts to capture students’ attention
Navigate and manipulate flipchart pages through the software easily using the Page Browser

Use Page Notes as a way to share lessons with others effectively

Learn various ways to stimulate student interest using tools found within ActivInspire such as Focus Tools
Use Desktop Annotation to interact with other Windows applications and files

Incorporate digital media as a means to bring subject matter alive and create virtual experiences for students
Make use of Connector Tool to help students see relationships in visual form

Utilize the Object Browser to manipulate objects in a flipchart

Import from existing digital resources such as PowerPoint™, PDF, SMART and other supported files

Activate, determine settings, and apply the Ruler, Protractor, Compass, Calculator and Dice Tools to lessons
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ActivClassroom
Welcome to the Promethean ActivClassroom

You are about to begin an exciting learning experience. The ActivLearning series has been designed to support you
as you learn how to use Activinspire as a dynamic lesson-building tool.

In Core Essentials, you will learn to develop lessons using the main features of the Activinspire software. You will
discover ways to use Activinspire with the abundant resources available through Promethean Planet.

In the Beyond the Essentials workshop, you will discover how to enhance the use of other software you may be using
in your classroom and incorporate your existing digital media.

Advanced Techniques will expand your skills to include more advanced features that offer additional opportunities
for interaction with your students.
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WHhat is an ActivClassroom?

The ActivClassroom helps achieve student focus and motivation by creating a collaborative classroom environment in which
teachers have the opportunity to produce and deliver truly interactive teaching materials for their students.
Promethean’s ActivClassroom can consist of:
e |Intelligent tools to engage students and help to keep them on task
e Interactive whiteboards that bring images and sounds front and center to change the way students see education
e Student Response Systems to provide a means to communicate with students and provide teachers with assessment data
o Audio tools to ensure that every student will be able to hear the teacher clearly
e Promethean Planet to connect teachers to an online community where they can share insights, knowledge and lessons

o Activlnspire software to build lessons to inspire learning

This manual is designed as a reference for you as you work with Activlnspire Software.

ActivInspire software has been developed by listening to the needs of the teachers and learners who use our software. Activlnspire
allows teachers to create lessons that come to life in full-color video, sound and graphics.
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What are the benefits?

e Tailors lessons to suit the learning needs of individual students

e Supports a broad range of learning styles

e Brings the subject matter alive with interaction

e Helps students visualize key concepts with imagery

e Encourages students to construct meaning through play and experimentation

e ActivClassrooms make learning fun!

IFlipchart' is the name given to an Activinspire lesson. Like a traditional paper-based flipchart, an Activlnspire
flipchart can contain as many pages as you wish to create. However, unlike a traditional flipchart, your
Activlnspire flipcharts can contain much more than just notes and images.

You can incorporate a number of different media forms into your flipcharts including sound files, videos,
animations, interactive activities and web-links. Additionally, the extensive Resource Library is full of items
for you to use if you don't have the time to source your own. You may easily save, print and even share your
flipchart with other teachers. The only real limitation is your imagination!

Visit Promethean Planet, our teacher community (www.prometheanplanet.com), where you will find a
multitude of free downloadable and editable flipcharts created by teachers just like you.

You can even make your flipcharts available for other teachers to use by uploading them to Promethean Planet.
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The Hardware
ActivBoard

Your ActivBoard is constructed of extremely durable, Formica-like material, engineered to withstand
day-to-day use within any classroom. ActivBoards are designed for student interaction!

Maintenance Tips

e Do not use abrasive powders, soaps, detergents or petroleum-based cleaners or solvents.

e Scratches cannot be repaired or removed and will make ink and stain removal in that
area difficult.

e Due to the high quality of the projection surface, it is not recommended that anything but the
ActivPen be used on the ActivBoard.

e Ifthe surface needs cleaning after the accidental use of dry erase or permanent markers, we
recommend using dry erase marker board cleaner sparingly.
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ActivPen

An ActivPen is a self-powered, battery free, wireless device that communicates with your computer through an
ActivBoard. The ActivPen acts as a mouse; it performs the same left and right-click functions and enables you
to control the cursor in the same way. The ActivPen is just like a mouse.

Moving the cursor

Hold the pen nib lightly on the board; don't push in the pen nib. Move the pen around. The cursor will follow
your pen.

Left-click

Tap the pen nib firmly but quickly on the ActivBoard.
Right-click

Hover the pen nib over the ActivBoard; be sure not to push in the pen nib. Press the button on the side of the
pen. The right-click options will appear.

Click and drag

Press and hold the pen nib down on the board over the object you want to move, and then move the pen. The
object you have chosen will move with the pen.

Double-click

Two firm but quick taps against the board with the ActivPen’s nib performs the same action as a double-click
with a mouse.
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The ActivPens “tune” themselves to the board and are not designed to operate alternately. The pen has a
removable tip, called a nib. This nib can become worn with use and may be replaced by removing the worn tip
and inserting the replacement nib.

Calibrating

Calibrating the ActivBoard is a simple and quick procedure that can be performed at any time.

Method 1

o Hover your ActivPen over the Promethean icon at the top, left corner of your ActivBoard until you
hear an audible beep.
e You will be prompted to 'Click on surface to begin'.

o Precisely click the center of each of the five calibration crosses as they appear on the board.

Method 2

o Right-click on the ActivManager £ icon in the bottom right-hand corner of the screen.
o Select Calibrate.

e Once the calibration program starts, move to the board and follow the on-screen instructions.
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After calibrating, check that the tip of your ActivPen lines up with the cursor on the ActivBoard.

Note: Should you have difficulty calibrating your board, reset the board by unplugging or turning it off for thirty seconds.
Then turn it on and try calibrating again.

If your ActivBoard and projector are mounted, you will only need to recalibrate after any adjustment affecting
the projected image is made, or if a different computer is used. In a non-permanent setup, should the projector
or the ActivBoard be moved, you will have to recalibrate.

Getting Started with Activinspire

Launching Activinspire

To launch Activinspire, double-click the icon on your Desktop/Dock or find ActivInspire in the
Start Menu/Applications folder.

When you open Activinspire, the Activinspire window opens behind the Dashboard. What this window looks
like depends on several things:

e Your preferences at startup

e Whether you are using Activinspire Professional or Personal

Note: The directions and images included in this series are based on the Professional Edition of Activlnspire Studio.
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Dashboard

When you launch Activinspire, a blank flipchart opens ready for your input. You will also see the
Dashboard displayed to the front of the workspace.

The Dashboard helps you to make the most of Activinspire and your ActivBoard. It offers a range of
actions which can be performed by clicking on the option.

The Dashboard will remain open until you close it. To close the Dashboard, click on Close in the bottom

right of the Dashboard, or the close box (X) in the upper right corner.

] Activinspire Dashboard

i ﬁf'f Flipcharts. .. @ Create a new flipchart

: Open a flipchart
Annotate over the Desktop

@ ExpressPoll
Open the Flipchart Inspire Training Tasks'

Promethean Planet
e ﬁ Open the flipchart "Morning meeting, schedule an.. !

ﬁ Open the Flipchart Tnspire Training Tashs'

Canfigure... Open the Flipchart ‘Scarlst Letter!

ﬁ Training and Support I'ml!Li Irnport From Powerpoint. .,

F,II Irnport From SMART MoteBook. ..

Shaow the dashboard window on startup |
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The Activinspire Dashboard has six options on the left side and subheadings for each option are accessed on

the right side.
Flipcharts Quick links for working with flipcharts
Annotate over Desktop Opens a Desktop Flipchart
ExpressPoll Opens the ExpressPoll
Promethean Planet Opens Promethean Planet with one click
Configure Quick links for profiles, device registration, updating software
Training and Support Opens Promethean’s Web Support site

Activnspire incorporates both Activinspire Studio and Activlnspire Primary into one piece of software. You
can now switch between the two.

To switch between the Activinspire Studio and Primary interfaces:

Option 1

o Check the box ‘'Launch next time using the Primary look and feel'.

Option 2

e Check the box ‘Launch next time using the Studio look and feel.

The switch becomes effective the next time you start Activinspire.
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Choosing Your Activlnspire Interface

Profiles

You can adapt Activinspire to suit your needs. When Activinspire is launched, you are presented with tools
and options based on a profile. There are five default profiles from which you can choose:

e At the Board E e i !i

° Authoring ' '_= Ak The Eoard
e Languages Authoring
e Mathematics
. Languages
e Media
Mathematics

Media

The Profile used in the ActivLearning Series is the Authoring Profile. This profile offers the authoring tools
you will need for quick lesson development.

Profiles may be changed to fit your needs. As you use Activinspire, it will make note and the next time you
open it, it will look and act the way you left it.

Copyright 2009 Promethean. No printing rights granted ActivLearning Training Series 15



To change between profiles:
e In the Main Toolbox, click ‘Switch Profile’.
o Choose the desired profile from the Popup Menu.

o The chosen profile is immediately active.

To make changes to a profile:

I ~0- W A

e From the Edit Menu, select ‘Profiles’. — .
il | |‘}fmgwmmm]i-m|
e The Edit Profiles Dialog Box will be displayed. A a5 —{—
e Each category of the active profile can be Weihor, jceorys  REScin B M) O i Bl ietn
o ] Dl ook |k e v lbcoes w  [5] Poeed
accessed by clicking on the desired tab at the Broweees o ] pred 2] vt
top of the Edit Profiles Dialog Box. A CTIEE Bt
Domumenk bk [Dockbop (o) (2] sl
e Choose the desired category tab to be
. . . [=] St Mippchart tramhean
presented with the available options. (0] shans llanan
Layout — Position, visibility and behavior of Main
Toolbox, menus, flipchart trashcan/bin, flipchart
workspace and document tabs.
Commands — Add and remove tools and
commands. e

User defined buttons — Create shortcuts to files or programs.

Settings — Customize the preferences for tools, multimedia, Learner Response Systems and other general
application preferences.

Note: Later in the course, you will learn to create different profiles for different circumstances and save your preferences in as many
profiles as you wish.
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Pin View Options

As you work with Activinspire, you can alter how the flipchart workspace

Docurnent tabs

Trashcan

is displayed. Fie b
The View Menu allows several options. Based on your preference, you | &=t
can choose to hide or view the Browser, Menubar, Document Tabs, L vew o] a=| swich Profie
Flipchart Trashcan/Bin and Dashboard. fnsert b | 3 Fulscrcen Fs
Tools b Flipcharts 3
The View Menu is available through the Main Menu on the Main L T S ——
Toolbox, or from the Menubar. 1— s [ e———
Note: You can work with several flipcharts at the same time. Each flipchart will open . L3 ﬁ| B & reezm
within its own tab in the ActivInspire window. Move between flipcharts by clicking f z il_' E Brawsers
on the tab across the top of the flipchart window. ‘ ﬁ| * - .
Pl
&T .

Dashboard

Sound Controller

Custamize

@ Activinspire - Studio

File Edit View Insert  Tools  Help Untitled®* = Multipication Facts () |

R

The Browser and/or Main Toolbox can be pinned into place or automatically hidden when not being used.
Click the Pin toolbox icon on the top right of the Browser or Main Toolbox to pin or unpin.

When pinned, the Browser and Main Toolbox will remain visible and the Pin icon will be highlighted yellow.
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When unpinned, they will remain hidden to the side of the page until the ActivPen is moved to the edge of the
flipchart where the Browsers or Main Toolbox are hidden. The Browsers or Main Toolbox will appear on the
page and can be used normally until the pen is moved away to another place on the board.

