Kurzwelil 3000
Administration for
Teachers

Notes:

This document is excerpted from the Kurzweil 3000 for Windows
User’s Guide Version 10, where it appears as Appendix H.

Cross-references that appear in blue are active links. All other
cross-references are inoperative, but refer to accurate locations in
other chapters of the Kurzweil 3000 for Windows User’s Guide
Version 10.

User account administration topics.

About User Startup Options on page 2.

Understanding User Accounts on page 3.

Preference Files Locations on page 4.

User Administration with Kurzweil 3000 Standalone on page 6.
User Administration with Kurzweil 3000 Network on page 8.

Student reporting topics.

Working with the Usage Log on page 11.
The Usage Log Dialog Box on page 12.

Reporting features available only with Kurzweil 3000 Network edition.

Administering the Activity Database on page 15.
Creating Database Reports and Form Letters on page 19.
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About User Startup Options

About User Startup Options

How users log on to Kurzweil 3000 and the default location for storing users’
working documents is controlled by the Ask for User at Startup option on
Kurzweil 3000 Standalone, or the Ask for Kurzweil 3000 User Name option
on Kurzweil 3000 Network.

For Kurzweil 3000 Standalone, you set the Ask for User at Startup option
in the General pane of the Kurzweil 3000 Options dialog box.

For Kurzweil 3000 Network, you set the Ask for Kurzweil 3000 User Name
option in the Options dialog box in the Kurzweil 3000 Administrator.

Important Note: Whichever way you decide to set the option, you should do
it when you first install Kurzweil 3000, because changing it afterwards can
cause confusion as to where user files are stored.

If the option is selected/enabled, Kurzweil 3000 displays the User Name box
in the Welcome window at startup.

You can enter a new User Name, or select an existing User Name from the
User Name box. When you enter a new name, Kurzweil 3000 creates an
account using the name you type.

If the option is deselected/disabled, Kurzweil 3000 uses the current Windows
user account information to create the Kurzweil 3000 user account.

Notes:

* Windows 2000 or Windows XP Restricted users cannot change the Ask
for Users on Startup option.

* For more information about the Ask for Users on Startup option, refer to
the Kurzweil 3000 for Windows Standalone Installation and
Administration Guide.

¢ For more information about the Ask for Kurzweil 3000 User Name
option, refer to the Kurzweil 3000 for Windows Network Installation and
Administration Guide.



Understanding User Accounts

A Kurzweil 3000 user account consists of all the documents belonging to a
user together with the user’s personal Kurzweil 3000 preference files. When
Kurzweil 3000 adds a new user, it creates two folders: one for the user’s
documents, and one for the user’s preference files. Depending on the startup
option setting, the documents and preference files are stored in different
locations.

Default Save Locations for Users Documents

The following locations represent the default location that Kurzweil 3000
uses to store a user’s documents. Users may, of course, store their
documents anywhere on the local computer, or in another place on the
network, if available.

Depending on the startup option setting, the folder locations are as follows:

When Ask for User at Startup is deselected on Kurzweil 3000 Standalone
or Ask for Kurzweil 3000 User Name is deselected on Kurzweil 3000
Network, the default save location for a user’s documents is:

C:\Documents and Settings\Windows account name\My Documents
\KESI\Kurzweil 3000

When Ask for User at Startup is selected on Kurzweil 3000 Standalone or
Ask for Kurzweil 3000 User Name is selected on Kurzweil 3000 Network,
the default save location for a user's documents is:

C:\Documents and Settings\Windows account name\My Documents
\KESI\Kurzweil 3000\user_namel, user_name2, user_names3, etc.

Where user_namel, user_name2, user_name3 are folders with the names
of individual users.

Note: User files for older versions of Kurzweil 3000 may be in:

C:\My Documents\Kurzweil Educational Systems\Kurzweil
3000\username

Kurzweil 3000 for Windows User’s Guide (excerpt) 3



Preference Files Locations

Preference Files Locations

User preference files include the Kurzweil 3000 settings file
K3000Settings.k3s as well as files for Vocabulary Lists, the Word Prediction
Dictionary, and the Personal Spelling Dictionary.

The K3000Settings.k3s file includes the settings for each of the options in
the Kurzweil 3000 Options panes. When you make a change to any of these
options—for example reading speed or reading highlight colors—Kurzweil
3000 updates the settings file to reflect your changes.

