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ACTIVote Concept

The purpose of ACTIVote is to generate user response via the ACTIV board
when called upon to do so by the presenter. This provides you with instant
feedback on user performance during your presentation. Two types of
ACTIVote device are available:

e Wireless handheld voting device
An ergonomically designed ACTIVote device held by the user, which
contains buttons used to register the device and respond to questions.

e ACTIVote VR device
A virtual version of the handheld device, which is accessed on the
computer. Instead of pressing buttons, you click on the button image to
register and respond to questions.

You can use a single device type or combine both types at the same time for
generating user response.

Questions can be prepared using the Question Master software, alternatively
you may ask AdHoc questions. Both of which can receive feedback. Feedback
can be displayed in various formats immediately on screen or may be exported
to a spreadsheet for further analysis.

There are several modes available when using the ACTIVote tool. The simplest
mode is the Demo Mode where you use simulated devices to practise using the
program. Anonymous Mode requires that physical devices are registered to the
ACTIV board and then any registered device can be used by any user. Named
Mode is the most complex and offers the most features in terms of feedback on
user response. This mode not only requires that devices are registered with the
ACTIV board but that each user is allocated a specific device.

The following is a list of modes available:
e Ask an AdHoc question using Anonymous mode

e Ask a prepared question using Anonymous Mode

e Ask an AdHoc question using Named Mode

e Ask a prepared question using Named mode

e Ask an AdHoc question using Demo Mode (for training use only)

e Ask a prepared question using Demo Mode (for training use only)
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Getting Help

You can find more information about using ACTIVote in the following resources.

User Guides on product CD

You can find information about ACTIV products in the User Guides, which can
be accessed from the Product CD.

If Auto Play is enabled on your PC, the main menu screen will automatically
appear. If this menu does not automatically appear, choose Run from the Start
menu. In the Run dialog box, type the drive letter that contains the CD and
type \Menu.exe. For example d:\Menu.exe.

Click on the documentation icon to access the product user guides.
Help System

ACTIVote includes complete documentation on all of the tools and features in
this accessible help system.

The help opens in a new window. The format is designed to allow easy
navigation so you can view each topic using the contents list, or find
information about a specific topic by using the index or search options.

User Forums

The User Forum is an interactive online resource, where you can post
discussion topics and share information surrounding the use of ACTIV products
with other users around the world. It provides additional support from your
peers and allows you to combine knowledge, skills and inspiration so you get
the most out of your ACTIV products. The Forum is moderated by product
experts who can offer guidance, solutions and answer your product related
questions.

We invite all new users to register and become members of our growing online
community. You are encouraged to join and visit the forum regularly for news
about updates to the ACTIV range of products, software and resources. Visit
the forum
http:/7/www.prometheanworld.com/common/html/vb_forum/index.php

Contacting Promethean

Promethean address

8601 Dunwoody Place, Suite 108, Atlanta, GA 30350
Website

www.prometheanworld.com

Available from the website:
e Notification of related products or software releases

e Free upgrades or revisions to keep you informed of the latest features
e Access to the User Forum

e Helpful resources and education material for you to download

e Links to useful websites

Technical Support

http:/7/www.prometheanworld.com/n-americaZen/html/customer_care/contact.shtml

2
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Telephone Numbers
Switchboard: 888-652-2848
Technical Support: 678 762-1500
Fax Number: 678-762-7700
Email

For more information about Promethean products:
info@us.prometheanworld.com

Send an email to Technical Support: support@us.prometheanworld.com

ACTIVote Mode Essential Steps

The following list shows the necessary steps that must have been carried out
before you can use each of the ACTIVote modes.

AdHoc Question in Demo Mode

1. Choose Demo Mode from the Session program and choose number of
devices to use

2. Turn to a new page in the Flipchart
3. Ask Question and click ACTIVote tool button

AdHoc Question in Anonymous Mode

1. Register all ACTIVote devices in Device Registration program (this may
have been done previously)

2. Choose Anonymous Mode from the Session program and choose
number of devices to use

3. Turn to a new page in the Flipchart
4. Ask Question and click ACTIVote tool button

AdHoc Question in Named Mode

1. Register all ACTIVote devices in Device Registration program (this may
have been done previously)

2. Add users to User Database and create ACTIVote User Groups (this may
have been done previously)

3. Allocate ACTIVote devices in User Device Allocation program (this may
have been done previously)

4. Choose Named Mode from the Session program and verify listed names
match your current users

Turn to a new page in the Flipchart
Ask Question and click ACTIVote tool button
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Prepared Question in Demo Mode

1.

Choose Demo Mode from the Session program and choose number of
devices to use

Use Question Master to create a Question Flipchart (this may have been
done previously)

Open Flipchart
Turn to question page
Ask Question and click ACTIVote tool button

Prepared Question in Anonymous Mode

1.

Register all ACTIVote devices in Device Registration program (this may
have been done previously)

Choose Anonymous Mode from the Session program and choose the
number of devices to use

Use Question Master to create a Question Flipchart (this may have been
done previously)

Open Flipchart
Turn to question page
Ask Question and click ACTIVote tool button

Prepared Question in Named Mode

1.

Register all ACTIVote devices in Device Registration program (this may
have been done previously)

Add users to User Database and create User Groups (this may have
been done previously)

Allocate ACTIVote devices in User Device Registration program (this
may have been done previously)

Choose Named Mode from the Session program and verify listed names
match your current users

Use Question Master to create a Question Flipchart (this may have been
done previously)

Open Flipchart
Turn to question page
Ask Question and click ACTIVote tool button
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Registration

About Registering ACTIVote Devices

Your ACTIVote devices work by sending radio signals to and receiving them
from your ACTIV board. Therefore it is essential that before you can start using
the ACTIVote devices you must register their existence with the ACTIV board in
the room that they will be used. Once the devices are registered they can then
be used by your audience for the purpose of answering questions.

Prior to registering your ACTIVote devices it is essential that the ACTIV board is
switched on and attached to the computer as per the recommendations
contained in the ACTIV board user manual.

You only need to register your devices once. Once registered

= they are ready to use in any of the ACTIVote modes. It is not

l necessary to register your devices each time you change mode.
However, it is necessary to re-register devices if you change

channels or if you have to replace the batteries in a device.

About ACTIVote VR Devices

Before you can register your ACTIVote VR devices, you must first locate and
connect to a server that will communicate with the ACTIV board.

= A computer that has the ACTIVdriver installed and has already
l run ACTIVprimary2, ACTIVstudio, ACTIV board Preference Panel
or the ACTIVote Device Allocation screen will act as a server.

Each server will have an individual ID number known as the IP Address. In the
Server Search option, select Automatic to automatically find and display all
available servers when you click on the ACTIVote VR icon, or Manual to enter
the IP address for a specific server. If the IP address changes, you will be
disconnected from the server and the ACTIVote VR device will no longer react.
You can view the information about the server by selecting Show Info from
the ACTIVote VR menu, as described below.

-
Connect te Server

Server Search: | Automatic —

Available ACTIVate VR Servers:

ate

Searcking for available ACTIVEe ¥R Servers - 0 found.

= —_—
_| Auto-connect to this server | Restart Search )

 Quit ) Connect
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Select the Auto-connect to this server checkbox if you want to
- automatically connect to the selected server next time you open
l ACTIVote VR. Switch off the auto-connect using the

ACTIVote VR menu, described later.

Click Restart Search to find any more servers that are available, if they are
not listed.

Click Quit if you want to exit from the dialog without making changes.

Select the server then click on Connect to use your ACTIVote VR device on
that server.

The ACTIVote VR image is displayed on screen and you are now ready to
register your device.

ACTIVote VR Menu

To access the ACTIVote VR menu, click on the down arrow = at the bottom of

the image.
Change Displays the Connect to Server dialog again so you
Server can find and connect to a different server.
Show Server Displays information relating to the server you are
Info connected to.
Auto- Allows you to connect to the current server
Connect automatically, when you open ACTIVote VR.
Window Size Allows you to choose the size of the device image

from Small or large.

About Displays information relating to the version of
ACTIVote VR ACTIVote VR you are running.
Quit Exits from the ACTIVote VR application.
ACTIVote VR
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Register ACTIVote Devices

- Before you can use ACTIVote in Anonymous Mode or Named
l Mode, you must register the ACTIVote devices.

To register your ACTIVote devices you must run the Device Registration
program.

Click on Menu = ACTIVote > Devices.

> If you are running ACTIVprimary, first click on the Teacher
l Tools Menu button so you can access Menu > ACTIVote >
Devices.

You will see the Device Registration dialog:

r |
agn ACTIVboard =
- M A G =
Shioa Al l'.ll:{ph.:r"i Sound Metwork Stariup Disk

C ACTIWboard —ACTIVote— ACTIVslate

Frequency

Device Label  Dewice 1D Battery
| Register
Chanmel: E_ﬂ
Board ID 7 ' ACTVote VR Server
Start )
ACTVboard Preference Pane v. ACTWboard Firmware wersion:

ACTIVpod Firmware wversion

Initially there will be no devices registered and therefore the list will be empty.

Channels and Board ID

& This information about setting the Channel and Board ID does
l not apply to the ACTIVote VR devices, as they do not require the
Channel or Board ID to be set.

Because ACTIVote uses radio signals, it is possible for the system to receive
data from other ACTIVote systems in close proximity. A typical scenario would
be two adjacent rooms, each containing an ACTIV board and ACTIVote devices.
In this situation you would not want the ACTIVote devices in the first room to
interfere with the system in the second room (and vice versa).

In order to prevent radio interference between systems, the Device
Registration program provides two settings:

Channel — This allows you to set ACTIVote devices to use one of three unique
channels.