Note: The Browser may be closed by clicking the close box in the top left corner. 1= e
To view the Browser, choose View>Browsers. :
i _ Dack right
E I 3 Dock top
Click the Toolbox Options Menu on the Main Toolbox to choose how it displays. oS b
From the Popup Menu choose to place the toolbox at the top or bottom of your .
flipchart workspace or to display it as a floating tool palette. . v JEE
Options to roll up the floating toolbox or to roll in and out the Quick Access ollLh
Toolbar are also available. Roll In
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Page Scale Options

The Page Scale Menu allows you to scale your flipchart within the window. Click on the down arrow and
choose from the drop-down list.

Clicking the Fullscreen tool will cause the flipchart window to display over the entire screen, preventing
access to the operating system’s menus. The Fullscreen tool is a toggle, so clicking it again will exit the
fullscreen mode.

- Note: Fullscreen can be accessed through the
Bl B ragetofi [pestrt & View Menc, &

Besk Fit

Fit: to Width
Fit ko Height
PO, Fullscreen
S0%
100%:
15045
200%:
F00%:
S00%:

Fs will toggle the Fullscreen view.
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Foundational Tools

Using the Pen Tool

You can use the Pen tool to write on your flipchart page as you would with a regular pen.

To activate the Pen tool:

e Click on the pen icon in the Main Toolbox. When the tool is active, its background will be highlighted.

e Choose the color of your pen by clicking on your choice in the color palette.

o Change the width of your pen by clicking on one of the standard preset width numbers in the Main
Toolbox or by sliding the pen width slider.

Objects created with the Pen tool are called annotations.

Using the Highlighter Tool

The Highlighter tool works in much the same way as the Pen tool, except the Highlighter places a layer of
translucent color on the flipchart page.

This tool is great for pointing out specific dialog in a story or difficult or interesting words in a current event
selection, or highlighting directions.
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To activate the Highlighter tool:

e Click on the Highlighter icon.

o Select the color and width in the same way as you did with the Pen tool.

Objects created with the Highlighter tool are called annotations.

Note: You can change a profile to display 8, 16 or 24 colors in the color palette. Choose Edit>Profiles>Layout and choose the desired
number of colors from the drop-down menu next to ‘Main Toolbox'.

Edit Profiles 3]

‘IE Authoring y\‘ ﬁ u E % : A

ﬁ Layout |g Commands
Icon size 24 '—.3—

Main toolbos: |D0ck tight V| |16 Colors [82)

LE.I Settings

lﬁ User defined buttons

Finned [] Rolledup  [] Rolled in

- |8 Colors
Dual toolbozx Dock left Al c Colors Finned
Browsers ] z4Colors Finned Wisible
Menubar Dock top Vf Wisible
Document tabs Dock top ] Wisible
show flipchart trashcan
[ show Fullscreen Choose the arrow and choose

number of colors to display.

Restore File Associations
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Flipchart Structure

As you work with Activlnspire to create your lessons, you will find it helpful to understand how a
flipchart is constructed.

A flipchart is built in four layers. Objects that are placed on a flipchart page will automatically be applied
to their default layer.

As you know, objects created by the Pen and Highlighter tools are annotations. Annotations always display
over other types of objects on a flipchart page. This is because their default layer is the Top layer.

As you work through the Core Essentials Course, you will learn how to create textboxes, add images,
shapes and other media to your flipchart and apply backgrounds to your pages. The default layer for
objects, other than annotations, is the Middle layer.

There is a Bottom layer that is not assigned as the default for any object type, and a Background layer
which is a color (white by default) or can be an image.
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You will learn in the Object Browser section of this manual to easily manipulate objects within their default
layer and to move objects between layers.

The illustration below demonstrates the layers of a flipchart page. It may help you to understand why
annotations will appear over other object types regardless as to where they are located.

Avwnotaliovny are ovethe top layer.

Annotation are onwthe top layer

Top Layer
Textboxes, Shapes,
mages and nm“:r Middle Layer
objacts default to
the Middle Layar
mOo
Bottom Layer
Background Layer

We will go in depth about layers later in the Object Browser section of the ActivLearning Series.
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Undo and Redo

These tools can be a teacher’s best friend.

The Undo tool reverses the last action performed in Activinspire on your active flipchart. You may
undo all the way back to your last save. Click the Undo tool as many times as needed to remove items

from your flipchart page.

The Redo tool reapplies an action that has been undone by the Undo tool. You may click the Redo

tool until there are no further actions to redo.

Deleting and Manipulating Objects
on a Flipchart Page

Each time you draw with the pen or highlighter, you place an annotation object on the flipchart page. As we
progress through the ActivLearning Series, you will discover how to add other objects such as textboxes,
images and shapes. As you learn to build flipchart lessons, you will find the ability to select and move objects

around the page will offer opportunities for student interaction.

Select Tool

The tool used to select and move objects is the Select Tool. &’
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Eraser tool

The Eraser tool deletes any Annotation Object. You can delete the annotation completely, or break it into
separate objects and keep the remaining parts.

To delete using the Eraser tool:

e C(lick the Eraser tool to cause it to be the active tool.

o Select the width of the eraser with the slider.

e Click and drag over the annotation to delete all or part of it.

Note: The Eraser tool only deletes annotation objects; it will have no effect on other object types.

Clear tool

To activate the Clear tool:

e Click on the clear tool.

e Select an object from the Popup Menu.

e All objects from the chosen category will be cleared from the page.

Note: If you want to bring back work that you have cleared, use the Undo tool.
Clear Annaokakions.

Clear Oi:ujects

Clear Grid

Clear Background

Clear Page
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Select and move objects with the Select tool

To activate the Select tool: &

o Click on the Select tool. The cursor will change to a small arrow head with a cross. %

e Click on the object to be moved and drag it to the desired position.

Note: If you wish to remove the object from the flipchart page, you can drag it to the Flipchart Trashcan/Bin.

Size objects

Once an object is placed on the flipchart page, it Marquee Handles

can be changed, moved, rotated and edited using @ @ lﬂ @ E
the Marquee Handles and Sizing Handles. Place Sizing Handle ®9®@®

the Select tool over the desired object and click to QA N
display the Marquee and Sizing Handles.

Size Object
(Maintain Aspect)

To size an object:

e Move the Select tool over the object and select with a click. A box appears around the object. The
circles at the corners and in the center of each of the sides are the Sizing Handles.

e Click and drag the Sizing Handles to alter the object’s shape and size.

Note: There is a special Sizing Handle that, when used, will resize the object proportionally, without distortion.

This handle can be identified by the diagonal line.

Copyright 2009 Promethean. No printing rights granted
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To select multiple objects:

o Click and drag across the items to be selected using the Select tool. A box will appear surrounding all the
selected objects along with the Marquee and Sizing Handles.

e Size the objects within the selection by manipulating the Sizing Handles.

Automatic Annotation Grouping

Group/Ungroup lcon

Annotations created in close proximity to one
another are automatically grouped together. |@ @ [E] @ @ @
Q o)

To ungroup grouped annotation objects:

o Click the Group icon in the
Marquee Handles.

o Click away from the selection to
deselect the group.

e Move each annotation individually. ) )
Size Object

(Maintain Aspect)

Note: You can change the Settings for annotation objects. Automatic grouping of annotations may be disabled by removing the check
from the option in the Flipchart Objects Setting. Select Edit>Profiles>Settings>Flipchart Objects. Remove the check next to
Automatic Annotation Grouping.
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Manipulate and Edit Objects with the Marquee Handles

The Marquee Handles offer a number of options for manipulating and editing objects. The following are the
default Marquee Handles that display when an object is selected.

ﬂ Freely Move Object - Allows an object to be dragged anywhere on the page or into
e trashcan/bin, even if its properties have been restricted.

: Rotate Object - Rotates the object.
% Object Edit Menu - Opens the Object Edit Menu.

Translucency Slider - Increases or decreases the object's translucency.

Toggle Grouped - Group and ungroup selected objects.

7

h: =A. Bring Forward/Send Backward - Brings objects forward or sends them backward by
one position within the stack.
| |
..* i Duplicate - Duplicates the selected object(s).

wv *“ Increase/Decrease Object Size - Increases or decreases the size of selected object(s).
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The Object Edit Menu offers the editing options you have become familiar with in other applications such
as cut, copy, paste, and delete. You will also find options for transforming objects and arranging them on the

flipchart page.

Property Browser F9

Action Browser Fi0

Converk to text

Corvert to shape

Insert link ta file..,

x| Blhgey 4l 9 8 @11

Cut Chrl4

Copy Chrl+HC

Paste Chrl4y

Duplicate Chrl4+D

Delete el

Transfaorm 4

Reorder »

£ Locked ChrlShift+L

Grouped Chrl4+G

Hidden Chrl4+Shife+1

o
13 Crag a Copy Chrl+5hift+1
SO )
o) ()
b

4
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The locked option, when chosen, will cause the selected object to lock into place to prevent accidental moving
by students as they work with a flipchart lesson.

Once an object is locked, it cannot be moved until it is unlocked or Design Mode is selected.

When activated, Design Mode turns off settings that have been applied to objects on a flipchart page to allow
the objects to be edited.

Click the Design Mode tool at the top right of the flipchart window to access Design Mode. The tool will
switch from blue to red to indicate Design Mode is active.

BEZ B

l I

Design Mode Tool Design Mode Tool
Blue Indicates Design Red Indicates Design
Mode is off Mode is on

Another choice from the Object Edit Menu teachers find helpful is ‘Drag a Copy'. This feature, when applied
to an object, allows multiple copies to be created with a simple click and drag.

To set lDrag a Copy':

o Select the object(s). The Marquee Handles Toolbar will appear.
e Choose the Object Edit Menu.

e Select 'Drag a Copy'.

o Click and drag the object. Rather than moving, the object will duplicate and a copy will be created.
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Note: It is easy to identify

@ objects that have been set
e to 'Drag a copy’. You have

learned to identify when

the Select tool is positioned

over an object which can

be manipulated because it

changes to include a plus next

to the arrowhead. If ‘Drag a

copy' is active, the cursor will

change to an icon of a hand

with a plus next to it.

Creating a Flipchart

When Activinspire is launched, you are presented with a blank flipchart. Each flipchart opens in its own tab.
Multiple flipcharts can be opened simultaneously.

A tab for each open flipchart will be located at the top of the Flipchart Window. New or existing flipcharts can
be opened from the File Menu or the Dashboard.

@ Activinspire - Studio

File Edit Wiew Insert  Tools Help‘ Untitled* = Multipication Facts 2 |
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32 ActivLearning Training Series

To open a new flipchart from the Dashboard, choose Flipcharts>Create a new flipchart or

File>New Flipchart.

@ Activinspire Dashboard

_L)ﬂ Flipcharts...

Annotate over the Deskkop
ExpressPoll

Promethean Flanet
Configure. ..

Training and Support

gL O& K

Show the dashboard window on startup

\_2’2 Create 5 new flipchart
ﬁ Open a flipchart:

Open the flipchart ‘Tnspire Training Tasks'

g Open the Flipchart Inspire Training Tasks'

g Open the flipchart 'Morning meeting, schedule an...'

: Open the flipchart 'Scarlet Letter!
E“' Import from Powerpoint. ..
e

7l Import From SMART MoteBook. ..

Close

Ele—| Edit  Yiew Insert Tools Help
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Mew Flipchart Chrl+r

Mew 3

Qpern. .. Chrl+0

Close Flipchart el

2
ﬁ Cpen Fecent 3
@.
u Save Ctrl+5
w Save As..,

Summary. .,

Publish...

Submit Flipcharts to Promethean Planet

Import 4
= Print Chel+p
LEJ Sethings...

o Exit




The new flipchart will display in the tab as ‘Untitled’ until it is named and saved.

To save a flipchart:

e Choose ‘Save’ or ‘Save As' from the File Menu.

e Name and save your flipchart.

Note: Saved flipcharts can be opened using the Open command from the Dashboard or File Menu. Recently used flipcharts will be

displayed on the Dashboard and can be easily accessed from the File Menu by choosing 'Open Recent’.