Kurzweil 3000 Standalone
All preference files are stored in:
On Windows 98 and 2000:
C:\Program Files\Kurzweil Educational Systems\Kurzweil 3000\Settings
On Windows XP:

The location of the files depends on whether the Ask for User at Startup
option is selected.

When the option is deselected (the default), the files are in:

C:\Documents and Settings\Windows account name\Application
Data\KESI\Kurzweil 3000

When the option selected, the files are in:

C:\Documents and Settings\Windows account name\Application
Data\KESN\Kurzweil 3000\user_namel, user_name2,user_name3, etc.

Where user_namel, user_name2, user_name3 are folders with the names
of individual users.



Kurzweil 3000 Network

User preferences files are stored on the PC running the Kurzweil 3000
Network Engine.

The files reside in:

C:\Documents and Settings\All Users\Application Data\AKESI\Kurzweil
3000 Server\Users\user_namel, user_namez2, user_names, etc.

Where user_namel, user_name2, user_namea3 are folders with the names
of individual users.

Important Note: With Kurzweil 3000 Network, only the K3000Settings.k3s
preference file is stored on the computer running the Kurzweil 3000 Network
Engine. Other preference files, such as Vocabulary Lists and a user’s
personal spelling dictionary, are stored on the Client computer.

When the Ask for Kurzweil 3000 User Name option is not selected in the
Kurzweil 3000 Administrator Network Options dialog box, the files reside in:

C:\Documents and Settings\Windows account name\Application Data\
KESN\Kurzweil 3000

When the Ask for Kurzweil 3000 User Name option is selected in the
Kurzweil 3000 Administrator Network Options dialog box, the files reside in:

C:\Documents and Settings\Windows account name\Application Data\ KESI\
Kurzweil 3000\user_namel, user_name2,user_name3, etc.

For more information about administering Kurzweil 3000 Networks, see the
Online Help available from the Kurzweil Network Administrator application,
or see the Kurzweil 3000 for Windows Network Installation and
Administration Guide.
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User Administration with Kurzweil 3000 Standalone

User Administration with Kurzweil 3000
Standalone

Use the following procedures to maintain Kurzweil 3000 user accounts.

Adding New Users

You can manually add new users at startup if the Ask for Users at Startup
option is enabled. If this option is enabled, Kurzweil 3000 displays the
Welcome/Login window. Otherwise, Kurzweil 3000 automatically creates
new users based on their Windows user account.

To add a new user:

1. Double-click the Kurzweil 3000 icon on the desktop to start Kurzweil
3000.

2. Inthe Welcome window, type the user’s name in the User Name box,
then click Yes to confirm.

Changing to a Different User

You can switch to another user without having to quit and restart Kurzweil
3000.

To switch to another user without restarting Kurzweil 3000:

1. Onthe File menu, click Change User to display the Change User Name
dialog box.

2. Type the new user name in the User Name text box.

or
Click the User Name arrow and select a user name from the list.

3. Click OK to effect the change, or click Cancel to keep the original user.



Deleting User Files

To delete a user’s files:

1.

3.

Navigate to the location where Kurzweil 3000 stores the user’s files.

The location of the files depends on the user startup option setting. See
About User Startup Options on page 2 of the Kurzweil 3000 for Windows
User’s Guide.

Click the first file you want to delete. Hold down the CTRL key, and then
click any other files you want to delete.

A dialog box appears asking if you are sure you want to remove the
items.

Click Yes.

Deleting User Accounts

To delete a user account and all the user’s files:

1.

4.

Navigate to the location where Kurzweil 3000 stores the user’s files.

The location of the files depends on the user startup option setting. See
About User Startup Options on page 2 of the Kurzweil 3000 for Windows
User’s Guide.

Delete the folder with the name of the user you want to remove.

Navigate to the location where Kurzweil 3000 stores the user’s files. See
Preference Files Locations on page 4.

Delete the preference files for the user you are removing.

Notes:
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If you want to save some of the files from a user account you are deleting,
first move the files to a different location.

If you are on a Kurzweil 3000 Network, consult the Kurzweil 3000 for
Windows Network Installation and Administration Guide.