Board ID — This allows you to set the ACTIV board to be defined with one of
99 unique ID numbers.
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Therefore with systems in close proximity, you should set the Channel and
Board ID to different values in each room. Continuing with our example, you
could set the following values:

Room 1 : Channel =1 and Board ID = 1
Room 2 : Channel = 2 and Board ID = 2

Whilst potential interference problems are negligible when systems are over 20
meters apart, it is good practice to always set different board IDs and channel
numbers for ACTIVote systems within the same building.

Register Devices

Once you have chosen the appropriate channel and Board ID, perform the

following:
1. Click the Register button. The '@an ACTNBaard
registration button on the LI - |
image of the ACTIVote will Tow AL Qe S
highlight to indicate that the {_ACTIVecard FSMGFIVGEES ACTNVilate |

Tregeerny:

program is now waiting for you

iy Dt Label  Dewice D [ ———
to register the first device. The £ (_Dane ]
top row of the list will highlight | KoL Tt
in red, this indicates that the Remove
ACTIV board is in registration
mode and is searching for Cruees!
signals from any ACTIVote bl 1 ACTHmaalVeiing
device. _fan 3
ST Totmaand Preferende Fant v, AT Flerini: sirion
AT ol Flordwan sirion
Prean 382 hald 15 Repiuier Barnan until =5 prees light t=rre on. Witk ACTRArizal Woin jae dkk on Regiuar.
2. Follow the procedure described '@a2o ACTI bt
for you ACTIVote Device: L A

Show Al | Displsps Sownd

Handheld Devices aCTaard TS ACTW et

Take the first ACTIVote device et e e

and press the Register button. LA ! DOREROD0REN. (Do

Hold it down until you see the [F Tast

red LED flash briefly followed by Remave

a longer intermittent flash from

the green LED. You will see the Ehunes!

ACTIVote device has been badin 1 G ACTRiraat vy

registered and allocated a SRR s )

Device ID. ST Iebsaard Preferenoe Pant v. BCTR bR Firrtwase wersion
ACTIVote VR Devices m..=.=mu...w...ram.....-.,.....::.n...r.m“,rmﬁﬁ::‘:::::;..._

Click on the Register button
and the red and green lights will
flash. You will see the ACTIVote
VR device has been registered
and allocated a Device ID.

3. Repeat the above procedure
for each device you wish to
register.
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Once you have successfully
registered all devices click on
the Done button to continue.
At this stage you may exit the
Register Devices program or
choose to assign a name to
each device.

Naming your ACTIVote
devices

Each device is automatically given a
Device Label (A1, A2, A3 etc). These
names match the device name labels
that you will have received with your
devices. It is possible to assign any
name you wish to each device. These
names will be used later within the
software (especially in Anonymous
mode) and are an easy way for you to
monitor which devices are registered.

It is NOT possible to
have NO Device
name.

-

1

Click into the Device Label field and
type in a suitable name that would
uniquely identify the device. Using the
stickers provided place a sticker with
the device name onto the registered
device.

M

[ ACTiWocard FAGTIVGEe | ACTAValate |

Dgwa B Famesy
COQODNAG2A { Dane )
DOOO0D00RA LB
COOOMNESECE -
R
Remave A
Chareel
Bawrd 1Dt ACTMraal veting
[Liraiioiidid | ('—W'}
#CT Pebadard Prelerends Fane v. ACTRD0aed Fiemiwing wirHion:
BT Ttpupd Fievdwing sarion
Prenx 234 hald 1 Fegiuer Bunan until 25 gress Night tzree on. With ACTMirizal Weis jaet dkck on Regiuar.
" Device label | Device ID
Bryce 1 000000000468
Bryce 00000000001F

Exiting the Device Registration program

Click onto the Close button €.

The Device Registration File will be recorded.

You will be returned to the ACTIVstudio or ACTIVprimary2 program.
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Device Testing

The Device Registration program also has a test facility. This is useful at the
beginning of the day to check that all devices are functioning correctly and
have sufficient power levels.

To test your registered devices run the Device Registration program once
more:

Click on Menu = ACTIVote > Devices.

> If you are running ACTIVprimary, first click on the Teacher
l Tools Menu button so you can access Menu > ACTIVote >
Devices.

Click on the Test button:

r |
880 ACTIVboard (=
Shioa Al Displays Sound Network  Startup Disk

! ACTIWboard —ACTIVote ACTIVslate

Frequency

Device Label  Dewice 1D Battery
. Al 00000000008 L ¢ Register
1 A2 000000000079
A3 Q00000006418 I:'ik—
A4 Q00000005 FIA
¢ AS 000000004C96
| Remove All )
Chanmel; 3 ¢ -:
Boara ID 2 ACTVote VR Server
Start )
ACTIvboard Preference Pane . ACTIvboard Firmware wersion:

ACTIVRod Firmware version

All registered devices in the list will highlight and the message 'Testing
registered vote device. Press vote buttons..." will appear at the bottom of the
screen.

We recommend that you take one device at a time. Press one of the keypad
letters in order to send a signal to the ACTIV board. Once the signal is received
the highlight for the device will turn off indicating a successful test. If at the
end of testing any devices are still highlighted then they have not successfully
communicated with the ACTIV board.

Click on the Done button if all devices tested OK you will be returned to the
Device Registration program. You can now exit by clicking the Close button.

Undetected Devices

If you have devices that failed the test then you will receive the following
dialog:

10
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L il

Do you want to remove undetected
fl devices?

One or mone devices remain undetedted
(highlighted). Do you want to remove them?

Remove f Cancel }
L

You are warned that one or more devices remained undetected and asks you if
you would like to remove those devices from the list.

Click Remove to delete the undetected devices from the list.
Click Cancel to leave the undetected devices in the list.
Battery Low Warning

When you test a device, the software interrogates each device to ascertain the
power level of the batteries powering the device. If a device reports back that
the batteries are low then the software will display a warning:

Device Label | Device ID Battery
Al 000000000081

A2 000000000079

A3 000000006418

A4 000000005F9A

AS 000000004C96

AB 000000000078 Low

If this occurs you are recommended to physically remove the device from use
until such time as the batteries have been replaced. In addition remove the
registration information for that particular device by selecting the device name
in the list and clicking on the Remove button.

User Device Allocation

& Before you can use ACTIVote in Named Mode, you must add
l your users to the User Database, so that you can allocate a user
to each ACTIVote device.

The following procedure assumes that the All Users training folder, created
during installation, is intact.

Start a Named Mode Session

Click on Menu = ACTIVote > Session..

® If you are running ACTIVprimary, first click on the Teacher
l Tools Menu button so you can access Menu > ACTIVote >
Devices.

You will be presented with the ACTIVote Session program:

11
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SCTW one raalon When you do this for the first time
Session- F Mamed = there will not be any ACTIVote devices
g0t Em— e w“m'd == allocated to Users. You need to click
Py b feilowing wsers onto the Re-select Users button to
® = associate your ACTIVote groups with
T ~ |the ACTIVote devices.

For purposes of training
if a group already exists
and is listed, continue
with the following
procedure to learn how to

-

e o e et associate users with
: - devices.
{ Re-select Users.. )
- e e Click on the Re-Select Users.. button
= —— now.

You will see the Device Allocation screen:

eo Device Allacation
Fodder | Existing Allocatsan File _” Add £ suect Group )
Subfalder: Subfoider | i Ra o
User Hame Hame Device Absent
ALk =
weailable =
Awailabie E
Ancnilabla W
Awallabde =
Awailabda =
Devices: & Free: B

At this stage you need to choose your user group from the main Folder and
Subfolder.

Select the User Database

The User Device Allocation program automatically opens the default User
Database, as specified in the ACTIVote Preferences.

To open an alternative User Database, click on the File = Open then navigate
to the required .udb file. Click on the filename to select it, then click Open to
open the User Database file, or Cancel to use the User Database which is
currently open.

Select User Names

If you are using the default database, click on the popup menu button to
display a list of Folders. Click on the All Users Folder in the Folder list.

12
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E-RsEd Device Allacation

Folder: | « Existing Allocation File

Subfalder:]  Folder 1

- Folder 2
UserMalm  eojdar 3 i Marrie

Folder 4 IE

Folder 5
Folder &
Folder 7
Folder 8
Folder 9
MAN UTD

This is a Folder containing lots of typical names that you can choose for your
voting activities until you construct your own.

Alternatively, if you have already constructed a Folder of names, you can
choose a different Folder by clicking on the Folder popup button and selecting a
name from the Folder list.

If you have selected an alternative Folder, it may contain a list
of names within a series of Subfolders. In this case, click on the
Subfolder popup menu button to see a list of names contained
in that Subfolder.

For example:

v Forwards |

Midfield
Defenders
5ub Folder 4
Sub Folder 5
5ub Folder &
Sub Folder 7
Sub Folder &
5ub Folder 9
S5ub Folder 10

pui 6

Select User Names for Registered Devices

If the Folder list contains the same amount of names as devices registered,
click on the Select Group button. All names in the Folder list will be added to
User Name list. Example:

13
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L N . —
®&a Device Allocation
Folder: | MaAN UTD ﬂ :\' Add 3 -;: Selecr l;.rﬂup;;

Subfolder: | Forwards B memove ) |_: Clear )
User Mame Mame Device Absent
Aston, John Aston, John Available _-
Bast, George Bast, Gearge Availulsle :
Charltan, Baobby Charlton, Bakiby Availabile =
Ciggs, Ryan Giggs. Ryan Availuble :
Law, Derinis Law, Dennis Available

M

- R

I.-T} I.-m-] Devices: 5 Free: 0
- You will receive a warning dialog if you do not have enough

l devices registered for the group you select.

To add individual names to the list, highlight the user you want to add then
click on the Add button to add the user. Example:

Removing Users
Click on the Clear button to remove all users from the allocation list.

Remove Users individually by highlighting a Name and clicking on the Remove
button.

You may use the Absent column to exclude a user who is unable to participate
with the group. This facility allows you to select whole groups from your User
Database and selectively remove those that may be absent. To declare
someone absent, click into the Absent column beside the User Name.

