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OVERVIEW

Move Learners Through the Writing Process

Draft:Builder SOLO Edition steps writers through planning, note-taking, organizing,
citing resources and preparing a rough draft—in every genre and every curriculum
area. Draft:Builder uses a structured framework to break the recursive writing
process down into small, manageable chunks so that learners stay on task.

Practice and Build Process-Writing Skills

Draft:Builder breaks down the writing process, modeling the logical,
progressive steps of building a good first draft. Each view provides
considerate scaffolds to help learners transfer information and build on
ideas as they work through writing's recursive process.

Participate in Grade-Level Curriculum Across

Content Areas

Content-rich templates support learners as they write in any subject or genre.
General outlines, guiding questions and sentence starters get even the most
reluctant writers engaged in the writing process.

Create Differentiated Assignments With Ease

In Teacher Central, educators can quickly customize all multi-sensory supports
to address each writers' individual learning needs. Educators can quickly
create outline templates at varying levels and assign them to multiple
learners simultaneously.

About Getting Started

The Getting Started guide has been designed to assist trainers, educators and
first-time users of Draft:Builder® as if it were being used in an actual educational
setting. The literacy activity uses curriculum-based content and research-based
strategies to demonstrate how the product functions in a meaningful context—first
you participate as a learner, then as a teacher. Further, the step-by-step directions
model a good sequence for learning how to use the product effectively and
provide best practice and intervention tips.

This Getting Started Activity does not address every function in the product, but it
does provide all the essentials needed to use Draft:Builder in the classroom after
completing the activity. In addition to your Getting Started literacy activity, you
may utilize SOLO® Help, an interactive help utility that provides the just-in-time
support you need as you increase your knowledge and proficiency of Draft:Builder.

Getting Started
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Draft:Builder SOLO Edition
Tutorial 1 Meets Standards

Reading Standards:

Learners establish a purpose for reading
(e.g., for information)

Writing Standards:

Learners use prewriting strategies to plan written work
(e.g., use story maps and webs; group related ideas; take
notes; brainstorm ideas; organize information according
to type and purpose of writing)

Learners use strategies to draft and revise written work
(e.g., reread; add descriptive words and details; delete
extraneous information; elaborate a central idea; use

paragraphs to develop separate ideas; produce a draft)

Learners use strategies to edit and publish written work
(e.g., edit for spelling at a developmentally appropriate
level; use reference materials; use available technology to
compose and publish work)

Learners use paragraph form in writing (e.g., arrange
sentences in sequential order, use supporting and
follow-up sentences, establish coherence within and
among paragraphs)

Learners use a variety of strategies to plan research (e.g.,
identify possible topic by brainstorming, use idea webs)

Learners use strategies to compile information into written
reports or summaries (e.g., incorporate notes into a finished
product; include simple facts, details, explanations

and examples)

Learners use appropriate methods to cite and document
reference sources (e.g., bibliography)

Technology Standards:

Learners know that technology facilitates better
communication by providing storage and retrieval of
large amounts of data, an easy means of processing
and displaying data, and faster communication
among individuals

Learners use a word processor to copy, move, save and
print text

Getting Started 5
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Learning Checklist for
These Tutorials:

Launch Draft:Builder

Sign in as a learner

Open an existing assignment

Preview an assignment

Toggle between Concept and Tree views
Read Locked Text with auditory supports
Modify an Outline

Create notes

Add text to notes

Add a reference using Bibliographer Wizard
Move notes from the Notes side to Draft side
Read the Draft with auditory supports

Move text in the Draft

Save assignment

Sign in as a teacher

Create Locked Text

Modify an Assignment Template to create a new one

Save an Assignment Template

¢t o0 Jg0o gD o U0 d

Assign work to learners
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Note to Teacher

‘ﬁ@ Step to Be Followed

Tutorial 1: Use Draft:Builder to Organize Ideas
Into a Rough Draft

NOTE TO TEACHER: In this tutorial, you are playing the role of
Learner 1. You will walk through this exercise as if you are a learner
using DraftBuilder for the first time. Notes to the teacher are in italics.
Please allow yourself about 25-30 minutes to complete this tutorial.

After completing this tutorial, you will be able to assist a learner on
the first day with adding, changing and moving information in all
three views of Draft:Builder (Outline, Notes, and Draft) to build a
rough draft. The learner will do the following:

In Outline

* Open a template

» Work in Map

 Joggle between Concept and Tree view

* Add, change, delete and move subtopics/text as they brainstorm,
modify and organize their ideas

In Notes

* Read note instructions tied to subtopic notes

* Create a new note and add text to the new note
* From Notes, move to Draft

* Add a reference using Bibliographer Wizard

In Draft

* Move notes from the Notes side to the Draft side of the screen,
reading Locked Text instructions to guide placement

* Use speech to hear the draft read aloud
* Move text in the Draft view to modify the organization of ideas

* Save the work and export it to a word processing program to
start the editing and revision process

Getting Started 7
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The tutorial is grouped into the following five sections:
I. Launch, Sign In, Open an Existing Assignment

2. Read Locked Text and Modify an Outline

3. Take Notes and Create a Reference

4. Organize Notes into a Rough Draft

5. Cut and Paste to a Word Processing Program

8  Getting Started
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1. Launch, Sign In, Open an Existing Assignment

In this section of the tutorial, you will launch Draft:Builder, sign in

as Learnerl and open an existing assignment called
My Town Is Best.djs.

A. Launch
"% Double-click the SOLO icon @ on your Windows desktop or

E

Macintosh dock to launch the program.

B. SignIn

As soon as you start Draft:Builder, you need to tell

Draft:Builder who you are. For this tutorial, you are
Learner 1. Sign In appears.

"% Select Learner1 in the list.

28 sign In EEX
File Tools Help
[ Mew Student. .. H Teacher Sign In... l
Sart by class: All Students w
Learner2
Learner3

I

Getting Started 9
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B ocick ] ok

"Learner]", Pleaze enter pour passward.