User Administration with Kurzweil 3000 Network

User Administration with Kurzweil 3000
Network

Most administration tasks, such as adding and deleting users, are covered in
detalil in the Kurzweil 3000 for Windows Network Installation and
Administration Guide. This section provides a brief overview of a Kurzweil
3000 Network and information on the Kurzweil 3000 License-to-Go™
feature, as well as information on how to return licenses to the Kurzweil 3000
Network Engine.

Kurzweil 3000 Network Overview

The Kurzweil 3000 Network consists of one or more (usually many more)
computers running Kurzweil 3000 Client software and a smaller number of
computers running the Kurzweil 3000 Network Engine software. The Client
computers access the computer(s) running the Network Engine software
over a TCP/IP network.

If you are on a Kurzweil 3000 Network, there will be no difference in the
interface or functionality of Kurzweil 3000. The only difference is that your
user preferences are stored on the Kurzweil 3000 Network Engine, and they
are available to you regardless of which Kurzweil Network Client computer
you are logged on to. See Understanding User Accounts on page 3.

About Kurzweil 3000 License-to-Go

The Kurzweil 3000 License-to-Go feature allows students to use Kurzweil
3000 Client software without having to be connected to the Network.

A License-to-Go may be issued using the following methods:

Granting a License-to-Go. Use this method to transfer a license from the
Kurzweil 3000 Server to a Kurzweil 3000 Client computer that is connected
to the Kurzweil 3000 Network. After you grant the license, the Client can then
be disconnected from the Network and used outside of the Network.



This method is useful for students with laptops who need to use Kurzweil
3000 both in school and at home. It also allows students to use Kurzweil 3000
in areas of the school that do not have access to the Kurzweil 3000 Network.

Generating a Remote License-to-Go Code. Use this method to create a
Remote License-to-Go Code which a student can use to activate Kurzweil
3000 Client software installed on a computer that is not connected to a
Kurzweil 3000 Network.

This method is useful for students who need to use Kurzweil 3000 on a home
computer that cannot be transported to school.

Both granted and generated licenses are valid for a specified period of time.
When the time expires, the license automatically becomes available again on
the Server and unavailable to the user to whom the license was transferred.

Returning Granted Licenses to the Network Engine

If you are using the Network version of Kurzweil 3000, you may have been
issued a license using the License-to-Go license granting feature.

There might be a time when your System Administrator will ask you to return
your License-to-Go before it is due to expire.

To return a granted license to the Network Engine:

1. Connect the computer on which the granted license resides back to your
Network.

Launch Kurzweil 3000.

3. From the File menu, choose Check In License-to-Go.

Returning a Remote License-to-Go to the Network Engine

If you are using the Network version of Kurzweil 3000, you may have been
issued a license using the Remote License-to-Go option.

There might be a time when your System Administrator will ask you to return
your License-to-Go before it is due to expire.
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User Administration with Kurzweil 3000 Network

To generate a Remote License-to-Go Return Code:
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1.
2.

Start Kurzweil 3000.
From the File menu, choose Check In License-to-Go.

A dialog box appears, prompting you to confirm that you want to check in
the license.

Click Yes to continue.

Another dialog box appears, informing you that there is no Kurzweil 3000
Network Engine available and asking if you want to generate a Return
Code.

If you are sure you want to continue, click Yes. Once you click Yes, your
copy of Kurzweil 3000 will be deactivated.

Kurzweil 3000 generates a return code and displays it to you.

Contact your System Administrator and supply him or her with the
Return Code.



Working with the Usage Log

There may be times when it is important to track and monitor students’
Kurzweil 3000 usage. You may want to ensure that a student is using the
appropriate tool for a task. You may want to see how long it took a student to
perform a task. Running a log periodically, say once at the start of a semester
and again mid-term, enables you to note progress and spot problem areas.

The Usage Log feature provides data you can use to adjust your curriculum
or learning plans for your students as their learning abilities evolve.

There are two different logs that you can view: Word Help Log and
Complete Log.

The Word Help Log keeps track of the following events, along with the date
that each event occurred:

* Read single word (double-click reading). See Reading One Word at a
Time (Double-Click Reading) on page 53 of the Kurzweil 3000 for
Windows User’s Guide.

* Definition lookup.

e Spellword.

* Syllable usage.

* Picture dictionary lookup.

The Complete Log keeps track of the following events, along with the date
and time that each event occurred:

* Userlogin/logout.
* Usage Log enabled/disabled.