Allocate Devices

Once a User Name list has been created you now need to allocate devices to
each of the users in your list.

Click on the Allocate Devices button. The screen will update to display the
User Name list with a unique three letter code displayed at the side of each

User.

14
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It is now up to each user to enter their associated code on their ACTIVote
device. All users may submit this at the same time, there is no need to do this
one at a time.

You will also notice the following instruction dialog:

%]

1) Press and - 21 'Wait until both

hold the the red and green
Register lights turn on
button

1) Release the Register
button and enter your
three letter user code

by pressing each letter
in turn

You may close this window if it is in the way of the User Names, otherwise
leave it displayed for instructional purposes.

1. Ask each user to press and hold down the orange Register button on
their device until both red and green LED lights indicate on their device.
Remember that the devices use radio frequencies and do not need to be
pointed towards the ACTIV board.

2. Each User must now enter their three letter code which is displayed at
the side of their name.

Sequence: There is a feedback sequence that will occur via the LED lights
located on the ACTIVote device.

User enters first letter - Red light goes out, Green is still on
User enters second letter - Red light comes on, Green goes out
User enters third letter - Red light goes out, Green light flashes then goes out

At the end of this sequence the User Name will update in the software program
and display in green to indicate that the device has been allocated successfully
to the user.

15
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If the User Name remains red then the device has not been allocated correctly.
This is usually due to mis-keying letters. Ask the user to try once more taking
care to follow the correct procedure and key in the correct letters.

POINT TO CONSIDER

If someone enters a code by mistake, that has already been allocated to a
different User then two things will occur:

e the user who just submitted the code will not be successful and their
User Name will remain red

e the user who already entered that code successfully will no longer be
associated with that device and their User Name will revert to red once
more.

This is open to misuse of course in that a malicious user may purposely 'wipe
out' another users device allocation. More probably it could happen if a user
misreads his/her code by mistake.

If this happens then both users must re-enter their correct codes.

Once all users have successfully entered their codes you need to click on the
Back button located at the lower right hand corner of the screen. You will be
returned to the initial view of the Device Allocation program.

Mame Device Absent
Aston, John Available D-
Best, George Allocated:A 3 D
Charlton, Bobby Allocated:A 4 D
Giggs, Ryan Available D
Law, Dennis Allocated:A 1 F3

The Device list will now show that, in this example three people successfully
registered their three letter code and a device is now allocated to each of those
users. This information will now be used by the program to display the User
Name, when that person takes part in an ACTIVote Named Mode Session.

Battery Low Indicator

If you notice whilst users are keying in their three letter codes that a User
Name has been allocated successfully but in addition to the User Name cell
turning green you also notice the Low Battery Warning indicator against a User
Name. This is informing you that the batteries in the ACTIVote device are
nearly exhausted.

16
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The device will probably work satisfactorily for that particular session. However
we recommend that you change the batteries in the device before the next
session.

See Device Maintenance for details of what to do if a registered ACTIVote
device requires new batteries. It is important to follow the procedure outlined
in this section to correctly re-register the device.

Quitting the program

Exit from the User Device Allocation program by clicking on the Close button
. You will be prompted with the following dialog:

‘; Save changes before closing?

The cunrent Device Allocation fils contains unsaved changes, If
you do not save them now, these changes will be bost

Don't Save | Cancel | 'F Save 3

You are being asked if you would like to save the changes you have made.
Click Save to save the Device registration file and exit the program

Click Don't Save to exit the program without saving any changes you have
made

Click Cancel to return to the User Device allocation program.
Device Maintenance
Changing batteries in a device that has been registered.

When you remove batteries from an ACTIVote device it will lose the settings it
stores within the device, and the device will need to be registered with the
system once more. Before you replace the batteries it is recommended that
you remove the existing registration details for this device from the Device
Registration program.

How do | know which device entry needs to be removed?

To be absolutely sure you should use the Test routine. Open the Device
Registration program. Open the Device Registration program:

Click on Menu = ACTIVote > Devices....

> If you are running ACTIVprimary, first click on the Teacher
l Tools Menu button so you can access Menu > ACTIVote >
Devices.

You will be presented with the Device Registration program.

17
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L -~ il
[ L&l ACTIWboard (=
Show Al [:II:¢|'||.'I.'|."I Sopund Metwork Starup Disk

" ACTIWboard |+ ACTIVote - ACTIVslate

Frequency
i Dievice Label  Dewice 1D Battery
Al 00000000008 L | Register
a2 OO00D00000 79
A3 000000006418 (__ Test -
A4 QO0000005F9A
AS O00000004C96
Remowve All 4
Chamnel: | 3 5§
Board ID 2 ACTNote VR Server
Start
ACTIvboard Preference Pane v ACTIvboard Firmware wersion:

ACTIVpod Firmwarne wersion

Click the Test button, then press one of the keypad buttons on the device you
suspect has low battery power.

Assuming the device communicates with the program, it will turn off the red
highlight for that particular device, it will also report back that the battery level
is low.

Stop the test by clicking on the Done button. You will receive a warning dialog:

F ]

Do you want to remove undetected
devices?

One or mone devices remain undetecied
(highlighted). Do you want to removs them?

Remove | (- Caneel )
L

Click Cancel to leave the undetected devices in the list.

Highlight the entry for that particular device which should be the only one
reporting (Battery Low) then click on the Remove button. This device will now
be removed from the list of registered devices.

Replace Batteries

Now that you have removed the registration entry for the device that reported
a Low Battery you may now change the batteries.

When replacement of the batteries is necessary, remove the anti tamper screw
with the tool provided. Carefully slide the carriage out of the main ACTIVote
body. Remove the old batteries and replace with 3 new AAA alkaline cells.
Observe the battery icons on the carriage which indicate which way the
batteries should be inserted. Slide the carriage back into the main body and
gently tighten the anti tamper screw.

To re-register the device containing the new batteries, click on the Register
button in the Device Registration program. For full information on registering
devices see the Register ACTIVote Devices section.
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ACTIVote Modes

Demo Mode using AdHoc question
You may use Demo Mode along with the concept of the AdHoc question.

The term 'AdHoc' is used to represent 'on the spur of the moment' questions.
For example you may think of a question while half way through a
presentation. At this point, you could either ask the question to your audience
or write it on a Flipchart page. The system has been designed to easily
accommodate the asking of such AdHoc questions.

1. Click on Menu = ACTIVote > Session.

® If you are running ACTIVprimary, first click on the Teacher
l Tools Menu button so you can access Menu > ACTIVote >

Session.
ACTIVate Session
dession: | Diema =]
Specify the number of
assumed devices 12

Choose Demo Mode.

Click in the box and type in the number of 'assumed' devices you
require.

4. Click on the OK button.

To use this feature, turn to a new Flipchart Page and either ask your audience
a question and give possible answers verbally, or write the question and
possible answers onto a new Flipchart Page using the ACTIVpen.

When ready to accept your audience response, click on the ACTIVote tool
button. The Timeout Bar will appear.

AdHoc question using Demo devices § 9 % S W = W |
[ATeTaTalsTel7Telal10T12[13]
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Anonymous Mode using AdHoc Question

You must have done the following before you can use this
i ACTIVote mode:

1. You must have registered your ACTIVote devices.
You may use Anonymous Mode along with the concept of the AdHoc question.

The term 'AdHoc' is used to represent 'on the spur of the moment' questions.
For example you may think of a question while half way through a
presentation. At this point, you could either ask the question to your audience
or write it on a Flipchart Page. The system has been designed to easily
accommodate the asking of such AdHoc questions.

To use this feature, open a new Flipchart Page then ask your audience a
question and give possible answers either verbally or by manually writing the
question and possible answers onto the new Flipchart Page using the ACTIVpen
(recommended).

1. Click on Menu > ACTIVote > Session.

= If you are running ACTIVprimary, first click on the Teacher
l Tools Menu button so you can access Menu > ACTIVote >
Session.

You will be presented with the ACTIVote Session program:

ACTIVate Session

Session: | Anonymous m

B Dewices are currently regisoered Tor
oMo mode:

Lelect the number af devices 5 B
10 e wsed in this session d

If there are nos enpugh devices, you may
regisler more

2 (Concer) 00D

Choose Anonymous Mode.

Select the number of devices to use (i.e. one per user) then click the
OK button. The ACTIVote Session program will close.

4. Ask Your AdHoc question or write your AdHoc question on the current
Flipchart Page using the Pen Tool.

5. Click on the ACTIVote tool button. You will see the Timeout Bar appear
at the top of the screen.

___'."& AdHoc guestion using Anonymous devices 7% % W W
=1 [AlTAacTAa:TAA]ASTAGR]
&
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Named Mode Using AdHoc Question

You must have done the following before you can use this
ACTIVote mode:

1. You must have Registered your ACTIVote devices.

2. You must add users to the User Database in order that
you can choose them from the user group selection
screen, however a sample group is provided for training
purposes.

pi s

3. You must have Allocated ACTIVote Devices.
You may use Named Mode along with the concept of the AdHoc question.

The term 'AdHoc' is used to represent 'on the spur of the moment' questions.
For example you may think of a question whilst half way through a
presentation. At this point, you could either ask the question to your audience
or write it on a Flipchart Page. The system has been designed to easily
accommodate the asking of such Adhoc questions.

If you require feedback on how individual users voted you will need to switch
to Named mode.

1. Click on Menu > ACTIVote > Session.

® If you are running ACTIVprimary, first click on the Teacher
l Tools Menu button so you can access Menu > ACTIVote >
Session.

You will be presented with the ACTIVote Session program:

ACTIVate Session
Session: | Mamed m

i q l 4 Dewices are currencly regiscered 1o the
fellowing wsers.