EEEE XX ]

| ] | [ Cancel ]

‘% Type the default password, 123456.

B click Ok to verify your name. Student Central
appears. My Work opens automatically.

ﬂ Student Central

File Edit Help

@ % ) B ocete

Read:OutLoud DraftBuider | | Wwrite:Outloud

Docurnent Date

+[“7hssignment Templates

= [rMy work
Favarite Sport 5.djs 141042006
Halloween 4.djz 141042006
Lizards of the Galapagos.diz 110/2006
Muzic Yideos 7.djz 1/10/2006
My Town |5 Best.djs 1/10/2006
Thankzgiving 2.djg 141042008

[=7Start-ta-Finish Core Content

Student Central lets you see all of your documents and
assignments. In Student Central you can create a new
document, open an Assignment Template created by a
teacher or work on an existing assignment.

10  Getting Started
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Open an Existing Assignment

The My Work folder contains all the documents you
create and Assignment Templates created by a teacher and
saved as your work. Find the assignment named My Town
Is Best.djs.

Click My Town Is Best.djs to see a preview of the assignment.

Document

= |7 Azsignment Ternplates
dncient Egypt Pyramids. asn

Pyramids and Tombsz. azk

Treaszure |sland Character.azn

A small snapshot of the assignment appears in Preview. The
Preview shows the contents of the selected assignment or
document in the program it was last opened in.

=1 Description of | IntrocluctionH Year Round Fun‘ 1 bestle
Town becau

NameH SizeH General Location‘ | close to the Iake” cl¢

< >

Look at the Preview to confirm you have the correct
assignment.

Double-click My Town is Best.djs in the My Work folder to
open the assignment in Draft:Builder.

Getting Started 11
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Getting Started

The file opens in Outline view. Creating an Outline is the
first step in writing a draft. By showing both panels, you can
quickly see how your assignment is organized. You can
re-order the subtopics in either the Outline or Map view
and the change also takes place in the other panel.

801t st iy e b ]

Tl FEEE R P R LA AN

Scroll Bar

Look at the right side of Draft:Builder. This is called the
“Map”. The Map is a graphic organizer that shows you how
subtopics in your Outline are connected. Use the Map view
to focus on the overall ideas and organization of your
assignment. When you make a change in your Map, the
change is also made in your Outline.

This is the Tree view in Map.

‘E My Town is Best|

=] [=]

best buildings
because

best people because|

;hineyH gives free samples” reason 3|

| tall one$|| reason 2|| ¢
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You can make the Map view larger by clicking the left side
of the Slide Bar {: lon the toolbar.

. Slide Bar
o - - Button

— because

2. Read Locked Text and Modify an Outline

A. Read Locked Text

Learner| has previously worked on this assignment. Learner|
has typed in some reasons why the town is best in the Outline.
Learner! has also written some notes with some supporting
details for several of the reasons. Today Learner| has been told
to return to the assignment to add more information to the
Outline and notes and then create a rough draft.

Locked Text is a feature that allows the teacher to write
instructions to the learner. Only the teacher can create Locked
Text, change it or remove it. The first step the learner needs to
do is to read the Locked Text for any instructions or support
provided by the teacher.

Look at the Outline. Locked Text instructions have been added
to your assignment. Read all of the instructions to get an
overview of the assignment before beginning to write.

Locked Text appears highlighted. To read the first Locked
Text instructions, place your cursor on the Locked Text
}\Nrite a short introduction to why your town is best after you have... ‘ and CliCk.

The Locked Text becomes highlighted in a different color.

Wirite a short introduction to why your town is best after you have brainstormed
your reasons in the outline below.

Getting Started 13
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To support reading the Locked Text instructions, the learners
may choose to have them read aloud.

‘% While the Locked Text is highlighted, click Speak i on the
toolbar to hear the Locked Text read aloud.

B. Modify an Outline

Following the instructions the teacher has added to your
assignment, you are now going to modify the Outline.

‘ﬁ@ Using the scroll bar between the Outline and Map, scroll
down and look at the Outline to see what was written last

time on this topic.

Dy
' Mame

General Location
Wiite & short introduction to why your town is best after you have..
| M intreduction
Wiy does your town have the best location?
| Your

2y
¥ Scroll Bar

EMy Town is Best!
beit people becaute best buildings
—— becoirse

shinay! ghves free samples renson 3

Think about what else you might add to the Outline.

You see that you only have two reasons listed under best
things to do for fun! You want to add a third reason.

best things to do for fun!
play at the beach
ricde bikes
reason 3

14  Getting Started
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“/Ej Click reason 3 and type play in snow.

best things to do for funl
play at the beach
ricle bikes
play in snow

Now you think of a few more fun things to do.

\ﬁtj Click “ to create a new yellow subtopic under play in
snow. Repeat this step once more to create another
yellow subtopic.

P best things to do for fun!
. play at the beach

B ride bikes

| play in show
Subtopic

Subtopic

“/Ej Click the first subtopic and type make a snowman.

P best things to do for fun!

play at the beach
ride bikes

play in snow
make a snowman

J@ Click the next subtopic and type make a snow fort.

m

best things to do for fun!
B play at the beach
rice bikes

play in the snow
make a snowman
make a show fort

Getting Started
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P D

/B

B
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You see that the last three subtopics are all about playing in
the snow. You decide to better organize these subtopics by
placing the last two entries under play in snow.

Click make a snowman.

Click Indent =» to change the yellow subtopic to a
red subtopic.

T best things to do for fun!

- play at the beach
ricle bikes
T play in snow

make a showman

make a snow fort

Follow these two steps to change make a snow fort to a
red subtopic also.

play in show
make a snowman
make a snow fort

Advise learners to look at their outlines and think about
connections between topics and subtopics to better organize
their outlines.

Are there any topics that might fit under two subtopics in
the Outline? Are there any topics that would fit better under
a different subtopic?