Shape Tool

There are many different types of objects that can be added to a flipchart. The Shape tool will help you to
create specific shapes. The shape objects created with the Shape tool will be applied to the Middle layer of the
flipchart page.

To create shapes with the Shape tool:

e Click on the Shape tool to select it.

e Choose a shape from the Shapes Menu.

o Choose the outline color of the shape from the color palette on the Main Toolbox.

e Choose the outline width with the Pen Slider or presets.
e Choose Fill Options (color fill or no ﬁlD from the color palette within the Shapes Menu.
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e Move to the flipchart page; click and drag to draw the shape to the desired size.

Fill Colors

@\
— n
ﬁ-— No Fill
s \ -*- \ Option
outine _y WELE | © ™
utiine r
Color - l p
Outline —) ""_It-l** 2 ‘/' .\'-
Width \j ‘ '\‘
=N
on
Shape —) — . .
Tool D .
on
= AT
N
@)
" WA
% L
B |
! \_ Click to
display
\_ all shape
¥ | 4— options
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Editing Shapes

To edit a shape object, first select it. The Marquee and Sizing Handles will appear. Like other flipchart objects,
shapes can be resized using the Sizing Handles and moved, rotated, and edited with the Marquee Handles.

@@@@%

;

Edit
Shape
Points

When a shape is selected, the Marquee Handles will include Edit Shape Points, in addition to the default set of
command icons. This command allows for more complex changes to a shape object.
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To use Edit Shape Points:

o Select the shape.

e Click the Edit Shape Points icon. This will activate the object’s shape points which will appear as a series
of squares around the object.

e Click and drag any shape point to alter the shape.
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Working with Text

The Text tool is used to add text to your flipcharts. Textboxes may be created away from the board using
your computer keyboard or while at the board using the On-Screen Keyboard tool.

To add text to your flipchart page while at your computer:
o Select the Text tool. The cursor will change to a small bar with letters next to it to indicate

the Text tool is chosen.

o The Text Edit toolbar will appear across the top of your flipchart. You may choose the font,
size, color, etc. ofyour text.

e Click on the flipchart page in the area where you wish to place the text.
e Begin typing.

@ Activinspire - Studio
Fn Edt Vew It Took Helb | Undlled® @
o cw-T Bl U T LM e % ow st = o | E DD symbols
. . On-screen 4—‘
:E'E 44— Cursor changes to indicate Text Tool is active. Keyboard Select All

Clicking on the flipchart page outside the textbox while the Text tool is active will create a new textbox.

Note: It is possible to simply click with the Select tool where you want the text to begin and start typing. The Text tool will be
automatically selected.
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There are a number of specialty symbol fonts available from symbols in the Text Edit toolbar.
To use a specialty symbol:

e Click the Symbols icon on the toolbar.
e From the drop-down menu, choose the symbols category that meets your need.

o From the chosen symbol set, click the symbol you wish to use and it will appear in your textbox.
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Bullets
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The On-Screen Keyboard tool works like the keyboard on your computer. You can enter text in
a flipchart or in other Windows applications. This is particularly helpful when you need to add
information to a document or enter URL's into a Search Engine while at the board. Using the
on-screen keyboard eliminates the need to run back and forth to your computer.

The Text Edit toolbar displays the On-Screen Keyboard tool.
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To add text with the on-screen keyboard:

o Click the Keyboard tool icon in the Text Edit toolbar and the on-screen keyboard will
appear, allowing you to type while at the ActivBoard.

e Move your ActivPen over the on-screen keyboard. The cursor will change to a hand with
a pointing ﬁnger.

o Tap the keys on the keyboard with the ActivPen to type.

You can choose to display four different types of on-screen keyboards.

E —
: _ _r:sri::::::r;ﬁ%; Small Adult Keyboard
: nOnRE B P Large Adult Keyboard
A Ri— Small Child Keyboard
:J ;:‘..:E':;'“E Large Child Keyboard
SABNONDED S To change the keyboard, right-click
:_'-'E EELE_E na o) E on the on-screen keyboard and
— =8 click on the desired choice from the
Popup Menu.
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ook | Heb | umtited ® To close the keyboard, click the close box on

petpieesze oIt | M| k|= & =t = the Adult Keyboard or the door icon on the
. ) hild's Keyboard
W ] Child's Keyboard.
S £ Note: You can choose to open the keyboard using the
Pan Cirtsstdtep
Ahator L . YrrErr Tools Menu.
i g 1::::: :::::.’,:’_r . Tools Menu>More Tools>On-Screen Keyboard
Fl ChihF E
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I
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Editing text

To edit an existing textbox, use one of the following options:

Option 1

o Select the textbox and from the Marquee Handles, choose ‘Text Edit'.

) (2] 5 ) 9 9 ) ) — e

Option 2

e Select the Text tool and click on the textbox.

o Double-click on the textbox.

Each of these options will open the textbox for editing and display the Text Edit toolbar.

Repositioning Text

You may find that your textbox is not sized as you would like.

To reposition text:

o Select the textbox.

e Use the Sizing Handles to change its size. The text will automatically wrap.

To change the position of the textbox, simply click and drag it to a new location on the page.
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Using the On-Screen Keyboard with other applications

To type in another application using the On-Screen Keyboard:

e Click the Desktop tools icon on the Main toolbox. They will appear in the form of a
‘Wonderwheel' and the Activinspire Window will minimize.

e Click the center of the ‘Wonderwheel' to view the available tools.
o Click the On-Screen Keyboard tool.
e Click in the Windows application at the point where you wish to insert text.

o Click the keys on the On-Screen Keyboard. Your text will be entered into
the application.

B =
A
- -

e When the Desktop tools are no longer needed, click the Restore Activinspire icon.

Note: To move the Desktop tools, click in the center of the "Wonderwheel’ and drag the tools to the desired location.

Restore
Activinspire

On-Screen
Keyboard
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Spellchecker

@ Property Browser Fa

You can choose to spell check the entire flipchart or a single textbox. : :::o:stmwser =
m Extract Text
@ Insert link to file. ..
e fa
R Paste Chrl+y
L:J Duplicate Chrl+D
¥ Delete el
To spell check a single textbox: 2 :r::i ) z:::hm
= Select the textbox X e ot
o Click the Object Edit Menu icon. |
e Choose ‘Spellcheck Text' from the Popup Menu.
o) o) ) i ) ) e .

) o 5 ;
Promethean Planet offirs lots of |
(resources. Thousands of flipcharts ©
are available for download.

Q A4 oY
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o The Spell Checker Dialog Box opens. Possible spelling errors will appear in red. Accept, reject or
ignore spelling suggestions.

e Continue to accept or reject suggestions until the notification that spell check is complete appears.

Spell Checker X

Mok in Dickionarsy:

ﬁ i Ignare i
Planet offirs

Add

Suggestions
offers =

offish

affairs | Change All
Dictionary language:

|English {United States) ;Vi| Done

To spell check the entire flipchart from the Tools Menu choose Tools>More Tools>Spellcheck Flipchart.

Note: You can stop the spell check at anytime by clicking 'Done’ on the Spell Checker Dialog Box.

|| More Toals. .. »

4 Sound Recorder Chrl+5hift+R.
€ Screen Recorder »
. On-screen Keyboard Chrl+K
O dok CrbShift+0
BE  Tickertape. . Chrl+Shift+T
6 Web Browser
a Spellcheck Flipchart F7 I
\  Teacher Lock. ..

l¥ Edit User Defined Buttons. ..
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Using the Fill Tool to Add Color

Add interest to your flipchart pages by replacing the white background with any color of your choice!
To use the Fill tool to change the background color:

e Click on the Fill tool.
o Choose a color from the color palette.

e Click in a blank area of your flipchart page.

The fill tool makes it easy to change the color of a single word in a textbox. This offers another way to highlight
important words when presenting your lessons to your students.

To use the Fill tool to change text color:

e C(lick on the Fill tool.
o Choose a color from the color palette.

e Click the word you wish to change.

4 Use the 711l Tool to:
Change the background color.

You rmay find hidden information

Change the color of words within a
textbox_ For instance we could change the 2% _
color of the nouns in this textbox. ;

Change the color of

’ shapes and other
. objects on a

flipchart page.
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You can also use the Fill tool to change the fill color of shape objects or to fill closed shapes drawn with the
pen or highlighter with color.

To use the Fill tool to change the color of objects:

e Click on the Fill tool.
o Choose a color from the color palette.

e Click inside the shape.

In this example, the flipchart page has two sections.

The top section contains two shapes with a portion of them filled in. Students write the decimal which
represents the filled portion of the shape underneath it. They then use the Fill tool to change the top portion
of the page to another color. The correct answer is revealed.

In the bottom section, students use the Fill tool to shade a designated portion of the shape.

Wirite the decimal shown part of
Use the Fill Tool to change ihe colme 5‘.!‘ ﬂ ndm-am

%0 20
Usse the Fill Toal to shade Use the Fill Tool to shade
11,410 of the figure., 0.60 of the figure.
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Resource Browser

Activlnspire contains thousands of ready-made resources to help you build your flipcharts.

To access the Resource Library, from the main toolbar menu, select View>Browsers and click on the Media
icon.

The Resource Library window is divided into three sections — Where, What and How.

Understanding these sections will make it simple to locate and include the resources you need to create
your lessons.

O Resource Browser B ©

B P
) § I i
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Where — The location where the file is saved

The icons at the top of the Resource Browser indicate the location for the resources.

" Shared Resources This is where you will find

thousands of resources that

are included in your
Activinspire software.

My Resources These are resources that
x you personally find or create
and store in the Resource
Library. (This will be explained
later in the ActivLearning
Training Series.)

| @ Other Resource Folder  Use this option to browse for

resources stored on

your computer.

= O L @& Search Tool To aid you with finding

resources, Activinspire has

a search feature.
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To search for items using the Resource Library Search Tool:

e Type your key word in the finder box.

o Select the Show Search Options icon.

- Sctrth o the o) s of sesonrce
F migchat F e 7 Sape
¥ Fochat i F Wdess [ derotsters
F Bxbgounh  F Sond 7ol

F anh F dages [ Oiber
::mm;] _emd |
=1 |
e Click on the arrow next to the finder box.
o Results will be displayed in the bottom of the

Resource Browser window.

e e An additional option is available to search
Promethean Planet resources by selecting
the Search Resources on the Promethean
Planet icon.

Note: To activate the Search feature, you must first index your resources. This will take some time.
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Other Resource folder — This feature allows you to browse for resources in your computer folders or anywhere
on your network.

| Erowse For Folder

e Click on the browse button to navigate and browse for resources Select & Resaurce Folder
located in folders on your computer.
@ My Meetings ;{
. - . = My Music |
e Click on the folder containing the needed resource then click =K A—
. . . T il ’
'OK'. The folder contents will be displayed in the Resource i . -
i . . : —
Browser's thumbnail window. @ My Seype Pictures |

123 My Skype Walpapers
(25 My videns
(@] My Wehs

rh.

—

I

aketewroer | ok | ol
Ry %) e -"41
What — Resource Browser library contents el D
Y eERm= L @
o . . A &
Thousands of resources are organized into categories and easily | oE @
accessed to incorporate into your flipcharts. You will find E :
backgrounds, images, sounds, grids and an assortment of other i e
resources to make your flipcharts interactive and engaging within I e
the Resource Library. T
W o Seores
L Suteats
L P — »

How — The method for placing the resource on a flipchart page

In the middle of the Resource Browser window, you may choose how to place resources on your flipchart page.
The default method is to click on the thumbnail image and drag it onto the flipchart.
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H Rubber Stamp

This feature allows you to drag the object to the page and rubber stamp it on to the page as many times as you
would like. Each time you click the page, the object will drop. You can discontinue this feature by doing one of
the following:

e Click and drag another resource to be rubber stamped.

o Choose an Activinspire tool from a toolbox.