& anla
I =
Astan, John
Best, George

Kidd, Brian
Sherringham, Teddy

W ks list does nol makch your curfend
AlifuncE, you Shold rh=TRlct b,
{ Re-select Users... )

(Ganear)

(-2

2. Choose Named Mode. Your current users should be listed since you
were asked at the beginning of this section to register users. If your
current users are not listed then refer to the section on Allocating
Devices.

3. Click the OK button.

4. Turn to a new Flipchart Page. Ask Your AdHoc question or write your
AdHoc question on the current Flipchart Page using the Pen Tool.

5. Click on the ACTIVote tool button. You will see the Timeout Bar appear
at the top of the screen.

AdHoc question using Named devices
[.Aston [ GBest | B.Kidd [ T.5herringharm |
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Demo Mode using a Prepared Question

You must have done the following before you can use this
ACTIVote mode:

l 1. You must have created your Flipchart containing your
questions. You can use the Question Master program to
do this.

1. Open the Flipchart containing your questions. You will be presented with
the ACTIVote Session program:

ACTIVaote Session
Session: | Dema ?‘
Specify the number of
assumed devices 12
2 (Cancel) (00

Choose Demo Mode.

Click in the box and type in the number of 'assumed' devices you
require.

Click on the OK button.

If you elected to have a title page in your Question Flipchart then this
page will be displayed now. This is your cue to introduce your question
paper and give any instructions you feel are necessary.

5. Turn to the first question page and when ready click once on the

o

ACTIVote tool button
the top of the screen.

. You will see the Timeout Bar appear at

6. If your Flipchart Page has more than one question, turn to the each
subsequent page and click the ACTIVote tool button.

Anonymous Mode using a Prepared Question

You must have done the following before you can use this
ACTIVote mode:

1. You must have registered your ACTIVote devices.

pui 6

2. You must have created your Flipchart containing your
guestions. You can use the Question Master program to
do this.

1. Open the Flipchart containing your questions. You will be presented with
the ACTIVote Session program:
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ACTIVate Session

Sessionc | Anonymous m

B Dewices are currently registered for
oI mous mode:

Select the number of devices ' § ?r

10 b wsed in this session

If shere are nes enough devices, you may
regislEr more

(_ H.:;E'r Drwﬂ::"

)

(e 0D

Choose Anonymous Mode.

Select the number of devices to use (i.e. one per user) then click the
OK button. The ACTIVote Session program will close.

If you elected to have a title page in your Question Flipchart then this
page will be displayed now. This is your cue to introduce your question
paper and give any instructions you feel are necessary.

Turn to the first question page and when ready click once on the

Ii“f%il"l
ACTIVote tool button = . You will see the Timeout Bar appear at
the top of the screen.

If your Flipchart Page has more than one question, turn to the each
subsequent page and click the ACTIVote tool button.

Once all questions have been completed, the results can be collated.
This allows you to view statistical information about the percentage of
users who got the questions correct, etc. in Anonymous Mode. For
further information on charts, see the Graphical Output topic.

Named Mode using a Prepared Question

-y

You must have done the following before you can use this
ACTIVote mode:

1. You must have Registered your ACTIVote devices.

2. You must add users to the User Database in order that
you can choose them from the user group selection
screen, however a sample group is provided for training
purposes.

3. You must have Allocated ACTIVote Devices.

4. You must have created your Flipchart containing your
guestions. You can use the Question Master program to
do this.

1. Open the Flipchart containing your questions. You will be presented with

the ACTIVote Session program:
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ACTIVate Session
Session; | Mamed m
i q l 4 Dirwices are curreénthy registered 1o che
] LT fellowing wsers
Users:
; Agtan, Jahn
- Best, Leorge
Kidd, Brian
Sharringham, Teddy
W 1kis list does nol makch pour cur pend
audignce, pou §heoeld me=ielel e,
{ Re-select Users... )
— —_— —
s ~ Cancel f aK

2. Choose Named Mode. Your current users should be listed since you
were asked at the beginning of this section to register users. If your
current users are not listed then refer to the section on Allocating
Devices.

Click the OK button.

If you elected to have a title page in your Question Flipchart then this
page will be displayed now. This is your cue to introduce your question
paper and give any instructions you feel are necessary.

5. Turn to the first question page and when ready click once on the

({8
ACTIVote tool button & . You will see the Timeout Bar appear at

the top of the screen.

6. If your Flipchart Page has more than one question, turn to the each
subsequent page and click the ACTIVote tool button.

7. Once all questions have been completed, the results can be collated.
This allows you to view statistical information about the which individual
users got the questions correct, etc. For further information on charts,
see the Graphical Output topic.

About the Timeout Bar

When ready to accept your audience response, click on the ACTIVote tool
button to display the Timeout Bar. Example:

@ AdHoc question using Demo devices L™ M9

OTzTaTalsIal7Talali6TiiTiz]

Click on the Pause button to temporarily pause the countdown. The symbol on
the button will change. Click on this button once more to restart the
countdown.

If you have not set a timeout period in the ACTIVote Preferences, the Timeout
Bar will remain on the screen and will accept votes. To stop the vote, click on
the ACTIVote Tool button.
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If you have set a timeout period, the Timeout Bar will start to shrink, indicating
the time remaining. The Timeout Bar will remain on screen until one of the
following occur:

e The ACTIV board has accepted all responses from your audience.

e The timer has timed out having accepted all responses received within
the set timeout period.

e It has received no responses, whereupon the message No answers
received! will appear.

e All simulated responses have been received (Demo Mode).

When all responses have been received, click on the ACTIVote Tool button to
display the results in the form of a graph. See:

Demo Mode Graph Output
Anonymous Mode Graph Output
Named Mode Graph Output

To view results stored in Flipchart Pages, display the page then Cmd click on
the page and choose View ACTIVote Results (ACTIVstudio), or ACTIVote >
Show ACTIVote Results (ACTIVprimary2) from the pop up menu.

The results from a question are automatically stored on the
- current Flipchart Page. Before asking another AdHoc question, it
l is recommended that you turn to a new Flipchart Page to
prevent overwriting the results.

You can set an option that will automatically turn to a new Flipchart Page by
default if you wish.

1. Click on Menu = ACTIVote = Preferences (ACTIVprimary2) or
Options (ACTIVstudio)

2. Select the Automatic page advance checkbox.

When asking an AdHoc question from the Desktop, you can select the Results
to New Flipchart Page setting to paste the results of the current question on
a new Flipchart Page. Each subsequent question you ask and receive a
response for will also create a new Flipchart Page for the purposes of recording
the AdHoc question results. You would set this option if you would like to save
or review the results of all of the AdHoc questions asked. If this option is not
set the results are pasted on the current Flipchart Page, in which case
subsequent responses will overwrite any existing results.

Question Master

In addition to asking AdHoc questions it is also possible to pre-prepare one or
more questions and store them in a Flipchart for subsequent presentation. To
simplify the task of preparing Flipchart questions, you can use the Question
Master software.

Click on Menu = ACTIVote > Question Master.

= If you are running ACTIVprimary, first click on the Teacher
l Tools Menu button so you can access Menu > ACTIVote >
Question Master.

You will be presented with the Question Master program.
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"@aan unititled

set Title Page

W& itk page if et reguaned, Pemiove Dhe Dok from thi chackben bilow and praciad 1o (6l Guistiond

# add Title Page

. e Title
Description

Seq Title Page

St Questions
Flipchart Options

Create Flipcham

(23 Hext |

The Question Master program uses the following procedure to create a
Question Flipchart:

Step 1 - Set Title Page
Step 2 - Set Questions
Step 3 - Flipchart Options
Step 4 - Create Flipchart

Once you have created your Flipchart you may wish to save the source file you
have just been working on. This is a separate step from creating and saving
the Flipchart. See Saving your Question Master source file for more
information.

Quick Guide
Step 1 - Set Title Page

You can elect to include a title page or not , the default is that a title page will
be included. If you wish to include a title page, click in the Title text box and
then type in a suitable heading representing the topic of your Flipchart
questions. Click into the Description text box to provide a suitable description
for your set of questions, or to include instructions for the users undertaking
your test.
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)

"men untitled

Set Title Page

W& itk page i§ et reguined, Pemiove Dhe Lok from thi chackien bilow and praciad 1o (6l uitiond

# add Title Fage

Title: Geagraphy Test

Description

. - Short test on the Capital cities of Europe,
[ 5ot Title Page )

y

)

[ Set Ouestions

If_ Flipchart Options _j

[ Create Flipchar...

l:-'_}-_\.' Back f_ Mext
If you do not require a title page, click onto the checkbox that is labelled Add
Title Page to remove the Checkmark. The text input boxes will be grayed out.
Click on the Next button to progress to Step 2.
Step 2 - Set Questions

@ untitled
et Questions [
N Questions: :"3' Ic"l { Mmswers | Questian Library |
ue Stin: L & Answers to Question: 1 |5V
w i E

E

[ serTitle Page

EE C

[ Set Questions ) [mx

[ Flipehan Options ) — o

S —— Cusestion Type: | Multiple Chaice & m

[ Create Flipchar.. )

Correct Answer: | n/a B_ £

ETIITWDU‘I" 1n Sec. F
Layout:

_ Use this lapaut for all questions

(7 { Back ) [ Mext |

1. Question 1 will be ready for your input in the Questions text box. Click
on the hyphen and type in your first question.

2. Now choose the Question Type. Click on Question 1 to highlight it. Click
on the Question Type popup menu button and choose one of the
following question types:
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{ Flipchart Options |

i

Yes/No
True/False
| Multiple Choice 2
| ¥ Multiple Choice 3
Multiple Choice 4
Multiple Choice 5
Multiple Choice 6

If you chose a Multiple Choice type question, click on a hyphen and type
in an answer for each choice in the Answers to Question box.
Example:

a0 untitled
35:12&:1‘! stions AW m Juestion Library
a e ol e g Ry s A Answers 1o Question: 1 & v_
z Whar is the capial oty of Frarce? Y Germnany
1 B Ity
St Titke Page | Traiand

c

Sen Questions

| Mew Question |

Question Type: | Multiple Choice 3 19
| Create Flipohart. .. |
——————————— Correct Answer: | nj/a -:3
E Timeour: L0 Sec,
Layout
] r
.
. Use this layout for all guestions

©) Coa) Che)

Depending upon the Question type and Layout chosen you will
need to type in the answer and, if an image layout is chosen,
select suitable images that go with your questions. See how to
insert images in the topic about Image Questions and Text with
image Questions topics.