Click the yellow icon next to play at the beach.

best things to do for fun!
play at the beach
ride bikes

play in snow

Click Cut s« .
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/B
/B

Scroll up to best location because and click the yellow icon
next to close to the lake.

Click Paste ", Play at the beach is now a red subtopic of
close to the lake.

‘Why cdoes your town have the best location?

Year Round Fun
best location because
close to the lake
play at the beach
close to Chicago

Click the yellow icon next to the yellow subtopic play in snow
and drag it until the yellow line is under the yellow subtopic
close to Chicago. The red subtopics under it will go with it
automatically. When the yellow line is under close to Chicago,
stop dragging.

close to Chicago
play in snow
make a showman
make a show fort

As you create and use your Outline, you might find that you
no longer need or want a subtopic you created. You can
remove the entire subtopic so that your Outline only
includes the information you want for your assignment.

You decide that you do not want the subtopic close
to Chicago.

Click the yellow icon next to close to Chicago and press
Delete on your keyboard.

Getting Started
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‘% Delete Topic appears.

42 Delete Topic

\c:) Are you sure you wank to deleke this bopic?
-

e %]

Remember when you delete a topic, you also delete all the
subtopics under it.

Y Click |

best location because
close to the lake
play at the beach
play in show
make a snowman
make a show fort

3. Take Notes and Create a Reference

A. Take Notes

In Draft:Builder, there are two other views available besides
Outline. They are Notes and Draft.

Outline MNaotes Draft

T My Town is Best

Now you are ready to change to Notes view to read the
notes you have and add some more notes.

‘ﬁ@ Click the tab Holes to move from Outline to
Notes view.

18  Getting Started
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Sy Town is Best
(1) Description of Town
(0)Name
(0) Size
(0)General Location
(1) Introduction
(0)Year Round Fun
(1)best location because
(1)close to the lake
(1)play at the beach
{O)play in snow
(0)ymake a snowman

(0Yymake a snow fort

Notice how some of the subtopics have numbers other than
zero after them. The number shows if there is a note already
written for this subtopic and how many notes there are. Notes
may have prompts from your teacher to help you write more.

J@ Click fire trucks are shiney (misspelling is intentional). Read
the note that has already been written on this topic. Click

the note and click Speak <i) on the toolbar to hear the note
read aloud.

on my town has the best people is bacause.
ays keep the fire tucks clean, They also plant

he fireman had o put out a fire on my block. They are very brave

You decide to add a new note of your own.

J@ Find the subtopic Year Round Fun and click it.

Getting Started 19
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\% Click New Note Q on the toolbar. An empty Note opens.

& Year Round Fun E@@

[ ok [ canca |

B o)[<](m]

\% In the Note, type Evanston has year round fun. In the
summer you can play at the lake. In the winter you can
play in the snow.

Evanston has year round fun. In the summer you can
play at the lake. In the winter you can play in the
show.

i

[x)[2][x) (][ <](m]

-
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B click 0K

@ To familiarize yourself with the toolbar, place your cursor
over each icon on the toolbar to see the name of each
button and hear it read aloud. Make sure Speak Toolbar
and Dialog Boxes is checked on the Speech menu.

B. Create a Reference

To learn more about your town, you did some research
using an Internet site from the local library. You learned that
ice cream sundaes were invented in your town and you
want to add this information.

J@ Move down to the green subtopic more reasons... and
click the yellow subtopic invented ice cream sundaes.

{1}best things to do for fun!
(1)ride bikes
(1)ymore reasons...
(1)invented ice cream sundaes
(1)Conclusion

“/E'j Double-click the note to open the Note.

@ invented ice cream sundaes E]

Another reason my town is best is because....

EE WM

Getting Started 21
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You write the following note from information you learned
from your local library's website.

\% Type It claims to have invented the sundae. Churchgoers
disapproved of sodas being served on Sundays so the
soda shops started selling ice cream and syrup. The
name was changed to sundae so it wouldn't sound like it
was making fun of the churchgoers.

Keep in mind you may not type more than 300 characters
in a Note.

& invented ice cream sundaes g
Ancther reason my town is best is because....It
claims to have invented the sundae. Churchgoers
disapproved of sodas being served on Sundays so
the soda shops started selling ice cream and syrup.
The name was changed to sundae so it wouldn't
sound like it was making fun of the churchgoers.

[x][2][v] [)[<][m]

When you do research, you need to create a bibliography
that lists all the sources from which you got information.

\ﬁ@ Click 1l to enter a reference that can be linked to
this note.

22  Getting Started
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Bibliographer opens. The Bibliographer is designed to

help you write a bibliography and check your work as you
go. Examples are given for the basic types of resources.

& Bibliographer d =3
[ree—

| ducke || etk " ook - [ " [P [——— |I ftmarce | O |
Ancle | Hotes |invertadica et 8| Exsigle

@) MLA () APA

varts Diaklirgn: T amonom and £ vokuion of
s Cotmogtons &

Tinston

me L and Stewart D Pack.. “Specishon
Storraaes Fowsies i the (3 aiguagert |slanads. Fosak |
oumad of the Lnesan Soci 141Me 102004 135

Tormiraraton]’ Zokagesl

My Bty

[ | Usmpesmd |
B 7= llullo 4 ¥ @
% b & Ok [ Coed |

The reference you want to enter in your bibliography was
found on the Internet, an electronic resource.

“% Click | Electoric  from Main Categories.

ain Categaries :

l Aok " Book " Electronic

l Aticle

Intervieves l

Letters l Prasentation Refarence

Other ]

A new view opens showing an example of a reference for
an educational cd-rom.

& Bibliographer icd ]
[Eye—
ke " Atk 2 || Elechonic " Intrrenwe |I Leltess " Presorttar | Frbsoren || oee |
Electiorie | Motes [ rweniedic + 8 Exomple MLA () APA
Tia Com 106 Yaas el igaces o CO-ADH
cd-tom educatanal LD AOM, madrebes: 3ol o 11wkt \:‘n-i:-:.l—‘:‘-";.—«-x:ﬁq.‘i:l.«n.\w..— %.r
al
My Dibbogsaphy
L New | | Usevawd |
BZ 4 < @
¥ B B o] o ]
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Your reference came from the World Wide Web and is in
text form.

