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Overview:
Get Started

Oliver Twist

Among other public buildings in a certain town, which for many reasons it will be prudent ta refrain from

small: to wit, a workhouse; and in this workhouse was born; on a day and date which | need not trouble myself to
repeat, inasmuch s it can be of no possible consequence to the reader, in this stage of the business at all events;
the item of mortality whose name is prefixed o the head of this chapter.

For a long time after it was ushered into this world of sorrow and trouble, by the parish surgeon, it remained a

marter of considerable doubt whether the child would survive to bear any name at all; in which case it is somewhat
more than probable that these memoirs would never have appeared; o, if they had, that being comprised within a
couple of pages, they would have possessed the inestimable merit of being the most concise and faithful specimen L]
of biography, extant in the literature of any age or country.

Although | am not disposed to maintain that the being born in a workhouse, is in itself the most fortunate and
enviable circumstance that can possibly befall a human being, | do mean to say that in this particular instance, it
was the best thing for Oliver Twist that could by possibility have occurred. The fact is, that there was considerable
difficulty in inducing Oliver to take upon himself the office of respiration,—a troublesome practice, but one which
custom has rendered necessary to our easy existence; and for some time he lay gasping on a little flack mattress,
rather unequally poised between this world and the next: the balance being decidedly in favour of the latter. Now, )

BT 5 obver it Chapter s |
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Reading

chaptert P charles pickens Hear text in PDFs or Microsoft Word documents

mentioning, and to which | will assign no fictitious name, there is one anciently common te Most towns, great or rea d O u t.

Goto . Navigate to the document
you want to open. The file must be a PDF
or Microsoft Word file type.

Highlight a section of text and go

o

to to hear it.

Back to contents
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Planning

Use DocsPlus to plan out your ideas and
prepare for writing:

e Use WorkSpace to plan out ideas
visually:

o Goto in the Smart Tab

ribbon and go to the Planning
Boards tab to choose a template.

[Tigm} o Click a cell and type to add your

oxygen

ideas.

o Add Voice Notes to organise your
initial ideas and key information:

= Goto D and

0
drag @ onto the

WorkSpace to add a Voice
Note.

= Double-click it to open the
Plants need nutrition to survive. They get many of these nutrients through the soil. SO U nd record er.

Select @ to start and

end your recording then
choose Done.

p-a—

» Click ¥~ to hear your
recordings.

e Voice Notes are also available in the

Document. Select E,g' to create a new
Voice Note in the Document:

o Click @ to start and end your
recording then choose Done.

o Completed Voice Notes appear as
a speech bubble to the left of the
Document. Click a Voice Note to
listen to your recording.

Back to contents




Writing

Use the tools and resources available in the
Document to support writing:

e Use the Predictor for writing and spelling
additional i carbon fertiliser flowers fruit S u p po r‘t:

green I grow I healthy hydrogen leaves I minerals

nitrogen I non-mineral I nutrients oxygen phosphomusl plant

potassium roots soil stem strong water

(0

o Select to turn on the Predictor.

o Choose from the words offered to
add them to the Document.

e Use Wordbars for a selection of subject-
specific vocabulary:

o Choose words or phrases from the
Wordbar to add them to your
Document.

e Use the Spell Check to make corrections to
your writing:

o Right-click a misspelt word to open
the Spell Check.

o Choose from the words offered by
the Spell Check to make corrections.

e Speech feedback supports proof-reading
your work:

o Enter afull stop to hear your
sentence.

)
o Select l:q with the text cursor - | -
at the bottom of your page to hear

your work.
LearningGrids
MO (8 et
- S LearningGrids is an ever-expanding bank of free
earningGrias UK North America ANZ N
pre-made DocsPlus resources to support writing
T e —— - across different subject areas:
DocsPlus Resources. Carbon Footprint A - Z (& wordbar
e e
e o
Tt e Select then choose LearningGrids to
T e browse these resources.
e (=1 e Click Open on any resource to use it
immediately.

Back to contents




Read:

Use the DocReader

[ Oiver_Tvist_Chapter_1

@ ove. et croper 2o Open a document in the DocReader for support
= v e accessing text:

@ Oliver_Twist_essay_plan

Open a document

Open your file explorer and navigate to
the document you want to open. The file
must be a PDF or DOCKX file type.