* File-related tasks such as open/close, creating new file, saving and
saving as.

* Start/Stop Reading.
* Definition and Synonym usage.
* Spell Check and spelling error correction.

* Read single word (double-click reading).
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Working with the Usage Log

Highlighting on/off.

Vocabulary word-related tasks such as highlighting, searching and
replacing words.

Word Prediction-related tasks such as turning Word Prediction on/off,
inserting words from Word Prediction and/or Vocabulary Lists.

Picture Dictionary lookup.

By default, the Usage Log is disabled. You must enable it for each user
separately.

The resulting report is a viewable, read-only RTF document.

Note: The Kurzweil 3000 Network edition has additional, more advanced,
logging features. See Administering the Activity Database on page 15 and
Creating Database Reports and Form Letters on page 19.

The Usage Log Dialog Box

All commands and options for the Usage Log feature are in the Usage dialog

Wiew Word Help Log |
Wiew Complete Log |

~Log Options

I Limitlag size

Delete Log |
Save |5 davs

0] Cancel | Help |

To enable the Usage Log for a user:

1.

2.

12

In the user’s Kurzweil 3000 window, open the Tools menu, and choose
Usage.

In the Usage dialog box, click the Enable Logging box.



3. You can limit the number of days you want the log to track. Click in the

Save Days box and type a number between 1 and 99 inclusive. The

default is 5.

If you want a continuous log with no limit, click the Limit log size box to

disable limiting.

4. Click OK.

To view a usage log:
In the Usage dialog box, click View Word Help Log. The following is a

sample of a portion of a Word Help log page.

i'ﬁ-"-:-r:l Help For TomV

Friday, 1/142005

Defimtions: 3

canders, condor, tactic

Eead word: 7

hazards, successfully, successfully, incubator,

icrease, Crease, species

ayllables: 1

Festicide

Words in hald were not found in the Eeference.
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Working with the Usage Log
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In the Usage dialog box, click View Complete Log. The following is a
sample of a portion of a Complete log page.

iLog for Lucinda

Tuesday, 10/21/2003
3:55:08 PM

Logging turned on for Lucinda

3:56:06 PM

Open CADocuments and Settings'\Lucinda' iy Documents'\EEST\Eurzweil 3
Work kes

356:43 PM

Save as: Dictionary Work kes -> Ch\Documents and Settings\Lucindaildy
Documents K ESTE urzweil 30000y Dictionary Work kes

3:56:58 PM

Lookup definttion: baking powder

3:57:08 P

Close Definition of baking powder' from American Heritage Fourth Edition

35718 PM

Lookup definition: baking powder

35744 PM

Close Definition of baking powder' from American Heritage Fourth Edition

3:58:17 P

Lookup definition: bandanna

3:58:33 PM

Lookup definition: bandanna

3:58:54 PM

Lookup definttion: grackle 1

3:59:16 PM

Close Definition of 'grackle’ from &merican Heritage Fourth Edition

3:59:35 PM

Lookup definition: sovereign

359:47 P

Close Definition of 'sovereign' from American Heritage Fourth Edition

4:00:04 P1I

Lookup definition: gecko

401:13FM

Save: CA\Documents and Settings\Lucindaddy Documents\KEEST'Eurzweil 3

4:01:36 PM

Close C\Documents and Settings\Lucindaly Documents\EEST\Kurzweil 3
Dictionary Worlc kes

4:01:36 PM

Close Definttion of bandanna’ rom American Heritage Fourth Edition

4:01:36 PI

Cloze Definition of 'bandanna' from American Heritage Fourth Edition

4:01:36 FM

Close Definition of 'gecko’ from American Heritage Fourth Edition




About the Following Sections

The information in the following sections details features and functions that
are available only with the Kurzweil 3000 Network edition and can only be
accomplished using the Kurzweil 3000 Administrator application, which is
located on the Kurzweil 3000 Server computer.

This information is provided here for you, the teacher, so that you are aware
of these important tools. If you do not have access to the Kurzweil 3000
Administrator, you will have to work with your Network or System
Administrator in order to make use of these tools.

For complete details about the Kurzweil 3000 Administrator, refer to the
Kurzweil 3000 for Windows Network Installation and Administration Guide.

Administering the Activity Database

You can configure the Kurzweil 3000 Server to keep a record of students’
activities as they work. The Server can record such actions as looking up
definitions, synonyms or syllables running a Spell Check or changing the
reading speed.