\% Click world wide web site-text.

Electronic | Maotes [ invented ic

cd-rom educational
cd-rom encyclopedia
world wide web site-personal
witld wide web site-photo
-tet

vl i n::'E wih site

Both MLA and APA styles are available. In this tutorial, we are
using MLA.

The Bibliographer provides a wizard that will walk you
through writing your bibliography step-by-step. The Wizard
puts the information you enter into the correct format.

\% C|ick. lze wizard. .. '.

The Bibliographer Wizard appears with the entry for the
title of the page. This is the first entry you need to make for
this type of reference.

S Bibliographer Wizard

Type the title of the photo or page used az shown in the example.
The Galapagos lzlands.
Bibliography style : (3) MLA () APA
[ Example ] [ Help... ]
< Previous [ MHext » ] [ Cancel l
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YO click  Esample  for additional help.

] Bibliographer Wizard

Type the title of the photo or page uzed as shown in the example.

The G alapagos |slands.
Title of Page|

Bibliography style : (50 MLA (O P4

The Galapagos Islands. Ecuadar. Interknowledge Corp., 1958, 29 May 2004.
http: /v, geographia. com/ecuador/galislands. htm.

[ Evample | [ Hep. |

< Previous [ Mewt > l [ Cancel ]

Jﬁj For Title of Page, type History of the Ice Cream Sundae.

] Bibliographer, Wizard

Type the title of the photo or page used as shown it the example.

The Galapagos |slands.
Hiztary of the lce Cream Sundae.

Bibliography style : (33 MLA () APA

The Galapagos |slands. Ecuadar. IntertKnowledge Corp., 1998, 23 May 2004,
hitp: //wene. geographia. comsecuador/galislands. htm.

[ Evample | [ Heb. |

< Previous [ et » l [ Cancel ]

\/@ Click Mext . You are asked for the name of the site
or page.

& Bibliographer Wizard

Type the site or page name, uzing standard capitalization as shown in the example.

The standard used is MLA

The Galapagos Islands. Ecuador, Interkrgwledge Corp., 1998, 29 May 2004,
hittp: /v, geographia. comdecuador ganglands. him.

[ Example H Help... ]

[ < Previous H Mext > l [ Cancel ]

\/@ You do not have a site or page name, so delete the
highlighted text Title by pressing the delete key.

Getting Started 25
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\% Click MNest > . You are asked for the name of the host

or organization that sponsors the website.

& Bib liographer, Wizard

Type the name of the organization or web host for the site,

Interk nowledge Corp.

The standard used is MLA

The Galapagos Islands. Ecuador. Interknowledge Carp., 1998, 29 May 2004
http: / /v geographia. com/ecuador/galislands. htm.

[ Evample | [ Hep. |

[ < Previous H

et >

|

[ Cancel ]

\% For Name of Host/Organization, type Evanston

Public Library.

& Bib liographer, Wizard

Type the name of the organization or web host for the site,

Interk nowledge Carp.

Evanston Public Library

The standard used is MLA

The Galapagos Islands. Ecuador. Interk nowledge Corp., 1933, 29 kay 2004,
http: /v, geographia. com/decuadar/galislands. htm.

[ E xample H Help... ]

[ <Previous |

Mext »

l

[ Concel |

\/@ Click Mext > . You are asked for the year of the work.

] Bibliographer Wizard

Type the year of the work. az shown in the example.

1338

The standard used is MLA

The Galapagos |slands. Ecuador. Interk nowledge Caorp., 1993, 29 May 2004,
hittp: /v, geographia, com/decuador/galislands. hitm,

[ Evample || Hep. |

< Previous H

et »

l

[ Cancel ]
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Jﬁj You do not know the year of the work, so delete the
highlighted text Year by pressing the delete key.

Jfﬂ Click Mext »

. You are asked for the date that you

looked up the information on the website.

FJ Bibliographer Wizard

29 May 2004

D ate Month e

The standard used is MLA

Type the date information was accessed from the site as shawn in the example.

?

The Galapagos |slands. Ecuador. Interknowledge Corp., 1998, 29 May 2004,
hittp: /v, geographia. comdecuador/ galislands. b,

[ Example H Help... ]

[ < Previous H Mext > l [ Cancel ]

YD Type 23 August 2004.

e Bibliographer Wizard

29 May 2004

23 August 2004

The standard used is MLA

Type the date information was accessed from the site as shown in the example.

The Galapagos |slands. Ecuador. Interknowledge Corp.. 1938, 29 May 2004,
hittp: /vy, geagraphia. comdecuador/ galislands. ktnn.

[ Evample | [ Heb. |

[ < Previous H Mest » l [ Cancel ]

Y oclick | Mest>

. You are asked for the address or URL of

the website from which you obtained the information.

e Bibliographer Wizard

LIRL of web sitg

The standard used is MLA

Type the zource of the infarmation as shown in the example.

hittp: /v, geographia, comdecuador/ galislands. htm

The Galapagos |slands. Ecuador. Interknowledge Corp.. 1938, 29 May 2004,
hittp: /vy, geagraphia. comdecuador/ galislands. ktnn.

[ Evample | [ Hep. |

< Previous H Finizh l [ Cancel ]
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\% Type Evanston.lib.il.us/community/sundae.html

%* Bibliographer Wizard Ej@

Type the zource of the infarmation az shaown in the example.

http: /v, geographia. com//ecuadar/galislands. htm
Evanston lib.il.us/community/sundae.html

The standard used is MLA

The Galapagos Islands. Ecuador. Interknowledge Corp., 1993, 29 May 2004,
hittp: /v, geographia. com/decuador/galislands. hitm.

[ E xample ” Help... ]

| <Pevious || Finish | [ cancsl |

‘% Click  Finish ' to return to the Bibliographer.