Use the DocReader

Oliver Twist

By Charles Dickens
Chapter | [ )
Among other public buildings in a certain town, which for many reasons it will be prudent to refrain from
mentioning, and to which | will assign no fictitious name, there is one anciently common to most towns, great or
small: to wit, a workhouse; and in this workhouse was born; on a day and date which | need not trouble myself to
repeat, inasmuch as it can be of no possible consequence to the reader, in this stage of the business at all events;
the item of mortality whose name is prefixed to the head of this chapter.

[For a long time after it was ushered into this world of sorrow and trouble, by the parish surgeon, it remained a
matter of considerable doubt whether the child would survive to bear any name at all; in which case it is somewhat
more than probable that these memoirs would never have appeared; or, if they had, that being comprised within a °
couple of pages, they would have possessed the inestimable merit of being the most concise and faithful specimen
of biography, extant in the literature of any age or country.

Although | am not disposed to maintain that the being born in a workhouse, is in itself the most fortunate and
enviable circumstance that can possibly befall a human being, | do mean to say that in this particular instance, it
was the best thing for Oliver Twist that could by possibility have occurred. The fact is, that there was considerable
difficulty in inducing Oliver to take upon himself the office of respiration,—a troublesome practice, but one which
custom has rendered necessary to our easy existence; and for some time he lay gasping on a little flock mattress,

T [ Ofiver_Twist_Chapter 1 x 4+

Navigate the document in the DocReader and
use speech to hear the text:

Highlight a section of text and click

: to hear it.

Click where you want the DocReader to

start reading and then click @

Click to stop the speech.

Listen to one word at a time by using the

previous and next arrows >
Use the arrows in the top-right of the

1 >
screen or scroll to move

between pages.

Click @

options.

Toggle on Dual View to view both the
DocReader and the Document at the
same time. Toggle it off to return to the
full-page view.

to open your page view

Back to contents




Zoom in or out on the page

Y
{ —) -
L

with S

If using an editable PDF, click the

1 bt =

 —
 —
 —

editable text boxes to type. Click to

access the Predictor.

Click 1}@1] in the Smart Tab ribbon to save
changes to an editable PDF.

Back to contents




Plan:

Introduction to WorkSpace

deposition
landforms

Create a WorkSpace

Use a WorkSpace to help students plan and develop
ideas before writing:

e Inthe Smart Tab ribbon, click New.

e Select the WorkSpace tab and choose a
template.

e There are different ways to add a cell to your
WorkSpace:

o Dragfrom D in the left toolbar on to
the WorkSpace.

o Double-click the background of the
WorkSpace where you want a cell to
appear.

o Drag from the round handles
highlighting a previously placed cell to
create a new cell linked to the first.

(0)

o Drag “~=/ on to the WorkSpace to add
a Voice Note. Double-click the Voice
Note to make a recording.

o Double-click a cell to add text.
e Link two cells by dragging from the round
handle on one cell to another cell.

+
e C(lick to add a new page to the
WorkSpace:

o Move between the tabs to create or
access more content.

o Double-click a tab to rename it.
e Click ) to send your mind map to the
document to support writing in different ways:

o Choose to send your mind map to the
Document as a diagram or text.

Back to contents




o Choose to send your Voice Notes to the
Document.

o Select Create Wordbar to turn your
WorkSpace into a Wordbar.

¢ Inthe Smart Tab ribbon, click Save to save
your WorkSpace.

Edit a WorkSpace

Edit a WorkSpace to organise ideas more clearly:

o Drag the square handles to re-size a cell.
e Inthe left toolbar:

o Goto with a cell selected, then
choose a new shape for the cell.

e Inthe top toolbar:

Click @ with a cell selected to add a
picture to the cell.

= Choose from images saved on
your device or take a photo with

your webcam.

o Click ™ with a cell selected to
change the colour of the cell.

e Select multiple cells to change their
appearance or to move them at the same
time. To do this, click them while holding Ctrl.

Back to contents




Write:

Voice Notes

Record Voice Notes

Record writing ideas as Voice Notes:

Click L:n:) to open the speech recorder.

Click @ to start recording, click it
again to stop recording.

Click Done when you've finished.

Up to six Voice Notes can be recorded.

ole-mwomam~=anmea [J 2y Voice Notes

Play Voice Notes at any time while writing:

Each Voice Note appears as a coloured
speech bubble to the left of the
document.