Note: After using the Rubber Stamp option, it is a good idea to click on another tool in the toolbar. This will avoid confusion as the
Rubber Stamp tool will be active until you choose something else.

Resource Library settings

You can choose how you would like your images to
be displayed by clicking on the Resource Library

Settings icon in the Resource Browser.

View Mode gives alternate ways of
looking at resources.

Wiew Mode

Wiew as list
» - Miew as grid

Image Transparency

Thumbnail Size

Resource Libray
Settings
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‘View as list” allows for the name of the
resource to be visible if the Thumbnail Large

option is selected.

View as grid' allows all objects to be seen.
Names are revealed as you mouse over
the objects.

Enush 01252

Wiew Mode »

View Mode »

Thumbnail Size »

Thumbnail Size [ 4 Srall
Image Transparency Large

W Image Transparency

Thumbnail Size allows you to select the size of images in the
Resource Browser.

Transparency You can make the image object background
transparent by selecting this option.
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Incorporate Backgrounds From

the Resource Library

The resources in the Backgrounds folder of the Resource Library change your flipchart page from a plain,
colored background to an image. The backgrounds can be used to turn your page into graph paper, music
paper, graphic organizers, sports fields, or one of the hundreds of other options.

{IELEE'

A B % redelices wdtengises | [ ]

To place a background on a flipchart page:

5

|plres oL@

Open the Resource Browser.

e Choose the Backgrounds Folder.

e Choose the folder containing the background of
your choice.

e Click and drag the background image from the

Resource Browser to your flipchart page.

Note: Backgrounds may be placed on your page at anytime. They reside on the Background layer
and always display beneath all objects on your flipchart page.
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To remove or change a background:

Option 1
q . e Click and drag a different background onto
ear Annokations ’
¥ _ the page. It will replace the current background.
Clear Objects
i Clear Grid Option 2
Clear Background
| e Use the Clear tool to clear the background.
IE Clzar Page

Using The Camera Tool

The Camera tool allows you to capture, as an ikl 1 | uniwtes @ :
. . .  Desktop Annotate Chrl+Shift+a
image, anything displayed on your desktop. ﬂ e ipalio Gt

- Desktop Tools F&

The photograph becomes an image object | oo o el E ke Shepetok
you can add to your flipchart page, Resource - Exressho Fs Jj) "mnanz Soeoshox
Library, or the clipboard, and allows you to F pen st Window snspshiot
manipulate it like any other object. i ik We  Fulsoresn Snapshot

: Eraser Chrl+E

To capture an image with the Camera tool: - cue
ﬁ Magic Ink Ctrl+Shift+r
e Display on your computer screen the [ [

image you want to capture. % Shape Recognition
o Select the Camera Tool selecting = :e::ia':t' SR :
Tools>Camera. I% c:m:a -
e From the Popup Menu, choose how s Tools >
you would like to capture the image. | ore Tk b
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Area Allows you to choose a rectangular area to be captured.

Move and resize the rectangle so the image you wish to capture
is contained inside of it.

ﬂ Point to Point  Allows you to define an irregular shape to be captured.

To begin, click to start the shape of the area to be captured, move
to the next point and click.

Each time you click, you may move the line in another direction.

Close the shape by clicking at the point you began.

Note: Click the x on the toolbox if you wish to cancel the image and
try again.

ﬂ Freehand Allows you to draw freehand to define the image to be captured.

Click and drag the cursor. A line will define the photograph and
the area not captured will be grayed out.

Note: Click the x on the toolbox if you wish to cancel the image and

try again.
ﬂ Window Allows you to capture the screen image without the task
bar showing.
1
ﬁ Fullscreen Allows you to capture the entire screen, including the task bar.
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Camera Tool
apshot and where it is tu

Camera Snapshot

Snapshot ko Pasition
Current Page Left
Mew Page
with
Clipboard Height

My Resaurces

Shared Resources

EblC i+ .
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[ j Current Page Copies the image and places it on the current page of your
active flipchart.

[-ﬁ New Page Copies the image and places on a new page at the end of your

= current flipchart.

ﬂ Clipboard Copies the image and places it on the clipboard to be pasted at
a later time.

1 My Resources Copies the image and places it in the folder of your choosing in
your My Resources Folder. It can be used in the same way as other
objects in the Image Library.

' Shared Resources ~ Copies the image and places it in a folder of your choosing in the
Shared Resources Folder. It can be used in the same way as other
objects in the Image Library.

Note: You will hear the Camera tool sound and the image will be placed according to your choice.
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Using the Camera tool from the Desktop tools toolbox

The Camera tool can be opened using Desktop tools. When you click on the Desktop tools
icon, the flipchart is minimized and the floating Desktop tools toolbox is displayed.

Return to

flipchart This toolbox can be moved around the desktop by dragging it to
the desired location. It will remain on your desktop showing over
any application displayed there. The Camera tool, when accessed
from the Desktop tools, will capture anything displayed on the
desktop.

To capture an image with Desktop Tools>Camera:

e Open Desktop tools.

e Move the cursor over the Desktop tools Icon to display the available tools.

e Move the cursor over the Camera tool icon to display the capture options.

o  Click the desired capture option.

e Define the image to be captured.

Choose how to apply the captured image from the five options on the Photograph toolbox.

2]

[& Note: To close the Desktop tools, click the Return to Flipcharts icon on the Desktop tools toolbar.

—
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Incorporate Sounds into Your Flipchart

Activinspire includes sounds you can use to enhance your flipcharts or you can create your own recordings.

To add sounds to your flipchart from the Resource Browser:

FEesource Browser

o] ==
Ly ﬁ m E ‘ ‘@ o Select the Sounds folder.
1 n E |eral Buildings{'white House _I e Choose a sound and drag its icon to the

- flipchart page.
| CL @

= e Asound icon will appear on the page.

o Open the Resource Browser.

.. || Lesson building tools ' o\ %
- || Resource packs o Clickto PlaY'
['} E__J Sounds
89 Arimals ' When a sound is being played, a Stop
[ Effects Sound icon will appear in the top right
[ Music side of the flipchart window. Clicking this .
[ Mature icon will stop the sound.
- [ People
[ Transport By default, the Sound Controller appears each time a
A [ Subjects | sound is played. You may choose not to have the Sound
. = Controller appear when sounds are played.
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To change the setting:

e Select Edit>Profiles>Settings>Multimedia.

e Deselect ‘Show sound controller’.

e Click 'Done’.

Note: To view the Sound Controller as needed, add the Sound Controller tool to your toolbox using Edit>Profiles>Commands.

Recording Sounds

If you have microphone input on your computer, you may record your own sounds to incorporate into your
flipcharts. Teachers or students may record read alouds, music, or other sounds to make flipcharts more
engaging for instruction.
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To record sound:

o Select Tools>More Tools>Sound Recorder.

o The Sound Recorder Control will appear.

Help | Unitled* %) | untitled* & | ¢
Deskkop Annotate Chrl+shiftea |
. . ' Desktop Tool F&
e C(lick the record button (red arcle) to PR
. . . . Dual User Fd
immediately begin recording the sound.
ExpressPoll F3
e Click the stop button (black square) to oo st
stop FeCOFd'ng- Highlighter ChritH
e The sound icon will appear on the flipchart page. Eraser Cirl+E
o ChrF
-  Magic Ink ChrH-Shift+r.

You may choose to save the recording as a file to be Handuriting Recogniton  CrkeShift+H

used as a resource.

Shape Recognition

Revealer CtrHR

Spotlight 3
Camera 4
Maths Tools »

I Mare Tools... "I_?__ Sound Recorder Chrl+-Shift+R I
é Screen Recorder 3
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To save a sound recording:

o Select Edit>Profiles>Settings>Recordings.

e From the drop-down menu choose from one of the following:

sound recarding |-':'1E|E| ToFlipchart

Save To Disk
Both

Add to Flipchart Places the sound icon on the current flipchart page
(the default).

Save to Disk You will be presented with a ‘Save as’ Dialog Box. Name
and save the sound. The sound will not be placed on the

flipchart page.

Both You will be presented with a ‘Save as’ Dialog Box. Name
and save the sound. An icon will be placed on the current
page for immediate use.

Note: To remove a sound from a flipchart page, click and drag the sound icon into the Flipchart Trashcan/Bin.
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Incorporate Resource Library
Activities and Templates

[l

: : : A e e ; 0
A.ct|v|r'15p|re has included a resource folder "Activities an_d templates' SEWE

with flipchart pages and activities for you to use or manipulate to suit

your classroom needs. This folder contains manipulative activities in A uml |
content areas, learner response templates, commonly used layouts, and | O @
thematic pages. Take time to familiarize yourself with the pages in the £ [ Activities and templates EIES|

[ [ Activities

-- D Activities {learner response)
G Templates

-- D Templates (lzarner response)
E] Themes

Resource Library to save time when creating your flipcharts.

The pages in this section can be added to your flipchart by simply

dragging the thumbnail image and dropping it on your flipchart page. - [ Backgrounds
B[] Grids
B || Lesson building kools
Basic templates can be modified to meet your curriculum. The page ~[] Resource packs

LB nnds

on the left is a timeline template from Activities and
Templates>Templates. The page on the right shows an activity for
ordering fractions using this template.

Topic: Order the fractions from least
to greatest on the number line.

Fraction Number line
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Incorporate Grids Into Your Flipchart

The resources in the Grids folder of the Resource Library change j
the appearance of the flipchart page to one of several grid options. s

B B <[ _you build flipcharts

. 1 assist students
when working at
the board, or show
concepts,

[———

To Add a Grid:

Open the Resource Browser.
Choose the Grids folder.
Choose the folder containing the grid of your choice.

Click and drag the grid image of your choice from the Resource Library to
the flipchart page.

Note: Grids from the Grids folder may be placed on your page at anytime and will always display beneath
any objects on your flipchart page and above the background color or image.
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Edit | View Insett  Tools  Help | untitled® %
To edit the grid currently on your flipchart page: Design Mode F2

r' Undo Ctrl+2
e Select Edit>Grid. % *
ﬁ_ Redo Chrl+y
e The Grid Designer Window will open. Choose to: e .
° Change the grid size. Select Al Ctrl+A

Page Background. ..

e Hide the grid from view.

arid. ., Cerl4+-Shift+G

o Cause items on the page to snap to the grid when they are moved. — -

= A

The Grid Designer offers several options for altering and creating custom grids. These options are covered in
the ‘Beyond the Essentials’ section of the ActivLearning Series.

= Increase/ Increases or decreases the grid size in increments of 10%.
Tools Decrease
_eid— Visible When selected, the grid is no longer visible. If Snap to Grid has
been activated, it will remain active.
v iisible:
v allow snap . . . L
Allow Snap Causes objects placed on the page to snap to grid points. This is
I~ ontop helpful when you want to align objects in your flipchart.
On top Causes grid to appear above all flipchart objects.
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- Insert Page

Insert Question Chrl+Q
f Self-Paced Question Set. ..
Export Page Crrl+Shift+E
: Set Background
N nd Deatige Grid Designer Chrl+shift+G
Hide: Grid
Thumbnail scale  Default scale Scale step  Snap to Grid
¥ allowsnap | 1.00 4.00 ID.SD . Add ko Resource Library »
[™ ontop % Cut Chrl4+%
ﬂ Copy Chrl+C
Paste Chrl+y
a Duplicate Chrl+D
x% Delete Del
I’

Remove Question

Note: The Visible and Allow Snap commands can also be accessed by right-clicking on the

flipchart page and activating these options from the Page Menu.

To remove or change a grid:
Option 1
e C(lick and drag a different grid onto the page.