The Wizard has taken all your entries and put them in the

correct format. Now you need to link the reference to the
note it goes with.

| Electonic " [L——— " [P [——— || ftmarce | Ot |
B +| Exsrigie @ MLA () APA

[7he Gslapagas fitands. Ecuador. intednowledge Com 19730 29 May 2004
ity e grmerp i coamim s il b

I s . Evaration Public Libeary. . 20 Auguust 2004
L

4 ¥ Wow | [ Deete | [ Usmrund |
(2] (2] (] u](0] oEn

% W (B & )

‘/Ej Click the Notes (invented ic) tab.

%* Bibliographer

Main Categaries :

I Article " Arbvork, " E

Electronic | Motes [ invented ic

co-rom educational
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B

P D

The note you just created appears in the window.

Electanic Maotes [ invented ic

R

invented ice
cream sundaes

= Another
reason my
town is best
is
because....

Click . Link

The Link cursor ===' appears.

Place the Link cursor in the Note you want to attach to a
reference. Click to select the Note.

Place the Link cursor in the reference you want to attach to
your Note. Click to link your Note and reference. The Link
cursor appears in the Note and in the reference to show
that they are linked.

Reference | Motes [inventedic -~ »  Example: @ MLE () &PA)
"'Some Endangered Animal Species.” The World Almanac ahd Book of Facts, 2003, Mew York: ‘World
invented ice » Almanac Books, 2003,
cream sundaes
== Another
reason my My Bibliography :
i .z Historw of the |ce Cream Sundae . Evanston Public Library, . 23 Sugust 2004,
town is
beSt iS Evanstan libil us/commmunity/sundae html
because....
Click | U to return to the Note.
Click | Ok, . again to return to Notes view. The

note that has been linked will have the Link symbol over
the Note icon to show that this Note has been linked to
a reference.

‘ =¥ Another reason my town is best is because.... It claims to have invented the... ‘
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4. Organize Notes into a Rough Draft

B

/B

30  Getting Started

You are now going to change from Notes view to Draft
view to organize your notes into a rough draft that you can

use to write and publish your paper.

Click Diraft in the view tabs.

In Draft, read the instructions in Locked Text.

Introduction: Give a short description of your town, such as it's name, size and *
general location.

Best Location

Best Location: Convince your reacer that your town has the best location...give
your reasons with interesting examples.

Best People: Convince your reader that your town has the best people...give
your reasons with interesting examples.

Best Buildings: Convince your reader that your town has the best buildings...give
your reasons with interesting examples.

Click the note Evanston has year round fun. In the

summer you can play at the lake. In the winter you can

play in the snow.

T Year Round Fun

the winter you can play in the snow.

Evanston has year round fun. In the summer you can play at the lake. In
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“% Click and drag the note to the Draft window under the
Locked Text Best Location. You are beginning to organize
your notes into paragraphs in draft form.

Best Location

Evanston has year round fun. In the summer you can play at th
winter you can play in the snhow.

“'% Move all your notes to the Draft window and place them
under the appropriate heading.

When you have finished placing all your notes in your draft,
read and listen to your draft to see if it makes sense.

"/Ej To have all the text read aloud, first highlight all the text by
clicking and dragging the cursor across all the text or by
opening the Edit menu and choosing Select All.

View Insert Outline Text Speech Tools Window

Unda Chrl+Z |
Redo Chrl+y

I

%
h
]
]

¥ =] Move To Beginning OF Document  Ctrl+-Home
“:' Move To Mext Sentence Chrl4+-Shift-+1
e Select Sentence Chrl+Shift+3

" Move To End Of Document: Ctrl+End

“/Ej Then click Speak i on the toolbar.

‘/Ej Stop the speech by clicking Speak < again when you hear
something you want to change in your draft. Make changes
to help each sentence in the assignment make sense.

% Click Save =l to save your work.

It is always a good idea to save often to avoid losing all
your hard work.
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5. Cut and Paste to a Word Processing Program

32

P D D D D

Getting Started

If you are a SOLO user, you only need to click the Send to
Write:OutLoud button &% on the toolbar. Your draft will
open in Write:OutLoud.

Now you have a rough draft that you want to revise and
edit in your word processing program to prepare for
publishing. You are going to copy your text and paste it
into your word processing program.

Highlight all the text in your draft by clicking and dragging
the cursor across all the text or by opening the Edit menu
and choosing Select All.

View Insert Outline Text Speech Tools Windoy

Unda Chr+Z |
Redo Chrly

%
h
]
]

|

¥ = Move To Beginning Of Document  Chrl+Home
“:' Move To Mext Sentence Chrl4-Shift-+r
- Select Sentence Chrl+Shift+x

" Move To End OF Document: Chr+End

Click the Copy button

Launch your word processing program and open a
new document.

Paste using a key command, tool bar command or the menu
command for Paste in your word processing program.

Save your document and continue to edit your draft into a
finished assignment.

Close Draft:Builder. From the File menu, click Quit/Exit.
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WEdit Wiew Insett Outline Text Speech

1 Hew Chrl+N
Open Skudent Central — Chrl+l

] Close ChrHw

a Save Chrs
Save As... A+,
Export... ChrHeShift+F
Prink Prevvies. ., Chrial+P

(=4 Print Ore Crrh-Shift+P
Prink... ChrP

% send ToReadiOutloud  Chrbnlb+R

D) send To tritsoutloud  Cerbealb+

Wake Up CoiMiriter Chrl+=

Recent Files 3

)

You return to Student Central where the saved document
appears under My Work.

Documernt

+ [ hszignment Templates

=k My Wk

Farvarite Sport 5. djz

Halloween 4.djz

Lizards of the Galapagos.diz

buzic Yideosz 7.djz

by Town |2 Best.djz
Thanksgiving 2.djz

|—75Start-to-Finish Core Content

J@ Close Student Central by clicking the Quit button |*%| in
the upper right-hand corner. Sign In appears.

m Sign In @@
Eile Toals Help
[ Mew Student... ] [ Teacher Sign In... ]
Sart by class: All Students A
Learner2
Learner3

\% Click to exit the program.