Click a Voice Note to hear it.

Right-click a Voice Note to re-record or
delete it.

Back to contents




Ambitions To Commit Evil In Macbeth

In Shakespeare's play, Macbeth, one could argue that Macbeth is motivated to commit his evil acts by
three forces. For examplg imes Commers % will be king. In
addition, his own ambiti eth pushed and
provoked him constantlyl Yasreed o s o he ar ek evdere fram e say.

The three witches in the le, the witches tell him
that he will be the Than in their prophecies.
Also, they tell him, “The cheth.” which makes

him feel unstoppable. -
L EEEmd

Ithought that the final s [ ] cead
So even though Macbeth committed these acts there was more influence

than just his ideas.

Add Comments and Notes

Add a Comment

Leave feedback for students on their writing in the
Document:

1. Highlight a section of text in the Document.

-
2. Click é then type your comment.

3. Change the colour of the highlight using the
colour palette.

4. Click OK to add your Comment.

5. Comments are saved with the Document.

Ambitions To Comm it Evil In Macbeth

In Shakespeare's play, Macbeth, one could argue that Macbeth is motivated to commit his evil acts by
three forces. For example, the witches in the play give him the first idea that he will be king. In
addition, his own ambition starts to take over later in the play. Lastly, Lady Macbeth pushed and
provoked him constantly to commit these evils.

The three witchesin the play are a pretty big influence on Macbeth. For example, the witches tell him
that he will be the Thane of Cawdor and it comes true, proving the witches right in their prophecies.
Also, they tell him, “The power of man, {7 comma pear < : [peth.” which makes
him feel unstoppable.

Ithought that the final scenes in Macbeth proved that really ie would not iavekad a problem if it
wasn't for Lady Machetf]. So even though Macbeth committed these acts therclaps more influence
than just his ideas. |

Access Comments

Students can access and respond to comments in
different ways, enabling them to act on feedback
effectively:

e Hover the mouse cursor over the highlighted
text.

e Read the commentin the speech bubble that
appears.

3
e C(Click to hear the Comment.

e C(lick f to edit the Comment.

e C(lick @ to delete the Comment.

Use Notes

Notes provide instructions or guidance on using a
Smart Tab:

e Goto the Smart Tab ribbon after opening or
creating a Wordbar or WorkSpace.

e Click g to open Notes.

o If the Smart Tab has had Notes added
previously, these are now displayed.

e Type or paste text to add or edit notes.

e Notes are saved with the Smart Tab resource.

Back to contents




Use DocsPlus Analytics

Photosynthesis is the process by which plants
produce food. It does not occur in any animals.
The food that is produced is glicose.
Photosynthesis takes place in the leaves of green
plants. Four things are nec

phatosynthesis to occur: sunlig

, water and chlorophyll

Review

Overview

o E B ' e Use Analytics to see how a student has put

M) | Koot (39) Protcme (3 Wordbars(5) SpollChack (3 Pasd (0)

{

words °
°
Words entered from:
@ Keyboard (78%)
@ Predictor (7%) [ ]

@ Sspell Check (4%)

together a piece of writing:

Go to the Analytics ribbon tab.

On the right is a chart showing how text
has been entered into the document.

On the left the words in the document
are coloured according to how they were
entered.

Photosynthesis is the process by which plants
produce food. It does not occur in any animals.
The food that is produced is glucose.
Photosynthesis takes place in the leaves of green

photosynthesis to occur: sunlight, carb:
, water and chiorophyll

Review

Drill down

RN R Get more detail about how each word was

() Koypomd (39 Prefewr () wordbs(5) SpelCheck (2) paand 0)

input:

Photosynthesis is the process by which plants
produce food. It does not occur in any animals.
The food that is produced is glucose.
Photosynthesis takes place in the leaves of green
plants. Four things are nec

photosynthesis to oceur: sunlight, ca

, water and chiorophyll

Review

O =m B =B % B

AN Ko (3)  Pradieme () Wordbae(s) Soe Chack ) pasd (0

46

words

Words entered from:
@ Keyboard (78%)
@ Predictor (7%)
@ Vordbars (11%)

@ Sspell Check (4%)

Use the tabs on the right to see all the
words input from a particular source.
Click words in the Document on the left
to view more information on the right.