Option 2

e Use the Clear tool to remove the grid.
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In this example, a grid from the Grid Folder has been placed on the page.

The grid has been set to Visible and Allow Snap.

The squares were made with the Shape tool and have Drag a Copy enabled.
Students interact with the flipchart page by dragging and dropping the squares into the shapes.

Note: The teacher could have first unchecked Visible and allowed students to predict how many squares would fill each space.
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Importing Resource Packs from
Promethean Planet

Resource packs are collections of vibrant images, videos and more that will liven up your lessons and make
students sit up and take notice! These packs cover a variety of curriculum areas and topics, and are easily
installed into your Activinspire Resource Library.

Oevelaper accuidion
PROMETHEAN PLANET = " 8 o

the warld's Largest intaractive whitaboard community ¥ Gel Sedad

Home + Membars +  H caf - Wews & Evenls = Professional Development + 5hop + Support + Doewnload Actvinspire

Themas Lessons  Boguarce Pgcks  Wellinhs Lesmer Response  Partner Resuurces  Subsnil Resource | Logout |
Haywardis) |$“bﬂ|ﬂ Pana ﬂ |Gradu Ll j Désplay: T Lessons ® Mesource Packs T Weblinks |Sun;h| ol Mﬁﬂ-‘{“:rgﬂd

Hyme ® Basoucas ' Raaguren Tika

To download a Resource Pack to your computer:

e Login to Promethean Planet. Search Results sortby: pate Most Downloaded

° CIICk on Resources' Keywords: plasntz.  Subject Area: Level:

e Fillin the blanks with your search criteria.
Mother
Nature -
Flowers

R Plont=
et Flowers

e Select the Resource Pack radio button.
e Click on Search.

e Select the desired file and download to
your computer.

= Trees ..
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To import a Resource pack to your Resource Library, use one of the following options:

Option 1 e
e From the File Menu: % :m m“,
2] o o
o Choose Import>Resource Pack to My ﬁ e et :
. . Jose Fipchart Chrbad
Resources or to Shared Resources as desired. Pthai -
H_I Trm [
B e
CURTATY.
| Subwrd Fligschuarks Lo Prosmel Faan Planed
[ mgen 3| ;ﬂ P a8 Images
- e s ;3 Povssrpont as Clpscts
&) s . e
n' Edt H SHART Notebook Fil v, v, VS, viD
| SHART Gaery e Fie
B OTLIOL Hle
| Resnecopack Tamen |
Option 2 | Rctin Pack To Shared Resines.

e From the Resource Browser Menu:

o Click on My Resources or Shared Resources
as desired.

Properties icon
1
o Select 'Import Resource Pack Here'.

=N — Shared &5

e Resource Pack will be saved in Resource - (L] Activities and templ

Pack folder.

| Export to Resource Pack, ..

I Import Resource Pack Here. .. I

Indes this Folder For Searching

Imported Resources are immediately available for your use
in Activinspire.

Create Mew Faolder
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Page Browser

When presenting a flipchart, it is easy to access any page quickly by using
the Page Browser. This Browser helps you to quickly put together the

foundations of your flipchart.

Use the Page Browser to:

o View the entire flipchart as page thumbnails.

o Navigate flipchart pages.

e Set the backgrounds and grids for pages.

e Organize your flipchart pages using drag and drop reordering.

o Use the Popup Menu on a page thumbnail to access the page edit
options. From the Popup Menu you can access commands such as Cut,

Copy, Paste, Delete and Duplicate.

e |fthe Browser is closed, select View>Browsers.

o The Browser will open.

o C(lick on the Page Browser icon.

e You may leave the Page Browser open while you work on a flipchart.

o The Page Browser will display a thumbnail of each of your
flipchart pages.

o Use the slider to change the size of thumbnail. You can resize the Page
Browser to view and arrange pages within your flipchart.

Slide —
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e To copy a flipchart page from one flipchart to another, simply drag the thumbnail of the page you want to
copy from the Page Browser to the tab of the flipchart where you want the page to be.

I

Click and drag
Thumbnail to
w flipchart tab.

e The Popup Menu icon in the top right corner of a page thumbnail indicates the current page of
the flipchart.

o Use the Popup Menu of a selected page’s thumbnail to access menu options for working with pages.
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Insert Page

Blank page Adds a blank page before the current page.

before current

Blank page Adds a blank page after the current page.

after current

Desktop Snapshot Takes a snapshot of your desktop and inserts it as a
new page in your flipchart.

More Page Templates ~ Opens the Resource Library to the Activities and

m O O L

Templates folders.
Add to Resource Library
? Add Page Adds the entire current page to the open folder in
[ E your Resource Library. All items retain properties as

set on original page.

‘ Add Background Saves the background of the current page to the

open folder in your Resource Library.

! Add Grid Saves the grid of the current page to the open

folder in your Resource Library.
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Notes Browser

The Notes Browser is an ActivInspire feature that allows you to attach additional information to each page of
your flipchart. Use this to offer instructions and other helpful information to make the flipchart easy to share
and reuse.

The flipchart will be completely visible when the Notes Browser is open, so students can have the directions
available when completing an activity.

B B rmerds pmtr W 3

Click on the name of
each part of the
plant to see what it
‘does. Click on the
‘description to hide it
‘again.

Hide each definition
after reading it and
‘ask your partner to
give the definition.
Then click on the
labels to check the
answer.

Format Toolbar
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If a note is included for a page, the Page Notes icon will appear in the top of the flipchart window.
| Clicking this icon will open the Notes Browser if it is not already open.

To create a page note:

e Inthe Browser window click the Notes Browser icon.

o Type in the desired text.

Note: If the Browser window is not open, select View>Browsers.

To format a page note:

74 ActivLearning Training Series

e Click on the Format Toolbar box at the bottom of the Notes Browser Window.

e Astandard text editing toolbar will appear below the Main Menu.

wid +13vI“T'|RIHT‘T..|_||:|EiE-:-E-E::|.EE
Undo Chrl+2
Redo ChrlY
: Note: You can perform common editing functions such as cut, copy, paste, and delete by right-clicking on
. i the Page Note to display a Popup menu.
Copy ChrlC
Paste Chrl+v
Delete
Select Al Chrl+a
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To paste text from the page note onto the flipchart page:

o Highlight the text you wish to paste to the flipchart and drag it onto the flipchart page.

To print, select File>Print.

o The Flipchart print Dialog Box will
be displayed.

~ Prinker - Include page nokes-

e Make desired Changes to print thions_ |HF‘ Phakosmart 8100 Series Print page notes only

Page Settings... [] add page break between notes

7 : ; 7 :
Color mode () Color () Gray scale bl s eepers of

Note: Page notes may be exported to PDF or sent to

your printer. They may be included with a printed
flipchart or printed alone. rLayout
Rows Columns

Frarne pages [] show page numbers

~ Flipchart page range

= all
O Current

o Pages From:

Tos I Print i I Prink Presvigw ]

Humber of copies [S_ax_fe Settings and Exit] [Export ta F‘Dﬂ

Cancel

Flipchart page margin {mm}

Wy uin
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Presentation Tools

Activlnspire provides tools to help you focus your students’ attention when presenting a flipchart. The Focus
Tools, like other Activlnspire tools, can also be used with other applications, including digital material, web
pages, PowerPoint Presentations, etc.

i

Spotlight Tool

To use the Spotlight tool:

e Click on Tools>Spotlight.
e From the Popup Menu choose which type of Spotlight you

|§=g§zi§gg
H
gggg:]l;

wish to use.
Cirl Shiy
Mmm Cirl St o
Shape Recognition
[ Cirk
bl | Croder Spelighl. ClrdeShted
Camery. ¥ Sopare Spoticht
Msths Tocks ¥ Soad il Spatight
Mors Bo.. » Solel Sepere Senlioht
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Circular Spotlight Solid Circular Spotlight

“tean sea
y Ejr‘[‘NEZ_U[LA

AMERICA |

o ih et .

ARGENTINA (< _
i "TBuenos e oL
| hires % IS8 3 i Mew York
Los Angeles =, o ;
iy = ATLANTIC OC
MEXICO Y

Tropic of Cancer

Solid Square Spotlight

i CANADA
e o
L '9‘0 o )
L T NDATH | RE
L4 AMERICA T T ol

NORTH
AMERICA C OCEAN
apac of Ca
"L VENEZUELA
e Panama Canal | - = i
LEE 7._...1##..1%._?:____
- BRAZIL
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To manipulate the Spotlight:

o When the cursor is placed outside the revealed area, it will appear as a cross-hairs icon. ﬁ

e Click and drag the cross-hairs to change the spotlight's position.

e When the cursor is placed on the outline of the spotlight, it will appear as a double-headed arrow.

e Click and drag the arrow to change the size and shape of the spotlight.

Displayed alongside the spotlight is a menu icon. Click the icon to view the Spotlight Popup Menu. You can:

o Change the type of Spotlight. The currently chosen spotlight will be E

= .
i i i i Circular Spatlight
identified with a check icon. m ircular Spatlig
o Take a snapshot | Square Spotlight
0 . . . . . v | Solid Circular Spotlight
- When the Circular or Square Spotlight is chosen, the image captured = -
i ithi ; B solid Square Spatlight
will be the revealed area within the spotlight. w olid Square Spotlig
i i ; ; . Take Snapshot
- When the Solid Circular or Square Spotlight is chosen, the image E% Bl
Close

captured will be the revealed area outside the spotlight.

e Close the Spotlight.
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An example of how the Spotlight snapshot could be used:

y i, i Use the Spotlighl bo identdy the
] areas of Horth America thal ane

‘h. -
— - Fyl e .*.' -
- » .l £ ol Ehes Linited SExt
el 4%,5_--“,__ § o .
- o - - i Takis o shapuhot of asch arsa

Use the Spotlight to identify the
areas of Morth America that are
part of the United States,

Take a shapshot of each area.
Image created with

4 Round Spotlight

Image created with

4 Square Spotlight

Copyright 2009 Promethean. No printing rights granted ActivLearning Training Series 79



Revealer Tool

The Revealer tool in Activinspire can hide information to be presented in stages.

Revealer Menu. This is true even when moving backwards or

Tools
To access the Revealer tool from the Main Menu: i T e
o Select Tools>Revealer. E Bgskkonagks £
i © Duwalu F4
e The page will be masked. ﬂ i
 ExpressPall F3
e Move your cursor to any edge of the page. @
(top, bottom, left or right) ! = i il
. . . " Highlight Chrl+H
o The cursor will turn into a blind pull shape. t R '
. l Eraser Chrl+E
e Click and drag away from the edge to reveal a -
. &ﬁ Fill Chrl+F
section of the page.
mﬁ IMangic Ink Ckrl+Shift+r
-
. . . . X . ﬁ Handwriting Recognition Chrl+-5hift+H
The Reveal tool will remain active until you close it using the
@ Shape Recognition

forward to a new page. Revealer Ctri+R
Spotlight »
Camera »
Maths Tools 4
Mare Tools.., 4
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You can also move the Revealer to a point and save the position. The next time the Revealer is used with that
page, it will open at the saved position. On subsequent pages it will return to its default position.

Revealer

Zebras

Zebras are large fast running mammeals that live in the African Plains.
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The clock is opened in a separate window that may be placed anywhere on the screen.
It will always display on top of the desktop and any applications which may be open.

To access the clock, select Tools>More Tools>Clock.

docks | e | Littied 8| mainidea x

Cesitng Aneetate b Shita
. Dbt Yook Fii
f Dyl L ¥4
. Expressicd F3
Y e CubpEhfr+e
| Highlighenr Curbesd
P Eraser e
: o i
) Magk bk Curbs SR+
F radwitng fecognton Qb ShlieH
i Shepe Recpgriion
. i carbedt
pothght ¥
Lomard L3
I st Tooks b
Mere ook, M 2 sondecrder Cubeshieg
Sereen Redonder 13
Cascreen Geyboard Cerbekt
ek ettt |
B et ChrbeshfiaT
eh Broweser
Spelcheck Fipchart FT
¥ TR E—
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Clock display and toolbar

Analog Time will be displayed in analog format.