4. Choose the Correct Answer by clicking on the popup menu button and

choose the corresponding letter for the correct answer. This will be used
by the output graph to indicate the correct answer. Choose n/a, which
is selected by default, if you wish to manually choose the correct answer
when providing feedback to your users, or if the question does not have
a correct answer.

5. Specify a Timeout by selecting the checkbox then entering a time in

seconds into the text box. Each question can have the same or a
different timeout value. If you elect not to use the timeout feature then
you will need to click on the ACTIVote button to manually end the
timeout period.

6. Next Select a Layout. Choose from the following layout types:
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Short Question - Long Answers

Long Question - Short Answers

Short Question - Image with optional label Answers

Long Question - Image with optional label Answers

Short Question + Medium Image - Short Answer

Long Question + Large Image - Short Answer

It is possible to alter the Layout of a question at any

l time without losing your answers.
7. If you would like to use the same layout for all of your questions, select
the Use this layout for all questions checkbox. This eliminates the

need to manually select the layout you require each time.

Having finished inputting Question 1 you may now add new questions by
clicking on the New Question button. When you have inputted all your

questions, click on the Next button to move onto Step 3.
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Step 3 - Flipchart Options

Having input all of your questions you can now choose a style for your
Question Flipchart and also the screen resolution that it will be created in.
Screen Resolution

Question Master will automatically detect your current screen resolution and
will have already selected this for you by default. If you know that you will be

presenting the Question Flipchart at a different resolution you may select from
the following

Size/Resolution:

™ 640 x 480
) 800 x 600
) 1024 x 768

If you are unsure, leave this setting on the default chosen for you. This is so
the Flipchart page will be sized correctly for the computer you are currently
using. You can return to the Question Master at a later time and output this set
of questions again in a different screen resolution, provided you have saved
your Question Master source file.

Font Size
You can increase or decrease the relative sizes of the Question and Answer text
size. Click on the popup menu button and select a size, use the up or down

arrows to change the font size as you require. The range is from 16/13 point
size 37/34 point size.

Font Size: | 16/13 pts Fs ] Font Size: | 37/34 pts (=5 ]

Question QUEStIOI"I
Answer An Swe r

Flipchart Style

This option allows you to output your Question Flipchart in a variety of styles
from very simple black on white to detailed texture rich backgrounds.
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There are six styles for you to choose from:
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Style 1

The simplest is black text on a white background
and is chosen by default.

Style 2

Has a blue - black graduated background and uses
Yellow text for the question and White text for the
answers.

Style 3

Has a grey vertically striped background and uses
Blue text for the question and Black Text for the
answers.

Style 4

Has cream marbled effect background and uses
Brown Text for the Question and Black text for the
Answers.

Style 5

Has a denim material effect background and uses
Yellow text for the question and White text for the
answers.

Style 6

Has a yellow notepad background and uses Dark
Purple text for the Question and Blue text for the
answers.
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You may re-apply styles at any time to your Question Flipchart without
impacting on any of the set questions, you may output your question paper in
a variety of styles in order to select the one that works best for you.

® If you elect not to chose any options, your Question Flipchart
l will be output in the default screen resolution and the default
Style 1.

Click on the Next button to move onto Step 4.
Step 4 - Create Flipchart

Having entered your questions and possible answers, using the layout and
styles of your choice it is now time to output this as a Question Flipchart.

Clicking onto the Create Flipchart tab will open up the Create Flipchart

dialog:
Create Flipchar
Save As: |Ceography Test la ’E!
Where Shared Flipcharts Pl
Cancel f Save )

By default this will save the Flipchart in your personal Named Folder
(ACTIVstudio) or Shared Flipcharts Folder (ACTIVprimary2). You may
however elect to save the Flipchart in an alternative location by clicking on the
popup menu button and selecting a different Folder.

Type in a suitable file name reflecting the type of questions you have used then
click on the Save button.

At this stage you can leave the Question Master open and switch to your
program to view your Question Flipchart. Open the Question Flipchart like you
would for a normal Flipchart.

Refer to the appropriate ACTIVote mode to read about using a Prepared
Question Flipchart.

Click on the Exit button to close Question Master program.

When you exit Question Master you will be asked to save your Question Master
Source File. See Saving your Question Master Source File for more
information.

Altering Question Order

To alter the order of the questions in your question file:
1. Click on the question you want to move.

, . A 4 o

2. Click on either the Up or Down arrow to move the question in
the list of questions.
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Set Questions
. AV
Questions:
3 Choose the correct sentence about ...
4 Choose the correct sentence about ...
5 The scale of a map is 1:4 000 000. _.. 1

L

You can move multiple questions at the same time if you

select the questions you want to move and then click the up

or down arrows. Use the following key strokes in

combination with mouse clicks to modify your selection. For

? example holding down the Shift key whilst clicking on
questions will select a range of questions in-between the first
selected question and the second selection. You may also use
the Cmd key to select non-adjacent questions.

Altering Answer Order

To alter the order of your answers:
1. Highlight the answer you want to move

Pat WV

2. Click on either the Up or Down arrow to move the answer in the
list of answers.

—[ Answers | Question Library 1—

Answers to Question: 2 A LE'J

A 523
B 425
C 325
o 235

You can move multiple answers at the same time if you select

the answers you want to move and then click the up or down

arrows. Use the following key strokes in combination with

mouse clicks to modify your selection. For example holding

? down the Shift key whilst clicking on answers will select a range
of answers in-between the first selected answer and the second
selection. You may also use the Cmd key to select non-adjacent
answer.

If you have previously selected which answer is the correct one
and you alter the order, the correct answer indicator will be
automatically be updated with the answers new location.

it
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Question Types

Text only Questions

There are two text layouts you can apply within the Question Master program.

Layout 1

Layout 2

Image Questions

Short Question - Long Answers

This question style is used where your answers may require
more detail

This type of question requires you to input your question and
choose the question type (i.e. multiple choice, yes/no, or
true/false). If you choose a multiple choice question type you
will need to type in your possible answers. Select the correct
answer from the drop down list.

Long Question - Short Answers

This question style is used where your answers may require
less detail

This type of question requires you to input your question and
choose the question type (i.e. multiple choice, yes/no, or
true/false). If you chose a multiple choice question type you
will need to type in your possible answers. Select the correct
answer from the drop down list.

There are two image layouts you can use within the Question Master program.

Layout 3

Short Question - Image with optional label Answers

This question style is used where your answers require the
use of images.

This type of question requires you to input your question and
choose the question type (i.e. multiple choice, yes/no, or
true/false). If you choose a multiple choice question type you
will need to type in your possible answers.

You also need to locate appropriate images for each possible
answer.

To locate an image click in the image field (outlined in blue)

{ Answers | Question Library !

Answers to Question: 1 AV

A Cermany

L3
B Italy
C England

You will be presented with the Open Image dialog:
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Open Image
[a v [=m L) maps &3
E Pre i
B jRitey's Computer | | Mame Dare Madited :
Bl " Eurape_iwga.png 28710 2004
ﬁ Merwark ® gurope_xga.png 2ES10) 2004
- * france_bw.png 28710/ 2004
P
'_é Pamfax EvEmes... % france_swga.png 28710¢ 2004
# framce_xga.png 28/10/2004
u Deskiop ¥ germany_svga.png 2&710) 2004
.?\ bouilse = garmany_%ga.pog
. B germany.png
i‘é'( Applications * ireland_svga.png
¥ Documents = ireland_xga prg 2E/10/) 2004
3 # ireland.png 28710} 2004
i Movies # itaky_svga.png 28/10/2004
" jraly_xga.png 2871002004
6 Whslc ¥ italy.prg 28/10/2004
P Ficiunes ¥ 5_am_political_svga.pag 2810/ 2004 .
| I ] &4
Mew Folde [ Cancel } E Open }

By default this will display the contents of your ImageLib
(ACTIVstudio) or Shared Images (ACTIVprimary2) Folder.
However, you can also browse to locate an alternative source
for your image. Click on the popup menu button and select a
different Folder.

Highlight the image you require and click the Open button,
you will see a thumbnail of your selected image appear.

[

—{- Answers | Question Library ]—

Answers to Question: 1 AV

A Cermany
B Italy
C England

When you include images with your Question
Master files, you are loading the location
reference only into Question Master, not the
image itself. If the image is subsequently
moved or deleted then the reference to the
image will be lost. You are advised to copy all
images used in your question flipcharts into a
known place in your Resource Library, to
prevent such an occurrence. The Flipchart
itself will still contain all images since copies
of the images are embedded into the
Flipchart.
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Layout 4

Long Question - Image with optional label Answers

This question type is the same as above except that you have
much more space for a longer question, and the images are
displayed at the side of the question.

Text with Image Questions

There are two text with image layouts you can apply within the Question

Master program.

Layout 5

Short Question + Medium Image - Short Answer

This question style is used where your question is to be
supported by the use of an image.

This type of question requires you to input your question and
choose the question type (i.e. multiple choice, yes/no, or
true/false). If you choose a multiple choice question type you
will need to type in your possible answers.

You also need to locate an appropriate image to support your
question.