More tools in the Analytics ribbon:

e Click Statistics to see date and
structure information.

e Click Teacher Notes to add or view
notes.

e Click Print to print the document
and Analytics.

Back to contents
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Create and edit a Wordbar

Create a Wordbar

. ~~Ef Create grids to support a student’s writing using more
o a| difficult vocabulary:

We know that atoms are made up of protons, electrons and neutrons.
Protons and Neutrons are placed at the center of the atom which is called
the Nucleus. und the nucleus.

some energy. Neutrons does not have any charge ad protons are positively
charged. Electrons are negatively charged. Electrons circles the nucleus a5

z e e Inthe Smart Tab ribbon, click New.
e Sy ot e Choose whether to sort vocabulary into topic

o
atoms. The movement of these electrons in the atoms are irregularand ¥,

e tabs or alphabetical tabs or create a writing

o

frame.

e Type or paste text into the text box to make
your Wordbar. Choose how many common
words you want to filter out with the drop-
down box. Click OK to create your Wordbar.

e Add brackets around words to group them in a
cell.

e Click Go to use your Wordbar.

e Inthe Smart Tab ribbon, click Save to save
your Wordbar.

Edit a Wordbar

Edit a Wordbar to provide different levels of support
for students:

e

center charge charged cirdes current conductor conducting concept caused
daimed constant changes cell closed

Grid tome: €

e Inthe Smart Tab ribbon, click Edit to open Edit

connected conductors copper close converts circuits components coulombs f
control clarity contribation collection ew.

e Add or delete vocabulary offered in a grid by
ST — typing in the ‘Words’ text box.
. :":- o e Click the ‘Order’ drop-down box to change the
= Lo o Tow order cells appear in the grid.
e e Change the Cells setting from ‘Standard’ to
———— ‘Maximise Height’ or ‘1st Cell Across Top’ to
change the appearance of cells in the grid.
e Click the Columns drop-down box to change
the number of columns on a grid.
e Choose from the colour palette to change the
colour of a grid.
e Select a cell to change its appearance or add

other text to the Document when the cell is

s selected.
=1 : ol e Click Add to create a new grid.
e o e Click Add Text to create multiple grids.
e Click and drag grids in the sidebar to reorder
them.

Back to contents
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Adding pictures to the Document

Browse for a picture

Search through pictures saved on your
computer:

1. Go to the Document ribbon and

click ’“(\

2. Choose Browse... from the menu.
3. Navigate the file explorer to find the
picture you want to use.

Take a photo

Use a webcam to take a photo:

4. Go to the Document ribbon and

click ’\/\

5. Choose Photo... from the menu.

6. Click . to take a photo.

Other options

Resize pictures and add a caption or hyperlink:

o Click and drag the corner handles to
resize a picture.

e Right-click a picture and choose
from the menu to add a caption or a
hyperlink.

Back to contents 12




Settings:
Saving DocsPlus files

Save DocsPlus files to work on or use later.

Save a Document

Save a student’s DocsPlus Document to
continue their writing later:

e Goto the Document ribbon and
hm
click ﬁl .
e Choose where you want to save your file.
e Enter afile name and click Save.

Save a Smart Tab

Save a Wordbar or WorkSpace that you've
created or edited:

e Goto the Smart Tab ribbon and

I
cIick .

.
= e Choose where you want to save your file.

. .
— e Enter afile name and click Save.

Back to contents 13




Sharing DocsPlus files

Share a DocsPlus file to open it on another device or make it available to other staff and learners.

Share via cloud storage

Use cloud storage, such as Google Drive or
OneDrive, to share your DocsPlus files:

Cloud storage can be set as the default
file location for your Home folder in
Options. Ask your IT team to set this up -
Set up cloud sharing in DocsPlus.

Save files in the Home folder to
automatically share them.

Share via a network

Use your organisation’s network to share your
DocsPlus files:

Your organisation’s network can be set
as the default file location for your Home
folder in Options. Ask your IT team to set
this up - Set up network sharing in
DocsPlus.

Save files in the Home folder to
automatically share them.

B oocotes explrer

; @Newe.weeem [ owse (5 LeamingGrids Resources
L

Share via email

Send DocsPlus files as email attachments to
share them:

Open the file explorer.
Browse to the file you want to share,
right-click the file, and choose Email:

o This will open a blank email with
the file attached ready for you to
send.