Congratulations! You have just completed an assignment.
When you are ready, try Tutorial 2.
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Note to Teacher

‘/Ej Step to Be Followed

Tutorial 2: Use Teacher Central to Modify an
Assignment Template

This tutorial is written for a teacher. After completing this tutoridl,
a teacher can use Teacher Central and Draft:Builder to modify an
existing Assignment lemplate in order to create a new Assignment
Template. A teacher can use the product supports of Create an
Assignment (from an existing assignment), Locked Text, Add a
Subtopic, Add Text to the Subtopic, Change Text of the Subtopic,
Create a New Level of Subtopic, Create a New Note Instruction in
Locked Text for a Subtopic, Change Locked Text in Existing Note
Prompts, Save the New Assignment lemplate and Assign It. Please
allow 30-35 minutes to complete this tutorial.

I. Launch, Sign In to Teacher Central, Open an Assignment Template
2. Modify an Assignment Template
3. Save as a New Assignment Template

4. Assign to Learners
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1. Launch, Sign In to Teacher Central, Open an
Assignment Template

In this section of the tutorial, you will launch Draft:Builder, sign in
as Teacher and open an Assignment Template called Treasure
Island Character Study.asn. You have a current Assighment Template
on Long John Silver that you want to modify for learners who need
more structure.

A. Launch

\/Ej Double-click the SOLO icon @ on your Windows desktop

or Macintosh dock to launch the program.

B. Sign In to Teacher Central

Sign In appears.

Sign In

File Tools Help

[ Mew Student... H Teacher Signln... ]
Sort by class: All Students v
Learner1

Learner2

Learner3

[ o ][ o
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JEj Click | TeacherSianln | Teacher Sign In appears.

& Teacher Sign In

Jzer: Adminigtratar

Pazsword ;

Mew [ ]9 l [ Cancel ]

[dzer:

FPazzword ;

[ Teacher
Mew [ ] l [ Cancel ]

“% Type in your Password: school

&8 Teacher Sign In
|Jzer: Teacher

FPazzword : TITIY

MHew k. l [ Cancel

YD ocick . oK

Teacher Central appears. Teacher Central lets a teacher
perform administrative tasks needed to create Assignment
Templates and manage learners' work.

Getting Started
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C. Open an Assignment Template

An Assignment Template is an assignment created by a
teacher. Only a teacher can create or modify an Assignment
Template. Once created, a teacher may assign the template
to one or more learners. In this tutorial, you are going to
create a new Assignment Template by modifying an
existing one.

‘/@ Click | NewAssignment Template... | Create New Assignment appears.

Create New Assignment

MNews Assignment Template.

Open a BLANK
Assignment Template

Open a SAVED
Assignment Template

Open the Reading Te
Writing WIZARD

Cancel

Open a SAVED
\% Click [T | The dialog Create an assignment based
on a saved assignment appears.

Create an assignment based on a saved assignment @g

File Aszzigned ta... Topic Dictionary ~ Date

Ancient Egqept Dr... Special - 2/28/2005

Lang John DraftB... Special - 2/28/2005

Rainforest DraftB... Special - 2/28/2005

Satum DraftBuild...  Special - 2/28/2005

Treasure |sland C... §=EWE] - 2428/2005

wWiike a Storp.asn - - 2/25/2005
.

"% Select Treasure Island C... and click | Ok
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The Assignment Template Treasure Island Character.asn
opens in Draft:Builder.

OB Hs +41: WK [y . A

2. Modify an Assighment Template

You are going to modify an existing Assignment Template and add
more scdffolding in the form of instructions by each subtopic to help

guide learners as they write their notes.

"% Click the green icon next to Characteristics.

Outline Motes Crraft

My Topic
Long John Silver
Characteristics
Good or bad character
At the end of the story he...

JEj Click Insert Locked Text 'Z on the toolbar. A text box
appears above the subtopic Characteristics.

Outline Notes Draft

Wy Topic
Long John Silver

Characteristics
Good or bad character
At the end of the story he...

Getting Started
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% In the text box, type: Type three characteristics of Long
John Silver.

My Topic
Long John Silver

- Type three characteristics of Long John Silver.|
Characteristics

Good or bad character
At the end of the story he...

You have now added Locked Text instructions that can help
guide the learners. These instructions are “locked” so that
the learners cannot change them.

Now you are going to add more specific structure to the
Outline to help the learners.

\ﬁ@ Click the green icon next to Characteristics and click &
on the toolbar. A new subtopic is created.

Type three characteristics of Long John Silver.
Characteristics

\/E'j Click the Indent button =» . The green subtopic changes to
a yellow subtopic.

T My Topic

Long John Silver
- Type three characteristics of Long John Silver.
T Characteristics

Good or bad character

At the end of the story he...
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% Type Physical Attributes.

TMy Topic
Long John Silver
- Type three characteristics of Long John Silver.
Characteristics
Physical Attributes
Good or bad character
At the end of the story he...

JEj On the toolbr, click =" | to create a second yellow subtopic.

Type Personality.

% On the toolbr, click =" | to create a third yellow subtopic.

Type Actions.

T My Topic
Long John Silver
F Type three characteristics of Long John Silver.
Characteristics
Physical Attributes
Personality
Actions
Good or badl character
At the end of the story he...

Now add Locked Text to provide instructions to the learners.

\/Ej Click Insert Locked Text "2 three times to add three

text boxes above Characteristics.

tMy Topic
Long John Silver
I Type three characteristics of Long John Silver.

Characteristics
Physical Attributes
Personality
Actions

Good or bad character

At the end of the story he...

Getting Started
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% In the first box, type What does he look like? Put your
notes under Physical Attributes. and press Enter.

My Topic
Long John Silver
- Type three characteristics of Long John Silver.

-What cloes he look like? Put your notes under Physical Attributes.