Digital Time will be displayed in digital format.

Both Digital Both formats will be displayed. This is the default setting.
and Analog

Pause Stops and starts the clock or counter.

Count Down The timer will count down from a time entered.

Count Up The timer will count up to a time entered.

Show/Hide Bottom toolbar will be shown or hidden.

T (2 < Close

L A
N b Vi
o "

5 4—— Show/Hide Toolbar

Analog — @ = g @ 44— Count Up

Digital Pause
Both Count
Analog  Down
and
Digital
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To move the clock:

e Click on the title bar of the clock window, and drag to the desired position.

o Release the click.

To resize the clock:

e Move the cursor to the edge of the window.

e When you see the double-headed resize arrow, click and drag to the preferred size.

o Release the click.

Clock Timer

The Clock Timer is useful in a classroom setting for timed quizzes, transition to a new activity, etc.

To set the count down or count up timer:

e Open the Clock.

e Click the desired option’s button on the clock window.

o The options will display in the Clock Counter window for you to specify the time.

84 ActivLearning Training Series Copyright 2009 Promethean. No printing rights granted



I Clock Counter _.Szk

—Count down Fram:
Set the time: Iﬁ'
hours: minutes: seconds ) 00:05:00 [ I™ Repeat ﬂl

—After bimeout, play the Following sound:

: Navigate to
Itada.wav =~ s | l sound files
—After bimeout, perform the Following action:
ID-:: Mokhing «— Actions after
s timeout

Turn ko Mext Page
Turm ko Previous Page

Skart Feveal Tool

Reset Page

Fullscreen Snaoshok to Mew Fliochart Paoe

e You may also choose from the following optional items:
o Check the Repeat box to repeat the Count Down or Count Up Timer until the clock is closed.
o Choose to set actions to be performed at the end of the defined time, such as:
After timeout, play the following sound:

e A drop-down menu will offer a number of sounds from which to choose. You can
also navigate to a sound file on your computer.

After timeout, perform the following action:

e Adrop-down menu will offer a number of actions.

e Click 'OK'.

The Count Down or Count Up clock will appear on your flipchart or screen and begin the count.
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Clock tool settings

Clock settings will allow you to make changes in the way the clock is displayed.

To change the default settings, choose Edit>Profile>Settings and select Clock tool.

e Define how you wish for the Analog Clock to appear.

e Define how you would like the Digital Clock to appear.
e Click ‘Done’.

Note: This change will affect only the currently selected profile.
aneriies
[asuro E fawx g

B e | B commants | (4] vser ot busens L!le
Figetort Gt
Largrumge

Analogue

Cloxck fmrnders

Secored hand
Diiggital

T4 o

Seconds

Show KM

Thim date

TaT 1A
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- Tickertape

With the Tickertape tool you can create messages to scroll across the screen. This message will be displayed
over all applications. Once a message is created, you can save and edit it. You may wish to create tickertapes for
any number of tasks:

e Homework assignment

o Get permission slip signed

e Directions for an assignment

o Answer key

e Essential Question for the lesson you are teaching, etc.

To create a tickertape:

Select Tools>More Tools>Tickertape.

e The Tickertape Dialog Box opens.

e From the dialog box you may choose:
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Create new tickertape ~ Create a new tickertape.

Open a Tickertape File  Open from a location on your computer.

Save Tickertape File Save Tickertape to a location on your computer.

Ll

Save Tickertape File As  Save Tickertape to a different location or change the
name of the current tickertape.

o Inthe ‘Enter the Tickertape message’ box, type the message you wish to appear.

my~1l-N-1

o Use the editing tools in the Tickertape Dialog Box to choose a

Enter the Tickertape message
e fontstyle and color. !:mhh TR _lm“mr
, . Lo i G
e drop shadow width and color (optional). T ——
e background color for the message (optional). it _ﬁm’: e

o The Position drop-down menu allows you to choose where the

tickertape will appear on the screen. There are three choices: Top, Middle, or Bottom.

e Click on 'Show Tickertape' to see a preview of your tickertape.

o Once the message is finished, click 'OK'.

o The tickertape will begin to scroll across the screen in the location you chose.
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Editing a Tickertape

You must first open a tickertape before this option is available:

e Inthe ‘Enter the Tickertape message’ box, the current text will appear.

e Edit and position the tickertape using the Tickertape options.

o  Once the message is entered, click 'OK'.

o The edited tickertape will begin to scroll across the screen.

Tickertape Speed

Manipulating the Tickertape

Tickertape
Menu

o To stop the tickertape, click the Stop button. Time Bar

Pause/
Play

o To pause and start the tickertape, click the Stop/Start Icon.

e To change the speed, move the slider to the left for a slower speed and to the right for a faster speed.

e Click and hold on the tickertape with the ActivPen to hold it in place.

e Click and drag on the tickertape with the ActivPen to move it forward and backward.

o Release the click to continue scrolling the tickertape.

Note: You can use the ActivPen to manipulate the tickertape.
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The tickertape is used in this example to display the Essential Question.

The sun heats the sea and turns some of it into water
vapor, which rises into the sky to make a cloud. The wind
blows the cloud across the sky. When the cloud reaches
warm land, it rises and meets the cold air. This cools the
cloud and turns the vapor into water again. The drops fall
as rain, which trickles down the mountains and forms
rivers. Water also filters through to the water table.

The Main Idea is:

What is the Main Idea?
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Math Tools

Activinspire includes a set of powerful interactive tools to enhance your lessons.

To access the Math tools:

Select Tools>Maths Tools.

% | mainidea @I

Desktop Annotate Chrl+Shift+&

-

ﬁ Deskiop Tools F&

ﬁjl Dual User F4

@; ExpressPoll E3
Pen Chrl+5hift+P
Highlighter Chrl4+H
Eraser Chrl+E
Eill Ctri+F
IMagic Ink Chrl+Shift+

Handwtiting Recogrition Chrl+Shift+H

EEFE KRB/

Shape Recognition
Revealer Chrl+R
Spotlight 3
Camera 4
| Maths Tools » f Ruler
]] More Toals, .. 3 J Protractor
ﬂ} Compass
| _&( Origin
A Dice Roller
E; ‘ Calculakor
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Dice Roller

The Dice tool generates random numbers. You may choose to roll between one and five dice.

To access the Dice Roller:

o Select Tools>Maths Tools>Dice Roller. D ice TOOI
e Click on the Dice Roller.

e Click on the drop-down arrow to select the
number of dice.

o Use the slider on the speed control to set the es

speed that the dice will roll.

e Click on the Roll button. An animation of
Mrbei of 308 2 ¥ el | il wizLE Ly Higctr

dice rolling to a stop will be displayed. Each / T
time you click, the dice will roll again. -l X e el : -h Lt the

o Click on the ‘Output to Flipchart” button. of dice fromthe  speed with BoliBution. fota lo the
. . Drop Down the slider. to roll the flipchart
The sum of the displayed die will be pasted Menu. dice. page.

to the center of the current flipchart page.

e To put the Dice Roller away, click the close button (x) in the upper right corner of the
Dice Roller window.
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Use the Dice Roller to generate random numbers for review and reinforcement of your lesson on mean, median
and mode. Students will roll the dice, add the dice total to the flipchart page and calculate the mean, median
and mode for the set of numbers. Have a student come to the board and calculate the answers using the

Calculator tool.
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Calculator

The Calculator tool functions in the same way as a standard handheld calculator.

Adult Calculator

To access the Calculator tool:

e Select Tools>Maths Tools>Calculator.
e Click on the Calculator tool. The type of calculator used last will appear on the page.
e Right-click on the calculator to choose between the Adult Calculator and the Child Calculator.

e You may move the Calculator anywhere on your page. Click anywhere other than on the display screen
or buttons and drag it to the location you choose.

e Release the click.

e To put the Calculator away, click the close box (x) in the upper right corner of the Calculator or click
again on the Calculator tool.
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f Input at top of Calculator f Input in top window

88 + 25=113 x|

28 +25 =113 §7

+—

ENGE -
Answer displayed Answer displayed

in window in window

More Math Tools i [

B esoamass CHbHBAL
E_ Dt sk Fa
Activinspire includes fully functioning Ruler, Protractor and Compass tools. 4 owue -
Both the protractor and ruler are translucent. Each of these tools can be *} oo =
" . . Ew Clrkglt+p
positioned over any object to do physical measurements. y, i
& o ciiee
To access the Math tools: 2= o
@ e Clrbystalt e
o Select Tools>Maths Tools. R

o Choose the tool you wish to use. You may have multiple instances - o

of the ruler, protractor or compass if you have a need for this. g b
ol ot ,

Note: If you are teaching Math, you may wish to change your profile to Mathematics. i v| 4
Mo o, ¥

All available Math tools will now appear on the Main Toolbox.

- P R Y
FRidlf
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e Todisplay a Math tool, click on the tool you wish to use.

o The tool will remain displayed and ready for use until you close the tool or move

it to the Flipchart Trashcan/Bin.

Ruler Tool
To access the ruler tool, select Tools>Maths Tools>Ruler. ; 1 ; ' |

90 100 110 120 120 140 150
When you click on the Ruler tool, click on the menu icon which
will allow you to choose the type of measurement for the top and
the bottom of the ruler that best suits your needs. You may choose H
from centimeters, millimeters, inches, or none. LB |

Top S

Boktkom P

Close

Change the length of the ruler

e Click on the right or left edge of the ruler.

e The cursor will turn into a double headed arrow.

e Drag to the desired length.

e Measurement scale will change accordingly.
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Place the ruler anywhere on the flipchart or desktop

e Click in the middle of the ruler.

e The cursor will turn into a cross-hairs icon.

e Drag the ruler to the appropriate place.

o Release the click when the tool is in the location of choice.

A
Rotate the ruler &’
e Place your ActivPen along the top or bottom edge of the ruler. el -~
Yy g p g % .‘,‘_/
e The cursor will change to the rotate arrow. b, @
. . Angle of Rotation %, "
e Click and drag to rotate to the desired angle. % /
";zl.lf'a o

e You will see that the angle of rotation is displayed in the center of the ruler.
The angle is based on the o mark at the bottom of the ruler.

o Release the click when the ruler is at the correct angle.
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Draw a straight line using the ruler

Select the Pen or Highlighter tool.

Choose the color and width that you desire.

Move the cursor near the top or bottom edge of the ruler.

The cursor will be displayed as a pen or highlighter.

Click and drag the pen along the ruler to draw a straight line.
Release the click when you have drawn the line to the desired length.

The line will be drawn in the selected pen color and width.

Note: The Ruler tool will also work with Magic Ink tool.

In this example, the students will use the Ruler Tool and Calculator to find the area of the rectangle.
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Protractor Tool

To access the Protractor Tool, select Tools>Maths Tools>Protractor.

When you click on the Protractor tool, click on the menu which will allow you to choose:

Type of protractor:

e Full protractor

e Half protractor

Type of Arc:
o Arc .. | ‘

e Closed arc

o Filled arc

Copyright 2009 Promethean. No printing rights granted ActivLearning Training Series 99



Angle:
e Show/Hide Angle

Change the size of the protractor

e Click on the curved edge of the protractor.

e The cursor will turn into a double headed arrow.

e Drag to the desired size.