Back to contents
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https://www.cricksoft.com/uk/support/docsplus/windows-mac/sharing/cloud
https://www.cricksoft.com/uk/support/docsplus/windows-mac/sharing/network
https://www.cricksoft.com/uk/support/docsplus/windows-mac/sharing/network

Printing DocsPlus files

Print DocsPlus Documents or Smart Tabs.

Print a Document

| I cccumen

37 - I TOCECCE
4= Print Document F— Print a student’s work to keep a physical record
of their progress:

e Go to the Document ribbon and

cIickle:| .

e Choose from the options provided.
e Click the Print button to send the
Document to your printer.

Print a Smart Tab

Print a resource to use away from the
X Wy W 2 computer:

ws s

Print Smart Tab

e When a Smart Tab is open:

o Goto the Smart Tab ribbon and

cIickle:| .

o Choose how much of the
resource you want to print and
how they'll be displayed.

o Click the Print button to send the
Smart Tab to your printer.

Back to contents
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Top tips for saving, sharing, and printing

More useful information on saving, sharing, and printing DocsPlus files.

Managing the file explorer

Create folders and shortcuts to organise your DocsPlus files:

i —

e Click to open the file explorer.
e Right-click in the folder to create a new folder or shortcut.
e See our Tailor the Features tutorial for more information on customising your file explorer.

Printing tips

Change the settings when printing a DocsPlus
Document or Smart Tab:

e Check the Print Analytics box to print
data from Analytics alongside the
Document.

e Change headers and footers to include
dates, subjects, names, or other
information to help with record keeping.

e Turn off Smart Tab backgrounds when
printing to save ink.

Saving tips

Click the Save as type drop-down box to save

€9 poe ' your Document in different formats:
D B 2

Memary types essay —

ko]

e DocsPlus Documents can be accessed on
other PCs with DocsPlus installed and
iPads or Chromebooks with the DocsPlus
App installed.

e Save as a DocsPlus Document to retain

= Analytics information and Voice Notes.
e Save as a Microsoft Word Document to
G g be able to access and edit the Document
WA Em—r: Ry ) on devices without DocsPlus installed.
e Save as a PDF to be able to access the
Document on devices without DocsPlus
installed without editing it further.

Pl ame: [wsmary types easay

Back to contents 16



https://www.cricksoft.com/uk/training/docsplus-training/tutorials/win-mac/tailor-the-features

Share DocsPlus files via Google Classroom

To share a DocsPlus file using Google Classroom, you will need to attach it to the relevant
assignment.

e Download the file before opening it in DocsPlus.
See our support article for step-by-step instructions on how to do this.

Share DocsPlus files via Microsoft Teams

If the file you want to share is available in your computer’s file explorer, drag it into a
message or the Files tab in a Teams Channel.

e You can also share by selecting Attach beneath the new message box:

o Select the file and then select Share or Open. This will upload a copy of your original
file.

o All the files you share in a chat are available in the Files tab at the top of your chat.

Back to contents 7



https://www.cricksoft.com/uk/support/docsplus/windows-mac/can-i-share-files-with-google-classroom

Accessi

bility

| e

Display

Adjust the Display settings to change DocsPlus’
appearance:

H
i
i

Go to the Options ribbon and select
Display.

In Colours, change the appearance of
the Document, Suggestions and Smart
Tabs.

In Fonts, change the default font style
and size.

In Effects, change what happens when a
cell is highlighted or selected.

In Keyboard, change the layout of the
on-screen keyboard.

In Tools, change the size and appearance
of the tools and which are offered.

1t and then choase  key o cel you went

‘Superkeys akangside any Access Method.

Access

Adjust the Access settings to change how
learners access DocsPlus:

Go to the Options ribbon and select
Access.

In SuperKeys, choose whether to use
SuperKeys and when it's active.

In Access Method, choose whether
DocsPlus should use input from eye
gaze, one or two switches, and change
how these access methods behave.

Back to contents
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Tailor the Features

Speech

Adjust the speech settings to change the voice
and when DocsPlus speaks:

e Go to the Options ribbon and select
Speech.

e Check the Text checkboxes to change
when DocsPlus speaks.

e Click ‘Highlight...’ to change how text is
highlighted when it's read out.

e Click the drop-down box to change the
voice.

e Adjust the slider to change the speed of
the voice.

e Check the Speak on right-click checkbox
for DocsPlus to read Suggestions or text
in Smart Tabs when right-clicked.