Using the Server Administrator, you can perform the following database
administration tasks:

e Update the database.
e Clean up the database.

After you have collected user activity data, you use it to generate reports and
letters that incorporate selected data, similar to a mail merge. See Creating
Database Reports and Form Letters on page 19.

Setting Up Activity Logging

By default, the Server does not log user activity; you must turn on this
function. Be aware that activity logging can require large amounts of disk
space since the activity of all users is recorded. Therefore, you need to
ensure that there is adequate free disk space available on the Kurzweil 3000
Server machine. Itis not possible to provide specific disk space requirements
because of the variability of individual Kurzweil 3000 Network installations.

Kurzweil 3000 for Windows User’s Guide (excerpt) 15



Administering the Activity Database

However, space on the order of tens of megabytes is certainly a suggested
starting point. You will need to experiment.

Note: Statistics are not logged for users who are using Kurzweil 3000 with
the License-to-Go license granting feature.

To enable activity logging:
1. Double-click the Kurzweil 3000 Network Administrator shortcut icon.

i: Kurzweil Network Administrator
File Users Tools Licenses Reports Help

1 Current User[s]:

| [Unlocked] | Licerses: -- 0 Pro (Colar) , Oln Use - O Pro (Bw] . 0 In Use - 0 LeamStation . 0 1n Use - y

2. From the Tools menu, select Options.

16



3. Inthe Kurzweil 3000 Network Options dialog box, select Log User
Statistics.

£ Kurzweil 3000 Network Options

i User Logon

= Ask for Kurzweil 3000 User Mame
& Use Windows Logon Name

[ | Showiser Wameillisto Eients

i~ Client Optian:
¥ Allow Clients to Create New Accourts
[V &llow Clients to Select License Type
[~ Log User Statistics

[T Broadcast "Lock Features” Settings

[Confiaure “lock Featurest |

i~ Administratar Option:

Server Address: |127.0.01

I fuloFiefiesh Display

4. Click OK to close the dialog box.
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Administering the Activity Database

What Activities Get Logged?

The following is list of Kurzweil 3000 activities and/or events that are logged

18

in the activity database:
File opened

File saved

File closed

Page scanned

Reading started

Reading stopped

Look up definition

Look up synonyms

Look up syllables

Spell a word

Spell check a document
Word Prediction enabled
Word Prediction disabled
Word inserted from Word Prediction
Reading Speed changed
Read Mode changed

Read Unit changed

User logged in

User logged out

New Text File created

New Image File created

File "Saved As"

Definition not found

Look Up in Encarta

Synonym not found

Spell Check error replaced

Spell Check error skipped

Spell Check no suggestions for word
Spell Check report

Highlighter used on text

Highlight words in Vocabulary List
Search for words in Vocabulary List

Word inserted from Vocabulary List



Creating Database Reports and Form Letters

You can output the activity data you collect as either a report or as form
letters. You generate form letters from a form letter template. Form letter
templates consist of text that you type in manually and predefined database
field tags that you embed inside the text. See Creating and Generating Form
Letters from the Database on page 22.

Generating Reports

The Kurzweil 3000 Network Engine includes several predefined reports that
you can use to chart student progress. You can generate reports for
individual students or for all students in the database.

Report

Contents

Definition Lookups

Specific words looked up.

Synonym Lookups

Specific words for which synonyms were found.

Syllable Lookups

Specific words broken into syllables.

Spell Check Errors

Specific words misspelled.

Reading Speed by User

Changes to reading speed.

Student Summary

Average reading speed, number of words
looked up.

Full Database

All activity.

Also, if your school has Microsoft Access 97 or another database
management application that is compatible with the Microsoft Jet database
format, you can create your own customized reports. Consult your database
software documentation for instructions.

To generate a Kurzweil 3000 report:
1. Double-click the Kurzweil 3000 Network Administrator shortcut icon.

2. From the Reports menu, choose Run Report.
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Creating Database Reports and Form Letters
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In the Select Report dialog box, choose the report you want from the
Report menu.

Select Report

- Starting Date

Month Day Year:
[<Ma Setection: =] [<Na Selection: =] |

- Ending Date
Month Day: ‘Year:

[<Ma Setection: =] [<Na Selection: =] |

For a report on a single student, type the name in the User Name box.
For a report on all students, leave the User Name box blank.