To locate an image click in the image field and then click on
the Browse... button

{ Answers | Question Library

Answers to Question: 2 *1"_ ?_

A Castle

B House

c Palace

i] Towen Hall
Image:

Browse. .. |

You will be presented with the Open Image dialog:
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1

Open Image

[ = EEI]} |0 Shared Images T:l

Mamie & Dare Modifed
® abbey Today
castle Today
ke 03/02 /2005

i
B Ritey's Computer

8 nerwork
__-é Pamther Proimel

u Deskiop
‘?‘ louise 1
/&. Applications

1
-tl Docusmarnts

LS

Pictures

| New Folder { Cancel 3

By default this will display the contents of your ImageLib
(ACTIVstudio) or Shared Images (ACTIVprimary?2) Folder.
However, you can also browse to locate an alternative source
for your image. Click on the popup menu button and select a
different Folder.

Highlight the image you require and click the Open button,
you will see a thumbnail of your selected image appear:

{Ansm | Question Library |

Answers to Question: 2 AV

A Castle

B House

= Palace

o Town Hall

Image:

([ Browse... )

When you include images with your Question
Master files, you are loading the location
reference only into Question Master, not the
image itself. If the image is subsequently
moved or deleted then the reference to the
image will be lost. You are advised to copy all
images used in your question flipcharts into a
known place in your Resource Library, to
prevent such an occurrence. The Flipchart
itself will still contain all images since copies
of the images are embedded into the
Flipchart.

—rs
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Layout 6

Long Question + Large Image - Short Answer

E This question type is the same as above except that you have
- much more space for a longer question, and a larger image,

e the answers are displayed beneath the image.

Question Library
Add Question from Library

The Question Library is a utility that allows you to very quickly add questions to
your project from pre-written questions.
To add a question to your current Question Flipchart:

1. Click on the Question Library Tab. The Answers column will be
replaced by the Question Library column:

{ Answers | Question Library Answiers m]
Answers 1o Question: 2 13_ T_ Folder: | All Questions TI

A Castle Subfolder:

B Howse Cluestion List

& fopiball stadiurm has 34 000 5.
A phiysical, concrete product yo

A change in the minimum drinki_..
c Palace
i wertical column of elements in..

All group 1 elements are metals
All of the following are marketin

i] Towen Hall

Anather name for groug 7 i ..
|mage: Caprl Is a brand of cigarette tha
i Chimney Sweeps employs peopl
Chaoose the correct Senténce al...
Choose the correct sentence ab
Chaoose the correct sentence ab...
Chaaze the cormct Sentenoe ab a
Chrysler's Chief Executive Office

Browse. .. | Use Questions |

The default view displays All Questions.

If you have organized your questions into Folders and Subfolders you
may navigate through the Folder structure by using the down arrows to
display the questions according to the categories you have setup.

2. Click on the question(s) you require to select them, then click on to the
Use Questions button.

The question(s) will be added to your current project. You can edit the
question at this stage if required.

Add Question to Question Library

In addition to outputting your question to a Flipchart and saving it within the
Question Master Source File, you can also add your question to the Question
Library. The Question Library is a utility that allows you to very quickly create a
question paper from pre-written questions.

To add a question to the library:
1. Click on the question you wish to save so that it is highlighted
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2. Click on the Question menu option.

3. From the menu choose Add to Library.

MNew
Remaove...
Duplicate

Random Generation...

Add to Library

Maintain Library...

You question will be added to the question library. It will not at this stage be
categorized. You may wish to organize the question within the question library,
see Maintaining the Question Library for more information.

Deleting Questions From Your Source File.

To delete a question from your Question Master Source File:
1. Click on the question (s) you want to delete.

2. Click on the Question menu option.

3. From the menu choose Remove...

Question

Remove...
Duplicate ™

=
m

Random Generation...
Add to Library

Maintain Library...

You will be prompted with the following dialog:

r il

Are you sure you want to delete all selected
questions?

-
i{z{ This cannat be undone

{ Cancel | € Delere Al
k

4. Click the Delete All button to remove the selected question (S).

5. Click the Cancel button to leave the question in place.

Random Generation of Questions

To add a random set of questions to your project:
1. Click on the Question menu option.

2. From the menu choose Random Generation...
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New
Remove...
Duplicate

Random Generation...

Add to Library

Maintain Library...

3. You will be presented with the Random Question dialog:

Bandam Question

Please choose your question group:
Folder: | all Questions =

Subfolder: | subfolder 1 -

Question List:

A change in the mindawam drinkieg age in the Uniced Kingdo... =
A foothad stadium kas. 34 000 seats At a malch, 6% of the s,

A physical, concreie prodect you can touch i

Acweitical celurmm al alemerds in the pericdss table is called "
Al growp 1 elements are metals

Al of the following ane markering mandgd mant 1asks EXCEPT
Anpiher name for group 7 s .,

Capei Is a brand of cigarene that i low tar znd slim in desig...
Chimney Sweepd el peeple bo clewn fireplaces and chi
Choose ire commect senbence abaut Ahemed

Choose Fs corfect sentencs about Liverpoe

Choose e corect sentence about where you lve

Choose e COMECE Senbence about your age

Chrysler's Chiel Exetutive OMficer i1 the cempany’s spekeips
Group 0 elernenss are all gases

Gierap L and 3 snarals ane 1ha madl reaclive mselals

Y

Mumber of Questions: | 1 [

{ Cancel ¥

By default All Questions will be displayed, you can use the Folder and Subfolder
groups to randomly select questions from a particular topic. (Provided you
have setup these topics and populated them with questions)

4. Click on the down arrow and select the number of questions you wish to
add.

5. Click on the Choose button.

The questions will be added to your project.

You may click the Cancel button if you change your mind about adding
random questions.

-

1

Question Master will not add multiple instances of the same
question.
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Maintain Question Library
Maintaining the Question Library

In order to use the Question Library effectively it will need to be organized.
1. Click on the Question > Maintain Library.

hl']'E'n-"'."
Remove..
Duplicate

Random Generation..

Add to Library

Maintain Library...

-

The Question Library will be displayed:

8ose Question Library
Index: | Al £a
“Duestion i Iﬁr:“'ﬂltlers_—__"* | T Guestion

A chisge irs the minimum deinking 1| ® [ Falder s

A fooiball seadiom has 34 GO0 seans. .. 1] = |4 Folder 7

A plvgsical, concrete product e £a.., B[4 Folder &
Aoyertecal column of elements in e * |'_.: Folder &

Al group 1 elements are metals ] science

All af 1he Tellewing are makeling m B |__d. Falder 10
angther rame for group 7 05 .. # L Lieracy
Capri it a brard of cgarece chatis L. ® [ Bus Studies
Chimrey Sweeps employs people 1o L |,.l" Mathematicy
Chocse the Correct septence 2ooul .. " |'_a' Earh Science

Chesie the (erred] sertenge ABoul
Choose the mormect sentence about .
Choode the comect seatenge 2bout .
Chrysles's Chief Execetive Dfficer is
Craup O elements are all gases

Croup 1 and 2 metals are the mostr...

Croup T dements are all non-metals

Hydrogen is a grey metal

I Erirs Farms Fiuracse saw & sudden

H Good Invesi was to percene thatc...
I Wesain, & haiedrger masualacturer, ..
Jarmoe wanky b excharge (V60 For 5
Markecing Is best defined as:

=T

Add ¥ FRamowe

All questions added to the question library are placed in the main index, it is up
to you to create categories and organize your questions so that they are readily
available by topic.

Creating Categories
You need to create topics by renaming main Folders and their associated
Subfolders.

1. Double click on the Folder 1 name, this will open up a text box where
you may enter a classification or category:
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Change Folder Mame

Name: | Ceography Questions

([ Cancel ) £ Dﬂh}

2. Click the OK button to rename the group label.

' Folders

| » [ Folder®
> [F Folder7
> [F Folders
» [ 7 science
» [ 7 Folder 10
| |_. Literacy
B [¥ Bus Studies
» |_. | Mathematics
| |_ Earth Science
> { Geography Questions

Click on the grey arrowhead to display the Subfolders.
Double click on the Subfolder 1 tab and type in a suitable name.

5. Continue to rename the folders according to your preference

Naming convention is entirely dependant upon the type of questions you
generate. You may, for example, be the Geography teacher and have your
questions categorized by syllabus subject and by level, or you may categorize
your questions by suitability for various classes etc.

Adding Questions to Categories

Having established your question categories you can now start to add your
questions to the categories they belong to.

1. Highlight the question (s) you wish to add

2. Select the Folder and Subfolder into which you want to add the
questions.

3. Click on the Add button to copy the highlighted questions to the
selected Folder.

Sort Questions in Library
To sort your questions into alphabetical order click on Question > Sort.

The Question file will be sorted in ascending alphabetical order.
Add to Library

To add new questions directly to the library, click on Question > Add to
Library. The Add Question dialog will be displayed:
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Arld:_[!_un:tiun
Question Type: | Multiple Chaolce 5 =+ [ Tirmeout
Correct Amswer:| nfa v ] a SeL.
Layaut:
= M
-
- Questian
i
|
Anseer
A =
u
=
n L
w
[ cancel §  Add Y

Use the Add Question dialog to:

Type in a new question.
Type in the possible answers.

Select the type of question, for example change from a Multiple Choice
6 to a Multiple Choice 4

Select the correct answer setting
Set a timeout in seconds

Choose a question layout, for example you may choose a long question
short answer type or a short question with Image and short answer type
layout.

Once you have added your new question, click on the Add button to add your
new question to the library

Click on the Cancel button to exit the editor without adding your new question.
Remove Question from Question Library

To remove redundant questions from the library:
1. Highlight the question(s) you wish to remove.

2. Click on Question > Remove from Library. You will be asked to

confirm your action:

r l

Are you sure you want to delete these questions?

3 Thie selected Questions will be deleted from your Library and
i‘:"' fram any folder where they exist, This cannot be undons
E

_ Cancel ) ED@I‘H}

Click on Remove to remove the question (s) from the library.

Click on Cancel to leave the selected question (s) in the library.
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Edit Question in Library

To edit any question previously added to the library:
1. Highlight the question you wish to edit.