Characteristics
Physical Attributes
Personality

\/Ej Click the second text box to open it and type Is the
character friendly, funny, happy, mean, scary, angry or
another descriptive word? Put your notes under
Personality. Press Enter.

i

" My Topic
Long John Silver
- Type three characteristics of Long John Silver.

F What cdoes he look like? Put your notes under Physical Attributes.

| |s the character friendly, funny, happy, mean, scary, angry or another descriptive
word? Put your notes under Personality.

Characteristics
Physical Attributes
Personality
Actions

Good or bad character
At the end of the story he...

% Click the third text box to open it and type What kinds of
things does the character do? Put your notes under
Actions. Press Enter.
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My Topic
Long John Silver

I Type three characteristics of Long John Silver.
F What does he look like? Put your notes under Physical Attributes.
I Is the character friendly, funny, happy, mean, scary, angry or another...
F What kinds of things does the character do? Put your notes under Actions.
Characteristics

Physical Attributes

Personality

Actions
Good or bad character
At the end of the story he...

To make the assignment easier, you are going to delete the
rest of the subtopics. Having only one concept
“Characteristics” for this assignment will reduce the
complexity of the assignment for the learners.

‘/Ej Click the green icon next to Good or bad character?

Personality
Actions
Good or bad character
At the end of the story he...

J@ Press Delete on your keyboard. Delete Topic appears.

@ Delete Topic

\ql) Are you sure wou wank ko delete this bopic?
-

(e J% ]

Remember when you delete a topic, you also delete all the
subtopics (children) under it.

.....................................

At the end of the story he.... is now selected.

“% Press Delete on your keyboard. Delete Topic appears.
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J@ Click es

Z My Topic
Long John Silver

r Type three characteristics of Long John Silver.
r What does he look like? Put your notes under Physical Attributes.
r Is the character friendly, funny, happy, mean, scary, angry or another...

r What kinds of things does the character do? Put your notes under Actions.

Characteristics
Physical Attributes
Personality
Actions

3. Save as a New Assighment Template

Now that you have finished modifying this Assignment Template,
you need to save it with a new name.

\ﬁ@ From the File menu, click Save as...

Edit Wiew Insert Outline Text Speech To

1 Mew Assignment Template  Alb+4

Cpen Teacher Central Chrl+1
»| Close Chrl+ty
:J Save Ctr+S
Export... Chrl+Shift+F
Print Preview. ., Chrl-alt+P
=) Print One ChrlShift+P
Prink... Ctr+P

B Send ToRead:outioud  Chrl+al+R

0 send To Wik OukLoud Cerl-alk+w

Wake Up Coswriter Chrl4+=
Recent Files »
[ Quitfext Chrl4+q
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Template Description appears.

& Template Description @g|

Pleaze enter a description for your assignment:

ighment Description

o o

J@ Type Long John Silver's characteristics - physical,
personality, actions.

#* Template Description @E|

Pleasze enter a description for your assignment;

Long John Silver's characteristics -
physical, personality, actions

% I 0K l ’ Cancel ]

JEj Click Ok. . Save Assignment As... appears.

" Save Assignment As...

File narme :

Farmat : Azzighment w

Agzign to Students Save

i Save Assignment As...

File name : LongJohn Silver's Characteristics in DB

Farmat : Azzighment w

seve ) [
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4. Assign to Learners

Now you are going to assign the new Assignment Template.

B Click [Assion to Students| Assign appears.

“Wiew by Class : All Students v

O Learmers

Select Al ] [ Deselect Al ]

[ o [ conest |

\% To assign this Assignment Template to Learner1, place a
check in the checkbox next to Learner 1.

ﬁ? assign E]@

Wiew by Class : All Students

O Learrer3

Select Al ] [ Deselect Al ]

I[\ 0K I [ Cancel
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J@ Click Ok. . You return to Save Assignment As....

i Save Assignment As...

File name : |Long John Silver's Characterigtics in DB

Format : Agzignment “

’ Save ] [ Cancel l

% Click Save . You return to the Draft:Builder Outline.

Wy Topic P

Long John Silve
|ivht ot e bk I it yous moters endioe Phiysical Aliibutet
|14 the ehasmchar diancly, furey. happy, meae, seary, angry ee snathe
| What kinds of fings does the chasscter do? Put your notes under Acsions.
Y Charssswintcs
Physical Athibates
Personalty
Actons

Laong Jobn Sibver Charasteentics

Physical Athibutes | Personainy|| Actons

J@ Close Draft:Builder by opening the File Menu and clicking
Quit/Exit.

Edit Wiew Insert Outline Text Speech

1 Mew Chrl+M
Cpen Student Central  Chrl+1

| Close Chrl+i

B Save Chrl+5
Save As... alt+,
Expatt... Ckrl+Shift+F
Prink Previes, ., Chrl+Al+P

(=) Print One Chrl+Shift+P
Print. .. Chrl+P

) Send To Read:Qutloud  Chri+-AlL+R

L 4
@;} Send To WriterOutLond  Chrl+AlE+HW
\f) Wake Up CoiWriker Chrl+=

Recent Files >

CouitfExit

Getting Started
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You return to Teacher Central.

\ﬁ@ Close Teacher Central by clicking the Quit button = in
the upper right-hand corner.

Sign In appears.

Hsign In g@!]
Fic Tocls Help
[ Mo shen: Teacher Sinln |
Soit by clss A1 Shuderiz v
Learner2
Learner3

oK. ] | it

B click | Qui

Congratulations! You have just created your first Assighment
Template. It would be a good idea to walk through the

Assignment Template you have created as a learner in order
to make sure that it functions correctly

to exit the program.
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APPENDIX 1: Supporting Files

Assignment Templates and Outline Templates
Included with Draft:Builder, SOLO Edition

Included with your Draft:Builder, SOLO Edition product are
Assignment Templates and Outline Templates.