For a report covering a specific time period, scroll to select month and
day, then type in the year for both Starting Date and Ending Date. For
a report covering the entire time span in the database, leave these boxes
blank.

Click OK.

When the report appears, click Print to send it to your printer or Exit
Report to return to the Select Report window.

By default, the data in a report is in ascending chronological order
(earliest to latest). To reverse the order, click the Date/Time column
head. To resize the columns, click and drag the dividers between column
heads.



Below are examples of a Definitions Lookup report for one student and

a Spell Check report for a group of students:

urzweil 3000 Server Report

DateTirne: | Usger Name | Definition of |
10/31/00 10:18:34 AM Caraline jests
10/31/00 10:18:45 AM Caroline wiound
10431700 10:18:52 A Caroline yonder
10/31/00 10:13:05 &M Caroline art
10/31/00 10:13:16 AM Caroline vestal
10/31/00 10:19:28 AM Caroline Chaste
10/31/00 10:15:41 AM Caroline Cast
10/31/00 10:19:54 AM Caroline hurl
10431400 10:20:55 &M Caroline emboszed
10431700 10:23:05 AM Caroline landmark.
10/31/00 10:23:20 AM Caroline ill-starred
10/31/00 10:22: 31 AM Caroline daleful
10/31/00 10:24:01 AM Caroline lamnentations
10431400 10:24:01 &M Caroline lamentations

Ezit Report |
&l Kurzweil 3000 Server Report 9 =] B3
Drate/Time | Uger Mame | Misspelled |
10731700 10:27:12 AM Caitlin Floorida
10421 /00 10:27:21 &M Caitliry frend
10/21/00 10:27:23 &M Caitlin Dizneland
10431400 10:27:28 A Caitlin hurycane
10/31/00 10:54:04 AM David Haloween
10/31/00 10:54:09 &M David faverit
10/21/00 10:54:17 &M Dravid holliday
10/31/00 10:54:13 & David realy
10431400 10:54:23 A David beleive
10431400 10:54:25 AM David qosts
10/31,/00 10:54:52 A David gosts
10431400 10:56:57 AM ticah wiritting
10431400 10:57:00 Ak tdicah gogts
1043100 10:57:05 b Micah peple
1043100 10:57.07 & Micah dont
10/31/00 105712 &M Micah beleive
10/31/00 10:57:74 AM icah gosts
10/31/00 105716 &b Micah probly
10/31/00 105722 apd Micah gosts
Frint... Exit Repart
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Creating Database Reports and Form Letters

Creating and Generating Form Letters from the Database

The Generate Form Letters feature gives you the ability to produce form
letters from a form letter template that you have previously created.

A form letter template consists of manually entered “boilerplate” text merged
with numeric data from the activity database, viewed over a specified time
period. The numeric data corresponds to the number of times students used
Kurzweil 3000 features such as Definition lookup or Word Prediction, and in
the case of Reading Speed, the average reading speed.

This feature, which is similar to a mail merge, allows you to create, for
example, weekly parent letters that detail a student’s interactions with
Kurzweil 3000.

To create a form letter template:

22

The general method for creating a letter is to type “boilerplate” text that is
appropriate for everyone who will receive the letter, insert database field
tags, type labels for the inserted fields and type any desired explanatory text.

1. Double-click the Kurzweil 3000 Network Administrator shortcut icon.

The Network Administrator appears.

2. From the Reports menu, choose Create/Edit Form Letter Template.

The Select Form Letter Template dialog box appears.

i:ﬁelecl Form Letter Template x|
Letter harme: I j
s Cancel |




3. Type a name for the template in the Letter Name box and click OK.

_:‘.::Select Form Letter Template

Letter Name: IWeekI_l,l Progress | j

oK

Lancel |

The Network Engine creates the new form letter template, and saves the
template’s name to the Letter Name list for future use, and the Add/Edit
Form Letter: Template Name dialog box appears.

{‘ Add/Edit Letter: Weekly Progress

Edit

| Fant: [aial =l sie o

=l swe [Requar 7] Field ‘

oK LCancel |

The Add/Edit Form Letter: Template Name dialog box provides simple
Font, [Font] Size and [Font] Style formatting tools. The Fields button
provides access to the Insert Field dialog box.
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Creating Database Reports and Form Letters

4. Click Fields.

The Insert Field dialog box appears. The Field Name list contains a list

of all the interactions stored by the database.