Place the protractor anywhere on the flipchart or desktop

e Click in the middle of the protractor.

e The cursor will turn into a cross-hairs icon.

e Drag the protractor to the appropriate place.

o Release the click when the tool is in the location of choice.
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Rotate the protractor

e Place your ActivPen along the center of the protractor.

e The cursor will change to the rotate arrow.

o The center of the protractor is at the zero mark.

e C(lick and drag to rotate to the desired angle.

e You will see the angle of rotation is displayed in the center of the protractor.

e Release the click when the protractor is at the correct angle.

Draw an arc using the protractor

o Choose the type of arc you wish to draw.

e Select the Pen or Highlighter tool.

e Choose the color and width that you desire.

e Move the cursor near the top edge of the protractor.

e The cursor will be displayed as a pen or highlighter.

e Click and drag the pen along the outside edge of the protractor.

o Release the click when you have drawn the desired segment.

o Activinspire will draw or fill the arc with the currently selected pen color.

Note: The Protractor tool will also work with the Magic Ink tool.
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In this activity, the Protractor and Highlighter tool are used to highlight each angle in a different color.
The angles are then moved one on top of the other. The students describe how the angles are different.
The angles are labeled and the students write a comparison statement.

& angles using the Protractor
How are they different?

Compass Tool

To access the Compass Tool, select Tools>Maths Tools>Compass.

When you click on the Compass tool, click on the menu which will

ﬂ Reflected
allow you to choose: | |
IZ Show Angle
E Show Radius
Dlsplay Mark Centre
o Reflected (places pen on the opposite side of the compass) Increase Length
° Show Angle Decrease Length
h Reset Length
e Show Radius

]] Close

e Mark Centre
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Size

e Increase Length
e Decrease Length
e Reset Length

Close

Place the compass anywhere on the flipchart or desktop
e Click in the middle of the Point Arm.

e The cursor will turn into a cross-hairs icon.

e Drag the compass to the appropriate place.

o Release the click when the tool is in the location of choice.

Rotate the compass (without drawing)

e Place your ActivPen along the part of the
Pen Arm.

e The cursor will change to the rotate arrow.

4— Pen Arm

Point 4— Pen holder
e Click and drag to rotate to the desired angle. Arm
e You will see the angle of rotation is displayed in €= Pen
the center of the compass if the “Show Angle” +
option is selected. Center Marked

o Release the click when the compass is at the
correct angle.

Copyright 2009 Promethean. No printing rights granted ActivLearning Training Series 103



Draw a circle with the compass

e To open or close the compass points, click and drag the Pen Holder.
e Select the Pen or Highlighter tool.

e Select a color and width.

e Place your ActivPen on the Compass Pen.

o The cursor will turn into a pen.

e Click and drag the pen to draw the circle.
On this flipchart page, the students will draw a circle with the radius of 4 cm.

Begin this page by reviewing the definition of radius. Students will find the appropriate size ruler. Then using
the Compass tool, the students will create a circle with a radius of 4cm.

; Use the Compass Tool to draw a circle with a radius of 4 cm.

Step 1: Select the Compass Tool and make sure the option: Mark Centre |z selected.

Step 2: Place the point of the compass where you would like the center of the circle to be.

Step 3: Select the Ruler Tool and set the distance from the center of the circle.

Step 4: Select the color and width you would like the eirele to be.

Staps: Draw the circle by clicking on the pen and dragging the Compass through 360 degrees.
-
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XY Origin tool

When using the Marquee Select Rotate, the object spins around its own center point by default. To select
a different point of rotation, you may set a page origin point using the XY Origin tool. This allows for such
activities as having the earth rotate around the sun or demonstrating math concepts.

Using the XY Oirigin tool to set a page origin point

To access the XY Origin tool:
o Select Tools>Maths Tools>XY Origin.
e The origin point will appear on the page. - -
e Click on the origin point and drag it to the desired position to become beof 4—— XY Origin
the new center of rotation.
e Release the click.
Note: The XY Origin tool will appear at the last used position when it is turned Which shape is the correct reflection of

on. When the origin point is placed on a flipchart page, the Marquee shape M on the y axis ?

Handles Rotate Object icon will rotate the selected object around the
new center of rotation. All objects on the page will rotate, flip, and mirror . M
based on the location of the origin point.

In the illustration when the image ‘M is mirrored in the Y axis, it

does so based on the location of the origin point, placing it over ® v ()

the image identified as a.

To remove the page origin point:

e Uncheck the XY Oirigin tool to remove the origin point from the page.
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Desktop Annotation

From allowing quick access to frequently used applications and documents to copying and pasting from
documents created in other applications, Activinspire helps teachers to take full advantage of the digital
resources they have.

Teachers often have access to multiple types of digital media ranging from web pages, movies and
PowerPoint™ to PDF's, Word and Excel documents. This digital media can be used to create interactive
lessons using copy and paste. Or, the digital media can be displayed on the Interactive Whiteboard and
Activinspire’s tools can be used to interact with the media.

Desktop Annotation

An easy way to present existing teaching material used in your classroom is to simply present it on

the ActivBoard.

Anything that you can access with your computer: web pages, Microsoft Office Applications, PDF's or

textbook material in digital format, can be shown on the ActivBoard. The ActivBoard serves as an excellent
presentation tool for your existing digital media. By using Activinspire with your digital media, you can make it
much more interactive and interesting!

Use the Desktop Annotate button when you want to use Activinspire tools, such as the Pen, Highlighter, and
Eraser tools with any application you have open on your desktop.

When Desktop Annotate is chosen, the standard Activinspire flipchart is hidden, and a Desktop Flipchart
is created. This flipchart consist of a clear transparent background, exposing the live desktop, rather than
the default white background of a standard flipchart. Your current desktop is visible behind the transparent
flipchart Activinspire has created.
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Follow the instructions on your %
flipchart to write a limerick.

1.TI1I|;|:_: about your first line. Write it here.

2. Think of a second line. Make sure it
rhymes with line one. Write it here.

# 3.Write two short lines. These two lines
must rhyme with each other

g b ageihwgess L W O H A0 NE *-L-A-SEFERMN.

Open and close documents, activate web links and otherwise interact with the digital media displayed behind
the Desktop Flipchart using the Select tool. All other Activinspire tools and functions can be used on the
transparent desktop flipchart in the same way as a standard flipchart.

Note: When an object is placed on the desktop flipchart, the Select tool, when moved over the object, will perform as is normal in a
standard flipchart.

When a desktop flipchart is saved, only the objects created on the invisible flipchart pages will be saved. An
image of the desktop underneath the desktop flipchart is not automatically captured and does not, by default,
form a part of the flipchart.
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Creating a Desktop Flipchart

Click the Desktop Flipchart tool on the Main Toolbox or choose it from Tools>Desktop Annotate.
The standard Activlnspire flipchart will hide.

A desktop flipchart with a transparent background will be created.
Use the Select tool to interact with the applications displayed behind the flipchart.
Use all other Activinspire tools and functions as normal.

To return to the standard Activinspire flipchart, click the Desktop Flipchart tool on the Main toolbox.

Fille —Edit Wiew Insert | Tools | Hel i i I3
i Deskkop Annotate Ctri+shift+a
e,
R - X5 A Deskbop Tools F&
- " Dual User F4
] =
p— i 1 Note: The
-II * | ExpressPall F3 background
i of the
=0 ! ~ Pen Ctrl4+-Shift-+P flipchart is
@ @ transparent.
‘ Highlighter Ctri+H
f ~
\d @ l Eraser Chrl+E
Desktop ___=
Annotate S

e The Menubar will show a tab for the desktop flipchart which was created. The default name given to this
flipchart is ‘Desktop Flipchart'.
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e Toggle to and from the desktop flipchart by clicking the Desktop Annotate tool or the ‘Desktop
Flipchart' tab in the Menubar.

Use the Desktop Flipchart Tab or the Annotate Desktop Tool to toggle
/ back and forth between a desktop flipchart and a standard flipchart.

AT ——

i Click the numbers in order to
make the dinosaur run:

Note: The Next Page tool will create a new page with a transparent background. Pages can be viewed in the Page Browser.
Only the objects created with Activinspire tools will be a part of a desktop flipchart page.

A desktop flipchart can be saved in the same way as a standard ActivInspire flipchart using the
File>Save or Save As . . . command.
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Setting a background image to a Desktop Flipchart

The desktop can be captured as an image and inserted as a background on a desktop flipchart page.
The background will cause the Select tool to no longer interact with the Window or Mac application

until the page is turned to a transparent page.

o Select Edit>Page Background. B Set Backeround
e The 'Set Background Dialog Box' opens. O Fil
O Image E Show Deskkop

o C(Click the IDesktop Snapshot’ radio button.
Deskbop Snapshat P
o Click the Take Snapshot’ icon. Take Aot

) Desktop Ovetlay

. 1 !
e Click 'Done’.

e The transparent Background layer will be replaced by an
image of the desktop.

Note: The transparent
background has

been replaced with

a snapshot of the
current desktop

using Edit>Page
Background
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Importing Files

Teaching materials come in many different formats. Activinspire provides an import function that allows you to
import files from other applications such as Acrobat, Microsoft PowerPoint and SMART Notebook.

The following file types can be imported using File>Import:

e PDF
e PowerPoint files
o ExamView XML files rie | B vew s ok heb | Untitled ®

o IMS QTI XML files
e SMART Notebook files

e SMART Gallery items Plochart
: S A 1

EEH’?
1
§§.§,§

To import a Powerpoint file:

o Choose File>Import.

-

YN: |

Fowssrpaint &5 Inages
Pesasepint a5 Chiocts
PDF..

o Choose from the two Powerpoint import options:

e Aslmages

SMART Notebook Fibe i3, vH, w85, w10
EMART dGalinry Them Fle

o As Objects ] !

e From the ‘Select a Powerpoint File’ Dialog Box, Exainerm K1 Fle
p 8

navigate to the file you want to import. i i
Resource Pack Bo My Resorees. .

Resouree Pack To Shaeed Aesoeres..,
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e Click Open. Activinspire displays a progress bar and the selected file is imported to a new
‘Untitled’ flipchart.

Note: The ‘As lmages' option imports each slide of the Powerpoint as a single image. The ‘As Objects' option allows each

object within the imported Powerpoint to be selected, manipulated and edited.

Lookin: | (9 ppt o F = mE-

1PlantParts. ppt

5

Inside the Earth.ppt
isms-realism. ppt
photosynthesis,ppt
problem_solving, ppt

volcanos.ppt 3

My Recent
D ocumerts

&

Desktop

N

=
==
=

acuments

®

My Computer
g File: name: |Great Inventors of the Past.ppt o
My Netwark. FﬂésléF:ty'be: |Powerp0int Files [*.ppt*] Cance
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To import other file types:

o Choose File>Import.
e Choose from one of the following:
e ExamView XML file
o IMS QTI XML file
e SMART Notebook File (v8, vg, v9.5 v10)
e SMART Gallery File

‘ Irport L4 Powerpoint as Images

Print... ChrHP Pawerpoint as Objects

Sektings. .. g FOF...

Exik SMART Notebook File +5, v3, ¥3.5, «10

DEX

SMART Gallery Item File

ExamView XML file

I

IMS QTI %ML file

Resource Pack Ta M}_f Resaurces,.,

Li—

Resource Pack To Shared Resources. .

e From the ‘Select a *** File' Dialog Box, navigate to the file you want to import.

o Click Open. Activinspire displays a progress bar and the selected file is imported to a flipchart of the
same name as the original file.

You can select, manipulate and edit the objects imported from the file.
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To import a PDF:

Choose File>Import>PDF.

e From the ‘Select a PDF File' Dialog Box, navigate to the file you want to import.
o Click Open. The ‘lmport from PDF' Dialog Box opens.

o Apply changes as desired to the options in the ‘Import from PDF’ Dialog Box.

o Page Size - Import the original page size, or change width and height as required.

e Pages - Import all or a range of pages.