Outline Templates

Outline Templates are content-free, research-based templates that can
be used “as is” or modified to meet specific learner and/or curriculum
needs. Use Outline Templates to guide learners through the writing
process in Draft:Builder.

e _A Blank Template.opt e Descriptive Paragraph.opt
e A 3 Paragraph Essay.opt e KWRL DraftBuilder.opt

e A 5 Paragraph Essay.opt ¢ Persuasive Essay 1.opt

¢ Beginning Middle End.opt * Persuasive Essay 2.opt

¢ Biography DraftBuilder.opt * Plan a Story.opt

* Book Report Fiction.opt e SQ3R DraftBuilder.opt

e Compare Charac e Story Map DraftBuilder.opt

DraftBuilder.opt e Vocabulary 1 DraftBuilder.opt

¢ Compare Contrast General.opt

Generic Assignment Templates

Generic Assignment Templates are content-free, research-based
assignment templates for use with any eText or modified for your
learner and/or area of curriculum.

e Compare Contrast e KWRL.asn
Characters.asn e Story Map.asn
* Interview a Friend.asn * Supported Reading SQ3R.asn
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Sample Curriculum Folders and
Sample Assignment Templates

There are four sample Curriculum Folders and Sample Assignment
Templates. In each Curriculum Folder, you will find:

¢ 1 assignment to organize and draft ideas using Draft:Builder

Listed here are the file names.

Sample Assignment Templates Sample Curriculum Folder
Long John DraftBuilder.asn Literature

Saturn DraftBuilder.asn Science

Ancient Egypt DraftBuilder.asn History

Rainforest DraftBuilder.asn Geography
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Limited Warranty

Don Johnston Incorporated warrants software for one year from date of purchase.
This warranty is valid against manufacture defects and malfunctions not the result of
abuse or mishandling. Except for the above, Don Johnston makes no warranties,
express or implied, including warranties as to the merchantability or as to the fitness
of this product for any particular purpose, and shall not be liable for any loss or
damage, directly or indirectly, arising from the use of this software product or for
consequential damages.

Don Johnston Incorporated reserves the right to make any changes, additions or
improvements to software or documentation at any time without notice to any
person or organization.

The manuals and the software described in them are copyrighted, with all rights
resened. Under the copyright laws, the manuals or the software may not be copied,
in whole or in part, without written consent of Don Johnston, except in the normal
use of the software. The same proprietary and copyright notices must be affixed to
any permitted copies as were affixed to the original. This exception does not allow
extra copies to be made for others, whether or not sold, but all the material
purchased (with all backup copies) may be sold, given, or loaned to another person.
Under the law, copying includes translating into another language or format.

You may use the software on any computer owned by you, but extra copies cannot
be made for this purpose.

DON JOHNSTON INCORPORATED MAKES NO WARRANTIES, EXPRESS OR IMPLIED,
INCLUDING WITHOUT LIMITATION THE IMPLIED WARRANTIES OF MERCHANTABILITY
AND FITNESS FOR A PARTICULAR PURPOSE, REGARDING THE SOFTWARE. DON JOHNSTON'S
LICENSOR(S) DOES NOT WARRANT, GUARANTEE OR MAKE ANY REPRESENTATIONS
REGARDING THE USE OR THE RESULTS OF THE USE OF THE SOFTWARE IN TERMS OF ITS
CORRECTNESS, ACCURACY, RELIABILITY, CURRENTNESS OR OTHERWISE. THE ENTIRE RISK
AS TO THE RESULTS AND PERFORMANCE OF THE SOFTWARE IS ASSUMED BY YOU.

THE EXCLUSION OF IMPLIED WARRANTIES IS NOT PERMITTED BY SOME JURISDICTIONS.
THE ABOVE EXCLUSION MAY NOT APPLY TO YOU.

IN NO EVENT WILL DON JOHNSTON'S LICENSOR(S) AND THEIR DIRECTORS,

OFFICERS, EMPLOYEES OR AGENTS (COLLECTIVELY DON JOHNSTON'S LICENSOR)

BE LIABLE TO YOU FOR ANY CONSEQUENTIAL, INCIDENTAL OR INDIRECT DAMAGES
(INCLUDING DAMAGES FOR LOSS OF BUSINESS PROFITS, BUSINESS INTERRUPTION,
LOSS OF BUSINESS INFORMATION, AND THE LIKE) ARISING OUT OF THE USE OR
INABILITY TO USE THE SOFTWARE EVEN IF DON JOHNSTON'S LICENSOR HAS BEEN ADVISED
OF THE POSSIBILITY OF SUCH DAMAGES. BECAUSE SOME JURISDICTIONS

DO NOT ALLOW THE EXCLUSION OR LIMITATION OF LIABILITY FOR CONSEQUENTIAL
OR INCIDENTAL DAMAGES, THE ABOVE LIMITATIONS MAY NOT APPLY TO YOU.

Don Johnston's Licensor's liability to you for actual damages from any cause whatsoever,
and regardless of the form of the action (whether in contract, tort (including negligence),
product liability or otherwise), will be limited to $50.



SOLO

"'T‘ ‘> @ by Don Johnston One C Omp[éte [y
Integrated Solution

Combine Draft:Builder with our industry-standard reading and
writing interventions to address the entire learning continuum across
the curriculum. Complete the SOLO learning environment and
increase the considerate supports available:

. When used with SOLO's Text Reader, Draft:Builder
imports the outline created during reading to support the
draft-writing process.

v When used with SOLO's Word Prediction and Vocabulary
Development Assistant, just-in-time support for content-
area and topic-specific words is available by applying Topic
and Genre Dictionaries. An eWord Bank displays a list of
words to tap prior knowledge about the writing topic.

% When used with SOLO's Talking Word Processor,
Draft:Builder's content exports directly into the talking word
processor and reflects all of the outlining, note-taking and
drafting completed with Draft:Builder. This provides a
seamless transition into the next steps of the writing
process—revision, editing and publishing.

For more information about Don Johnston's revolutionary
learning intervention—SOLO™—uvisit donjohnston.com or contact
Customer Success at 800.999.4660

X5328 900A