EllInsert Field 3|l = Insert Field

Field Mame: IStudentName j Field Mame: | Student Mame

Field Description Field Descripti Shartng Dale
The student's name (Kurzweil 3000 User Mame]. The student's Ending Date
Files Opened
Test Files Created

Image Files Created
Filez Created

Ok LCancel

Tl N

Pages Scanned

When you choose a field name, a description of the information it
contains appears in the Field Description area.

_4.:_‘. Insert Field E3
Field Marne:

rence Tool L:

Field Description
Curnulative tatal number of reference tool uzes
[definitionz, synongms, syllablez, Encarta, and spelling]
by a student over a given date range.

ok LCancel

5. Add field labels and any other desired text.
6. Click Close.

For a sample form letter template, see the next page.
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Form letter template sample. Inserted database fields are enclosed by
double angle brackets (<< >>), all other text is typed in manually.

g_ﬁ\dd!Edil Letter: Weekly Progress I

Edit

Fant: IAriaI VI Size: IE! vl Shyle: IHegular vl Field |

Weekly Kurzweil 3000 Reading Report

To the parents of =<=Student Hame:==,

From ==Starting Date== 10 ==Ending Date== your child used Kurzweil 3000 for ==Time Using
Kurzwveil 3000== minutes.

During this time, your child interacted with Kurzweeil 3000 a5 followws:

Time zpent reading was <=Active Reading Time== minutes.

Average Reading Speed was ==Reading Speed== words per minute.

Looked up ==Defintion Lockups== word defintions in the Kurzweil 3000 dictionary.
Looked up ==Encarta Lookups== word definitions in Encarta.

Sincerely,

Ms. Lyons
1| | »

ok Cancel

Generating a Form Letter

After you have created a form letter template, you can direct the Network
Engine to generate one or more form letters, each of which will contain the
selected user’s individual usage information.

To generate a form letter:

1. From the Reports menu, choose Generate Letters.
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Creating Database Reports and Form Letters

The Form Letter Generator dialog box appears.

_{;Fulm Letter Generator E3
Letter Mame: |5th Grade Social Studies 'I

Students——————— [~ Startihg Dat

pT—— onth: Day: ‘rear

22303 Jonnson

Akesha Johnson IDecember j I‘I j |2DD‘1
Jerry Smith

Khalid R amsa

Lon Moorstein — Ending Date

;i[,e”-? Jansen tanth: Diay: ‘Year
|December =] |6 =] J2004

Ok LCancel |

2. Choose a letter from the Letter Name menu.

£ Form Letter Generator

Letter Mlame: | 5th Grade Social Studies 'l

th Grade Social Studies |

Students "
Ahensha Joh Manth: [NET dar:
easha Johnson

#keshaJohnson [December =] [1 =] [200¢

Jerry Smith

Khalid Ramsa

Lon Mooretein - Ending Date

L:g}hlsai:;en bonth: Lrap: Year
[December =] [5 =] [2004

Ok LCancel |

3. Inthe Students area, choose the name of each student for whom you
want to generate a letter. To choose multiple names, hold down the CTRL
key and click the desired names.

'5.: Form Letter Generator
Letter Name:  |'Weekly Progress b

~ Starting Dal
onth: Day Year
[December =] 1 =] [2004

~ Ending D a
Month: Dayw Year:
IDecember j 51 'I |2EIE|4|

OF. | LCancel |
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4. Specify a Starting Date and an Ending Date. This range will appear on

the cover sheet when you print the generated letters, and, within the

letters themselves, if they contain the <<Starting Date>> and <<Ending
Date>> database fields.

ﬁ_Folm Letter Generator x|

Students

Letter Name: |'Weekly Progress -

Afarting Dal

Manth: Dray: Year:

[December =] [T =] [2004

—Ending D at

donth: Dray: Year

IDecembel j IE 'I |2004|

| Lancel |

5. Click OK.

The Form Letter Display dialog box appears. The dialog box contains a

header, which displays the name of the form letter followed by the

specified date range. Following the header, the form letter is reproduced,
now with the specified data replacing the field tags, one letter for each
student you selected. A red line indicates the end of one letter and the
beginning of the next.

6. Click Print to print all of the letters.
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