Predictor

Adjust the Predictor settings to change the level
of support provided by the Predictor:

e Go to the Options ribbon and select
Predictor.

e Adjust the slider to change the
complexity of vocabulary offered.

e Click the drop-down boxes to change the
number of and length of words offered.

e Check the checkboxes to change

Suggest words trat sound ke the keters typed (og “aum'->some’)
Medumproity

e e whether DocsPlus offers words in the

Predictor before any letters are typed
and whether words in open Smart Tabs
are offered.

e C(lick the SoundsLike drop-down box to
change the priority given to phonetic
spellings of words.

Back to contents 19




Spell Check

Adjust the Spell Check settings to change the
support provided by the Spell Check:

e Go to the Options ribbon and select Spell
Check.

e Choose whether misspelt words are
highlighted.

e Change whether Spell Check only applies
to words in the Word Pool.

e Change the automatic capitalisation
settings.

Export

Save your user settings to use with other
students:

1. Go to the Options ribbon and select
Export.

2. Choose where you want to save the
current settings.

Back to contents
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Documents

Current user's Cocuments faer

[ 5how s temin Explorer

Explorer

Change file settings to change where students
can save their work:

Go to the Options ribbon and select
Explorer.

Click ‘'Home' to change the default
location for DocsPlus Explorer:

o Typeinthe text box to give it a
name.

o Select a cloud storage option
from the suggestions listed or

o Select local or network folder
location.

o Click ‘Browse... to navigate to
your preferred default file
location.

Click ‘Desktop’ to decide whether to
display Desktop files in the Explorer.
Click ‘Documents’ to decide whether to
display the current user's Documents
files in the Explorer.

Click ‘Additional’ to add another file
location to the Explorer.

o Type inthe text box to give the
file location a name.

o Select a cloud storage option
from the suggestions listed or

o Select local or network folder
location.

o Click ‘Browse... to navigate to
your preferred default file
location.

Back to contents
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Word Pool

Add words to the Word Pool to adjust their
pronunciation or add common misspellings:

e Go to the Options ribbon and select
Word Pool.
e To change the pronunciation of a word:

o Type theword in the text box and
click ‘Add'.

o Inthe ‘Pronounce selected word
as:’ text box, type the word
phonetically.

o Click Try' to make sure you're
happy with the new
pronunciation.

e To add common misspellings:

o Type the correct spelling of the
word in the text box and click
‘Add'.

o Inthe‘Common misspellings of’
text box, type any misspellings.
Separate each with a space.

22
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Exam Mode

Setup Exam Mode

Set up Exam Mode so that students can use
DocsPlus as part of their access arrangements
in exams:

Go to the Options ribbon and select
Exam Mode.

Enter your password to turn Exam Mode
on or off. If you have not already set up a
password it will be your serial number
by default.

Turn Exam Mode on or off once you've
entered your password.

Go to the Options tab to choose which
features of DocsPlus are disabled while
Exam Mode is on.

Use Exam Mode

L. The coronaryartery supplesbood o the hear. When in Exam Mode DocsPlus initiates a range
% of features to make exam access as simple as

W EGlEl ¢ - % 0| B 8| A ‘ °

suPpoRT

= Print Document

’.J(fi] e [ ]

Pt
Clprotanayses

Colour code words n document

About You
name:

(Candidate Number:
Cenvetumber: |

About This Paper

Exam Boac:
Subgect:
Pagert

possible:

While in Exam Mode any disabled
features will be greyed out and
inaccessible.

‘Exam Mode’ will appear in the bottom
left of the screen to show that it has
successfully activated.

DocsPlus automatically saves the
document every minute.

When you print in Exam Mode there is
space to enter Candidate information
which will be added to every page of the
document. It will automatically add the
date and page numbers as well.

See this information on exam access to
find out more about using DocsPlus for
access arrangements in exams.
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Grid/Ribbon tools:
Grid tools

Grid tools

Use the grid tools to help learners writing in the
document:

e Use thisE to open the on-screen
keyboard or swap between the keyboard
and a Wordbar.

il e Usethis to hide or show a Wordbar
s or the on-screen keyboard.