¢ Import To - Choose the destination. You can choose to create a new flipchart, or add the
imported page(s) to the currently active flipchart.

Page Size (3) Original PDF Page Size

O Cuskorn

Width (1 | Height |1 nsg |

Pages () all (37 pages)
%) From |1 | L |3 |

Impart To () Mew Flipchart

(%) i The Beginning of the Current Flipchart |

) The End of the Current Flipchart

[ Cancel l I' Import |

o Click Import. Activinspire displays a progress bar and the selected page(s) of the PDF is imported to the

chosen destination.
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Object Browser

The Object Browser allows a user to view objects on the page and to manipulate them.

To access the Object Browser from the Main Menu:

o Select View>Browsers.

e Click on the Object Browser icon.

All the objects on the page will be listed.

The order and layer of each object will be displayed. The Browser will indicate the object type by the
displaying the icon of the tool which created it next to the object’s name. Also displayed will be an
indicator of objects which are hidden and/or locked.

“ Hidden objects

ﬂ Locked objects

Note: Once an object is locked, it cannot be unlocked using the Select tool. It can be unlocked using the Object Browser

Popup Menu.
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E Shaped
! Shape?
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- [ Shape4
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! ShapeZ
o T Text3
- T Textz
T Text1
-~ = Imagez
- T Text13
- T Text14
o T Textis
-~ = Imagel
[=)- Battom Layer
/ PenS
i Background Layer

DD DHEEmn DD

=0

The Object Browser can be used to work with objects in the following ways:

e Reorder or change the layer of objects by dragging and dropping within the Object Browser.

o All objects can be locked or unlocked on the page by clicking the word ‘Locked” at the top of
the Object Browser.
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o All objects can be hidden or shown on the
page by clicking the word 'Hidden’ at the top
of the Object Browser.

_Qb_]:ects E..Hidden | Lockn?
o Edit objects within the Object Browser by g .
selecting the object and using the Popup I leaves box
0 Flower box 1
Menu to make changes. R © horizort._. E] =
T Texkd ﬁ Property Browser Fa
.. . . = Middle Layer ]
e Individual objects can be locked or hidden by P Shapes & Actnsromser  Fio
. . . Shape3 ]
selecting the desired setting on the = plo B0 Edit shape Points
h 5
POpUp Menu. ? ?B:Eell @ Insert link ko file. ..
% I:it;? § _¥ cut Cerl+%
T Textat ' c Chrlec
T Testzs lj' " &
T Textzd a Pasts Chri+y
< T Testio A
T Textz L\J Duplicate Chrl+D
= :::;;T: x Delete Del
: ::;Ts Transform 3
[=- Botkam Layer Reorder »
" Background Layer 2
Locked Chrl+Shift+L
i Grouped Ctrl+3
M ridden Crl+Shift+
%— Drag a Copy Ctrl+5hift+
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Locking an object to the Background layer

e To lock an object to the Background layer, select the object in the Object Browser and drag it to the
Background layer.

e Once an object is on the Background layer, it is no longer editable.

e To remove the object from the Background layer or to edit the object, select the object in the Object
Browser and drag it to any of the other layers.

More Presentation Tools
Magic Ink

The Magic Ink tool in Activinspire reveals hidden objects by allowing you to “see through" objects ordered
below it on the top layer of the flipchart.

To access the Magic Ink Tool:

o Select Tools>Magic Ink.

e C(lick and drag the Magic Ink tool over objects located on the Top layer of the flipchart page. It will
appear that the objects are being deleted, and you will be able to view any objects that were beneath
them on the Middle, Bottom or Background layers of your flipchart page.
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o The Magic Ink tool does not erase or delete objects. It creates a transparent object which allows you
to “see through" objects created or placed on the Top layer of the flipchart page to objects created or
placed on the Middle, Bottom or Background layers.

o Objects created with the Magic Ink tool are called annotations and are placed on the Top layer.
e You may change the width of the Magic Ink tool by using the width slider or the preset widths.

e Since the Magic Ink tool doesn't affect objects that have not been moved to the Top layer, such as
textboxes and images, it can be used in the classroom by students to uncover hidden answers or
information on a page.

In this example, students can use the Magic Ink tool to reveal the structure of the inside of a volcano.

. Using Magic Ink to view throt
' | s ofi the top layer..

Look Inside aV
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To create this page:

e Select a background from the Resource Library.

o Use the Shape tool to place a rectangle on the page.

e Place the rectangle on the Bottom layer.

e From the Resource Library, place the volcano diagram and photo of ‘Mt Mayon'.
(Subjects>Geography>Geology>Volcano) on the page.

e Place ‘Mt. Mayon’ on the Top layer.

o Objects created with the Magic Ink tool will “look through” all items on the Top layer, allowing

items below to be visible.

Note: To see the text ‘Look inside a Volcano' it must be placed to the front of the ‘Mt. Mayon' image on the Top layer.

In this example, students use
the Magic Ink tool to make the
connection by looking through
the real photograph to the
diagram of the components
underneath.

It is important to note that the
Magic Ink creates an annotation
object. This object may be
selected, sized, edited and moved
in the same way as an annotation

created by the pen or highlighter.

. Viewthroughobjects placedonthe
S Taplayerwith Magicink.

Top Layer
Annotations
(Magic Ink works with
this layer)

Middle Layer
Image, Lines, Shapes,
Text

Bottom Layer
Initially Empt

Background Layer

4 Always underneath all

other items

{ color, Image or Grid
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Customizing Your Main Toolbox

Activinspire provides the option for frequently used tools to be added to the Main Toolbox for easy access.

To do this, go to Edit>Profiles>Commands.

|l:: authoring LI : B ﬁ x @
ﬁ Layout ‘g Commands | L-!_-J User defined buttons L_EJ Settingsl
|P.II Commands :I IMain Toolbox _d
Separator fl 2 Highlighter ﬁ
!§ Seleck l Eraser
f Fen & Fill
1 Highlighter !’. Shape
a Eraser &f“. Connector
| | gl"-ﬂagin: Ink ﬁ Insert Media From File
T Text T Texk
]
eu' Conneckar Separator
E‘ Shape E Menu: Clear
'I:‘\ Fill :] i’._ﬁ Reset Page "yJ
: <<Remove | Moveup | MoveDown
_R'_esfor_eﬁilb,ﬁﬁsngiétibns Done.

Choose the Command you would like on the Main Toolbox.

Select ‘Add 'and the tool icon will appear at the bottom of the right window of the Commands screen and on

Main Toolbox.
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To change the position of the icon on the
Main Toolbox, click on the icon on the
right side of the Commands screen and
select "Move Up’ or '"Move Down’. You
will be able to see where it is positioned
by looking at the Main Toolbox in your

flipchart window as you click.

To remove a Tool from the Main Toolbox,
click on the icon in the right window of the
Command screen and select ‘Remove.’

When finished, click ‘Done’. Your changes

will now be available in the current profile.

| |

‘ L= Autharing

il - N - A -
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Connector Tool

The Connector tool is used to draw connections between objects on the flipchart page. For
instance, it could be used to create concept maps or to organize information into categories. The

connecting line adapts automatically and keeps the objects connected when they are moved.

To activate the Connector tool: o '\
e Click on the Connector tool. : \.
Choose
e Choose a connector style from the Connector Menu. : \ Connector
; Style
o Choose the line color from the color palette on the Yl —
Main Toolbox. .
o Choose the line width with the pen slider or presets. | *
e Move to the flipchart page, press and draw the line from | .
one object to another. =l
The Connect lines will be placed on the Top layer. N
Note: Objects to be connected must be on the flipchart page before the /
Connector tool is activated. —L Choose
Connector
. . P . . Styl
In this example the steps for a scientific investigation can be put N tyel
into order by the students. ‘\_
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Step 1

Create objects on the flipchart page.

Step 2

Connect the objects with the proper headings.
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Step 3

Arrange the page by moving connected objects in a logical, easy to follow order.
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Index

ActivBoard

ActivClassroom

Activlnspire

ActivPen

Adding Commands to Toolbar
Annotate over the Desktop
Annotations

Automatic Annotation Grouping
Benefits

Board Maintenance

Bring Forward and Backward
Calculator

Calibrating

Camera Tool

Clear Tool

Clock

Compass Tool

Configure other Devices
Connector Tool

Creating a Flipchart
Customizing Toolbar

Dashboard

Deleting Commands from Toolbar
Design Mode

Desktop Flipchart

Desktop Flipchart as Background Image
Dice Roller

Drag a Copy
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92-93

30-31

Duplicate

Edit Shape Points
Editing Text

Eraser Tool

Express Poll

Fill Tool

Flipchart

Flipchart Structure
Freely-Move Object
Fullscreen

Grid Designer
Grouping objects
Highlighter Tool
Import other files
Import PDF

Import PowerPoint
Importing Resource Packs
Increase/Decrease Size
Insert page

Interface

Launching Activinspire
Layers of a Flipchart
Locking objects
Locking to background
Magic Ink
Manipulating objects
Marquee Handles
Notes Browser
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Object Browser
Object Edit Menu
On-Screen Keyboard
Page Browser

Page Scale Options
Pen Tool

Pin View options

Profiles

Protractor Tool

Recording Sounds

Redo

Repositioning Text

Resize objects

Resource Browser

Resource Library -Activities and Templates
Resource Library-Background
Resource Library-Grids
Resource Library-Search
Resource Library-Settings
Resource Library-Sounds
Restore Activinspire

Revealer Tool

Rotate Object

Ruler Tool

Saving a Flipchart

Select Tool

Selecting Multiple Objects

Page

115-118
28-30,43
37-41,42
70-72,109
19
9-11,20
17
14,15-16, 21, 27, 60,
61,62,121
99-102
60-62

24

41

26-27
47-54

63
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64-67
48-50
51-52
59-60

42

80-81
26,28, 35
96-98
33,107-109
24,26

27

Shape Tool

Sizing Objects

Spellchecker

Spotlight Tool

Switching between the Activinspire Studio
and Primary interface

Symbols

Text Tool

Tickertape

Toggle Group

Training and Support

Translucency Slider

Undo

View Menu

XY Origin Tool
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Promethean Planet

Once an educator opens the door to the ActivClassroom, the

ActivClassroom is everywhere. Promethean Planet makes it possible,

connecting teachers with their peers and the world through an

online networking community dedicated to sharing, training, and,

most importantly, support.

Premium Content

Exciting, ever-growing
content from industry-
leading curriculum and
software companies

Download ActivPacks and
ActivLessons to supplement

lesson planning

Available at Promethean
Planet

www.PrometheanPlanet.com/shop

Activl earning

A complete training
and support system for
ActivClassroom users

Flexible series of
professional development
courses available 24/7 on
the web, or in person at
your place or ours

Sign up for free
introductory courses
and in-depth workshops
at Promethean Planet

Courses Include:

Introduction to Activlnspire

Migrating to Activlnspire
Core Skills
Advanced Skills Workshop

Curriculum Developer

Promethean Developer Network

Offers teachers, publishers
and developers the tools to
create new products and
content to interface with
the ActivClassroom

Software Developer
Toolkit (SDK) offers
support to innovative
developer-partners,
producing ever-evolving
content for users

Download our SDK at
Promethean Planet

www.PrometheanPlanet.com/PDN

Training & Resource Developer

Developing IWB Pedagogies

www.PrometheanPlanet.com/ActivLearning
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Half of a million

users worldwide

10,000
resources,
completely
free

Discover
online and in
person training from
ActivLearning at
Promethean Planet

Learn from the
industry's foremost

thought leaders

Expand your
ActivClassroom with
low cost, time-saving

ActivPacks and

ActivLessons

Browse
lessons by subject
and curriculum
standard

Discover
ActivClassroom
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