2. Click on Question > Edit. The Edit Question dialog will be displayed:

E Edit Question |

Cusestion Type: | Multiple Choice 3 & M Timeout

Correct Answer: | ¢ | 10

5!

Sec.
Layaut:

CQuestion
Chioass thi ormect sentencs abaut Liverpes
ARswer
i 1lirwes in Linverpood
B 1lirwe: s Liverposl
c |lifwe in Liverpool
(2 Cancel E Becord }

From here you can:
e Re-type or edit the possible questions.

e Re-type or edit the possible answers.

e Alter the type of question for example change from a Multiple Choice 6
to a Multiple Choice 4.

e Change the correct answer setting.
e Alter the timeout setting.

e Alter the question layout, for example you may switch from a long
question short answer type to a short question with Image and short
answer type.

e Once you have edited the question to your liking, click on the Record
button to save your changes.

e Click on the Cancel button to exit the editor without saving any
changes.

Save a Copy of the Question Library

Since the Question Library automatically saves any editing or additions to the
library, there is another facility available that allows you to save a copy of your
library. This allows you to share your question files with other users.

1. Click on the File > Save To. You will be prompted with the Save As
dialog box:
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Save As
Save As; Geography Test Source IE!
Where Shared Question Master el

{ Cancel -) fm

2. Type in a suitable filename for your question library file. The file will be
saved with a .gns extension.

If you save the file to a Shared Resource Folder, other users
? will be able to see your saved question library file if they use
the Merge command.

Merge Question Library

This facility allows you to load a different question library file into your own.

1. Click on Question > Maintain Library.... Your Question Library file will
open.

2. Click on File = Merge.... You will be presented with the Choose
Question Library File dialog:

Choeose Question Library File

[«T») [Em | Shared Question Master el
- JRiley"s Compurer I ame &1 Date Modified
& 4 1025.gns 24705/2004
R erwor: 5 1031.gns 17/06/2004
- 1 1033.gns 24052004
[ Fanther Promet Y 1034.qns 17/06/2004
_ 1D36.qns 17/06/2004
i Desktop ™ 1049.gns 24/05/2004
AR lauise 4 2057.gns 2470572004
1 - 9 3084.qns 24/05/2004
/'A" Applications _ 4105.gns 24705/ 2004
‘. Documents :
u Movies _| guestions.gns 14/02/ 2005
é Music
; Pictures
[ Mew Folder ) I Carcel |

Other users may have saved their question libraries to a Shared Question
Master Folder. You can select any file that has the extension .gns. If you can't
locate the file you require, you may need to ask the user to save their Question
Library file into a Shared Resource Folder.

- The default .gns file is used by all users. This file should not be
l altered in any way.

3. When you have selected a Question Library file to merge, click on the
Open button. The questions in the chosen library file will be merged.

4. If any questions match existing questions in your library, you will be
prompted to overwrite your existing question or not:
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Delete existing question "On what type of Plate boundary do we
find the Mid-Atlantic Ridge?™7
i"” Thie Question Lilbrary inta which you are adding questions already contains the
- same question. The existing question will be deleted and replaced with the one

you are adding. To apply this action to all coinciding guestions, click Delete and
Replace All.

.__'ml-g'le and Replace MI'__ Skip {m

Click Delete and Replace All to overwrite all of your existing questions
with the new questions.

Click Skip to retain your existing question and stop that question from
being merged.

Click Delete and Replace to overwrite the existing question, listed in
the dialog, with the new question.

When all questions have been merged you will need to copy them to the
appropriate categories. Refer to Maintaining the Question Library for more
information about how to organize your questions.

Exit Library
When you have completed any maintenance you can click on the Close button

® in the top left-hand corner to exit the Question Library. If you have made
any changes to the Question Library you will be prompted with a Save dialog:

r il

= Save changes before closing?

— The current CQuestion Library file contains unsaved changes. If
- you do not save them now, these changes will be bost
I

[ Don't Save ) [ Cancel ) m}

Click Save to update your file with the changes.
Click Cancel to return to the Question Library program.

Click Don't Save to exit the Question Library program and ignore any changes
that you have made.

You will be taken back to the Question Master program.
Saving Your Question Master Source File

Having generated your Question Flipchart, you may at this stage exit the
Question Master program. You may choose to save the current question project
for later use.

1. Click on the File menu option.

2. Choose Save.

Save As
Save As. Ceography Test Source IE!
Where Shared Question Master I

{ Cancel ) mj
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Type in a suitable filename for your Question project, then click on the Save
button. Your Question Master Source File will automatically be saved in your
QMaster (ACTIVstudio) or Shared Question Master (ACTIVprimary2)
Folder. To choose another location, click on the popup menu button and select
another location from the menu.

Saving your source file enables you to open this question set for further editing
or outputting in different styles or layouts.

Starting a New Question Master Source File

To start a new Question Master project
1. Click on the File menu option.

2. Click on New.

If you have previously been working on a question project and have not
yet saved it, you will be prompted to save:

r l

Save changes before closing?

—r This Question Master source file contains unsaved changes. If
you do not save them now, these changes will be bost
e

Don't Save | Cancel ) - Save )

3. Click Save to save your current question project. If you have not yet
given your current project a filename you will be prompted with the
Save As dialog. Type in a suitable filename then:

Click Save to save your current question project.
Click Don't Save to abandon this Question Master source file.
Click Cancel to return to Question Master.

All information in Question Master will now be reset with a blank
project. You may now start to compile your new question project.

Opening a Question Master Source File

To open an existing source file:
1. Click on the File menu option.

2. Click on Open (ACTIVstudio) or Open From. (ACTIVprimary?2)

3. Locate the Source File you want to open. For ACTIVprimary?2 users,
choose from your Personal or Shared Question Master Folder, or from
another location.

4. If you have previously been working on a Question Flipchart and have
not saved it you will be prompted to save changes. Click Save to save
your current question project. If you have not yet given your current
project a filename you will be prompted with the Save Question Master
File dialog.

r il

Save changes before closing?

= This Question Master source file contains unsaved changes. If
' you do not save them now, these changes will be bost

Don't Save | Cancel )  Save )
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5. Type in a suitable filename then:

Click Save to save your current question project.
Click Don't Save to abandon this Question Master source file.

Click Cancel to return to Question Master.
6. The Choose Question Master File dialog will then be displayed:

E Choose Question Master file |

F!:I:IE | Shared Question Master T:l

| Hame & Date Modified
- IRikes” s Do puiled :

8 perwork

d Panther Promel

E Desktap
‘?‘ louise
.?Q. Applications

= Documents

gmiibraryl 10/02F2005

Mowies

& Music

" Pactures
=
Mew Folder Cancel |

7. Locate your Question Master Source File, it will have the extension .gmf.
Click on it then click on the Open button. Your Question Master Source
File will open into Question Master, where you can edit the file or output
your Question Flipchart.

Exiting Question Master

To exit from the Question Master program, click on Question Master > Quit

Question Master, or click on the Close button ® in the top left-hand corner
of the window.

If you have not saved you will be prompted to do so:

r ]

Save changes before closing?

— This Question Master source file contains unsaved changes. if
you do not sawe them now, these changes will be bost
"

Don't 5ave ) Cancel ) £ Save )

Click Save to save your Question Master source file. If you have not previously
saved your work, you will be prompted to enter a suitable filename and click
the Save button.

Click Don't Save to close down the program instantly and not save your
source file.

Click Cancel to return you to the Question Master program.
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User Database

This program is not available to users who are running the
Network version of ACTIVstudio. If you are a network user and
need to edit the User Database please contact your designated
ACTIVstudio Network Administrator (Usually your Network
Manager) who has responsibility for maintaining the User
Database.

-y

The following information is provided for Stand Alone Users
Only.

The User Database is a separate program that allows you to organize your
users by adding them to the database and associating them with ACTIVote
groups.

To open the User Database, click on Menu > ACTIVote > User Database....

- If you are running ACTIVprimary?2, first click on the Teacher
l Tools Menu button so you can access the Menu.

You will be presented with the User Database program:
- Nalal #] users.udb

HName Folders Mame
Allen, Seaghen
Anderson, Zak
Aspaden, |
#ston, Jahn
Baker, Susan

Beckham, Dirid

Folder |
Falder ¥
Folder 3
Folder 4
Folder %
Folder &
L& Folder 7
Folder B
Folder 3
MAN UTD

Bast, Cacrge
Bickerstaffe, Marganet
Biscombe, Rachel
Rlair. George

Buih, Amthany

rFTYTryYy Yy yrwvyr vy vy wyrw

e

Canhasn, Lot
Carroll, Deera

Chain, Lee

Chariton, Bobby
Charitan, Rablby
Cooper, Andres
Oracup, Sheila
Frazcati, Nino

Gentry, Kirshy

Gigga, Ryan

Ciggs, Ryan
Hemmingson, Stephen
Mosvard, Martyn -

jescehyna, Migel

_ | Desgriplions

User Description:

Initially this will only contain a list of users and a Man UTD Folder with three
Subfolders. This is provided for training purposes. You will need to decide how
you will categorize your groups of users, this may be by class name or subject
group etc. or any classification that uniquely identifies them as the group of
users you will use the ACTIVote devices with.
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Add Users to Database
1. Click on User > Add.... You will be presented with the Add User dialog:

Add Users
Second Mame First Namses Descripticn [53a]] Sex
Marya Sheve = =
i 3\' Mew User | Caneel f Add ;

2. Click on a hyphen and enter the appropriate information.

3. Use the Description field to enter information that will uniquely identify
individual users in the event of two or more users with the same name.

fudd Users
Second Marme First Mam#s DhesCripason DB S
Cobah Andrea 2C 12/&/88 Fl
Mlarya Stewe L& 21/1/85 M

(F) [ New User Cancel | E i }

2. Click on the New User button to add another user then enter the
details for the user.

3. Add all users for your group then click on the Add button. The user list
will update to include the new users:

Mame

Charhom, Bokdy

Charhon, Bobily

Cobalt, Andrea

Cosper, Andrew

Dracp, SFwila

Frascari, Wiro

Centry, Kirsty

Ciggs, Ryan

Caggy, Rysn

Hemeninglon, Stipken

Hevward, Mamys

Joscelyne, Migel

lury, Janet

Kargha, Nena

Kierw, Ry &
Koskeswski, Ceorge -
Lambart, Jokn

L, Dennis

Kunjera, Mahmpod

Baish, Joshing
Maya, Speve
Minchell, Philip
Heville, Gary

Heville, Philip
Db T

Your users will now need to be copied to appropriate groups.