[ by-product ‘ [ carbon dioxi | | cells 1 | cellulose chlorophyll

l chloroplasts ] l diffuse | | energy | | enzyme

[ glucose

|
|
growth | | guardcells | I leaves |
|
|

|
’ oxygen ‘ [ palisade | Iphotosynthesis'\ | pores
{ |

stomata sunlight || temperature \| veins
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Ribbon tools

Document ribbon tab

Use the document ribbon to access tools to
make changes to the document:

Photosynthesis is the process by which plants produce food. It does not occur in any animals. The
food that is produced is glucose. Photosynthesis takes place in the leaves of green plants. Four
things are necessary for photosynthesis to occur: sunlight, carbon dioxide, water and chlorophyll

Browse...

]

Photo...

Photosynthesis is the process by which plants produce food. It does not occur in any animals. The
food that is produced is glucose. Photosynthesis takes place in the leaves of green plants. Four
things are necessary for photosynthesis to occur: sunlight, carbon dioxide, water and chlorophyll

Photosynthesis is the process by which plants produce food. it does not occur in any animals. The
food that is produced is glucose. Photosynthesis takes place in the leaves of green plants. Four
things are necessary for photosynthesis to occur: sunlight, carbon dioxide, water and chlorophyil

Go to the Document ribbon.

il
Click to create a new DocsPlus
Document.

&
Click 1l to save the Document. Select
the arrow to choose between Save
Document... and Save Document As...

Click E] to see print options.

3
Click [q to hear text in the document.

Select the arrow to change the voice.

1=
roff — |
.

Click
CIickAt& to use Spell Check.

to turn on the Predictor.

Click K:g to create a new Voice Note.

Click E to add a picture to the
document.

CIick% to insert a hyperlink or the
date.

=
Click to add a comment to text in
the Document

Click Aa to change the text formatting
options.

Click — to change the layout
formatting options.

Click Q to zoom in or out.

Click @ to change the Document page
set up.

Click rlE to cut, copy or paste.

CIick@ to find words or phrases in the
document.
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Smart Tab ribbon tab

Use the Smart Tab ribbon to work with the Smart
Tabs:

e Goto the Smart Tab ribbon.
o Select to create a new Smart Tab.
e C(lick >< to close the current Smart Tab.

e Click LU to save the Smart Tab. Select the
arrow to choose between Save Wordbar /
WorkSpace... and Save Wordbar / WorkSpace
As.... Depending on the type of Smart Tab you
have open.

e Click E] to open print options.

. CIickAt& to Spell Check the Smart Tab. This is
only available in Edit View.

e C(lick E to find out more information about
the Smart Tab.

. CIick@ to make more advanced changes to
the Smart Tab. This is only available in Edit
View.

e Click j to go to Edit View. This is only
available for Wordbars.

' Review

% ®

KA Koo () e () Werdbas () oo Chack (1) Pand ()

46

words

Words entered from:
@ Keyboard (78%)
@ Predictor (79%)
@ Wordbars (11%)
@ 5eell Check (4%)

Analytics ribbon tab

Use the Analytics ribbon tab to find out detailed
information on the writing in the Document and how
it was produced:

e Go to the Analytics ribbon.

e When you open the Analytics ribbon, Review
is already open. Here you can find a summary
of how the writing was produced.

e Open @ to see further information on the
Document such as how long it was worked on
and how many words, sentences and
paragraphs have been written.

e Open to add further information.

e Click E] to print all of this information.
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Options ribbon tab

Use the Options ribbon to personalise DocsPlus
for individual learners:

e Go to the Options ribbon.

)
e Click [q to change the speech settings.

1=

o ClickE=Slto change the Predictor settings.

o CIickAt& to change the Spell Check
settings.

. CIickffj—(fj to change the Display settings.

e Click ® to change the Access settings.

o Click O to restore the default settings.

. =
e ClickC Y to export your current user
settings.

e Click il to change your file explorer

settings and link to cloud storage.

=
=

e Click == to add to or edit the Word Pool.

e Click to access more advanced
settings.

e Click \ﬂél’ to access Exam Mode settings.

Help ribbon tab

The Help ribbon has resources to help you keep
DocsPlus running properly and access training
materials:

e Goto the Help ribbon.

. CIickm to find your serial number.

e Click @ to open the log.

. CIickEto contact our support team.

o CclicklPJto go to the Get Started video.
e Click to access our training tutorials.

e Click ® to open the user guide.
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