50



ACTIVote2 User Guide

Description Field

Depending upon how many users are added to the database you will
undoubtedly come across a situation where you will add users to the database
who have the same name. The description field of the database allows you to
type in some information that will uniquely identify which of the users are
referenced. You may choose to use class groups as a description, or you may
decide to input more personal descriptions such as 'the cheeky one'. However
you decide to distinguish them it is important that you do so, since all users
are entered into a single list. It only becomes crucial really if you have users of
the same name within the same groups.

To help to identify individual users you can display this field on by clicking into
the Descriptions checkbox:

Marre Descriplion
Chariton, Bobbs Midfeld
Chariton, Bobby Forward
Cobalt, Andrea i ]

Cooper, Ancnew

Dracup, Sheila

Frascam, Nino

Gentry, Kirsty

Gigge, Ryan Midfeld
Formard

foscelyme, Migel
by, James

Karphia, Merna -

Kadna, Ry Midfsald
Eocloeshd, Ceo.

Lambert, John

Laww., Diemmis Forward
Manjera, Mah

Mason, poanme

Mlaya, St 14
Mitchedl, Pralip

Newille, Gary Dwfender
Mewlle, Phig Defender
ik LT

Deleting Users from Database

To delete users from the database:
1. Highlight the user(s) you want to remove, click on the User >
Remove. A warning message is displayed asking if you want to remove
the highlighted users:

r ]

Are you sure you want to delete the selected
users?

'n, The selected users will be deleted from your Library and from
; any folder where they exist, This cannot be undone

[ Cancel ) Delere)
k

2. Click the Delete button to remove the users, or the Cancel button to
cancel the operation.

You can use the following key strokes in combination with
mouse clicks to modify your selection. For example, holding
down the Shift key whilst clicking on User Names will select a
range of users in-between the first selected user and the second
2" selection. You may also use the Cmd key to select a group of
non-adjacent users. Each click on a user will add them to the
selection. Further clicks onto the selected users will remove
them from the selection.
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Editing Existing User Details

You may need to edit the database to reflect a change in one or more of your
users, for example a school pupil may have changed classes from class 1a to
class 2a.

1. Highlight the user or users you want to edit.

2. Click on User = Edit. The Edit Users dialog will open displaying the
details for the users you selected.

L Edit Users hi

Seco.. Mame First Naimes Diescripdson Do S i
Dracup Shaila L3
Frascati T 45
Harolia Mena ]
¥ [ Cancel ) £ 0 3

1. To make a change, click in the field against the User Name and type in
your alteration to the database record.

Repeat this until all editing has been completed.

Click on the OK button to update the database with your changes. Or
click on the Cancel button to return to the User Database without
saving your changes.

Changing your mind

If you are not happy with the editing you have done it is possible to reset the
database to how it was when you first opened it.

1. Click on File = Open.
2. When asked to save changes, click on Don't Save.

3. Select the database file from the Choose ACTIVote User Database
File dialog, then click on the Open button. This action opens the
database file once more and overwrites all changes you have made.

& This function will work provided that you do not save the
l database before reopening. Once you have saved changes, your
database file will be overwritten.

Define Groups

The next stage is to define your ACTIVote groups. You will need to rename the
Folder and Subfolder headings with suitable names reflecting your activity. The
following illustration shows grouping by class and sub-grouping by subject.

1. Double click on the Folder 1 tab. This will open up a text box where
you may enter a classification or category:

r ]

Change Folder Mame

Mame: | Class 14

2. Type in your chosen category name.
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3. Click the Rename button to rename the group label.

Folders
Class la
Folder 2
Falder 3
Falder 4
Folder 5
Falder &
Falder T
Falder &
Falder 9
MAN UTD

rYYy ¥y Y Y TYYIYTYY

4. Click on the arrow for the renamed Folder to display the Subfolders for
that Folder.

Double click on the Subfolder 1 heading and rename it to your choice.

Continue to rename the headings according to your preference. When
you have finished renaming the Folder and Subfolder headings it may
look like the image below:

Folders
¥ L& Class la
AT
Histary
Gengraghiy
Chemistry
French
English
RE
Phsics
Bialogy
| Mathz
Class 1B
Clais 2a
Class Zb
Class 3a
Class 3b
Class d4a
Class 4b
Class 4c
MAN UTD

TY Yy Y TYyYTYTYTYTY

Add Users to Groups

In order to use Named Mode you must add the appropriate users to the
ACTIVote user groups that they belong to. To add users to an ACTIVote group:
1. Click on the heading to select the appropriate Folder and Subfolder. In
the following example the Class 1la Folder and Geography Subfolders
have been selected.

2. Select the User Names you want to add to the group until all are
highlighted. You can also use the Shift and Cmd keys to select multiple
names.

3. Click on the Add button and all of the highlighted users will be added to
the selected Subfolder.

The database window will update as follows:
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ez users.udb

HName Description Folders Mame Descriptian
¥ |4 Class 1a Bickerutafle, Margares
Ast Biscembe, Rachi
Histoey Blair, Geonge
¥ Geography Bush. Anthony
Chaemiziry Cankam, Louise

Aller, Stephen
Anderson, Tak
Aspeden, )
#iston, Johs Fonward
Baker, Susan 2
Beckham, Dawid Madfield French Carrgll, Deana
Ersgirih Chas, Lise
RE
Preysics
Beoosgy
L marks
Clais 1b
Class 2a
Class I
Class Ja
Class 3b
Class 4a
Class 4b
Class 4
AN UTLF

Basr, Cavige Fatward
Bickerstafie, Marganet

Bizcombe, Rachel

Blair, George

Buih, Asthany

Caniham, L

Carroll, Deera

Chain, Lee

Chariton, Bobby Mutheld
Charitan, Bably Feasrward
Coaper, Andne

Dvacup, Sheil

Frazcati, Nino

Gentry, Kirshy -

Ciggs, Ryan Ml ld
Ciggs, Ryan Fastward
Hemmingson, Stephen

Boward, Martyn &

yFYyYyY¥yryYyryrryry wryrwy

joncehne, Nigel

E Desgriplions
User Description: f | Remowe_ |

4. Continue adding users to all Folders and Subfolders to create
appropriate ACTIVote groups.

Removing Users from a Group

To remove an individual user or multiple users from an ACTIVote group you
must display the ACTIVote group in question.

1. Click on the heading to select the appropriate Folder and Subfolder.
2. Select the User Names you want to remove from the group.

3. Click on the Remove button.

- This action simply removes the names of users from ACTIVote
l groups, it does not delete the user from the database.

Copying Users Between Folders

You may have setup an ACTIVote group consisting of a selection of people who
will form the basis of other ACTIVote groups.

To add a selection of people to another group:
1. Open the Folder and Sub Folder that contains the users.

2. Select the group.

3. Drag the names over a Subfolder heading to add them into the voting
group. The selected users will be copied to the chosen Folder.

4. Repeat this procedure for each group you wish to copy.
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Example:
Faldess Marme Dascripson
L4 Chass la Biscombe, Rachel -

Art Mlair. George -

LA Histary fuih, Asthany

B ceograpky Canham, Louise
Chemistny Caroll, Deera
French Chan, Lee =
English

[ e

[ N

Biology

Maths
Chass Lk
Chais 2a
Chass Zb
Class 3a
Chasz 5k
Class s
Class 4k
Class ac
MAN UTD

Y Y Y Y VYYVYVYY

Saving User Database

When you have added your users, created ACTIVote groups and associated
your users with appropriate groups you will need to save the database.

1. Click on File > Save As...
2. Enter an appropriate Filename.

3. The database will be saved in the Application Folder for the program.

If you edit the database without saving, then try to close the program down,
you will receive the following message:

r il

Save changes before closing?

ﬁﬁ? The current User Database file containg unsaved changes. If
i you do not save them now, thess changes will be bost
ak

Don't Save ) Cancel ) l! Save

Click Save to save the database and exit the program.

Click Don't Save to exit the program immediately and not update the
database with any changes you may have made.

Click Cancel to return to the database for further editing.

Importing User Details

A facility exists that will allow you to import database information from other
sources. You must save the information from your other database file in the
form of a comma de-limited file. The file must have the extension .csv in order
for it to be imported. Most database programs have the facility to do this, it is
usually an export feature, consult the documentation that accompanies your
proprietary database for further information. Basically the data will be saved as
a simple text file and each row of data will usually be separated by a comma:
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Example:

Employee ID,Last Name,First Name,Title, Title of
1,Davolio,Nancy,Sales Representative,Ms.
2,Fuller,Andrew,Vice President Sales,Dr.
3,Leverling,Janet,Sales Representative,Ms.
4,Peacock,Margaret,Sales Representative,Mrs.
5,Buchanan,Steven,Sales Manager,Mr.
6,Suyama,Michael,Sales Representative,Mr.
7,King,Robert,Sales Representative,Mr.
8,Callahan,Laura,Inside Sales Coordinator,Ms.
9,Dodsworth,Anne,Sales Representative,Ms.

In the case of this example csv file, the first row contains the field names on
the first row, each field of information is separated by a comma. The field
names may or may not match the fixed ones in the User database, it is not
essential that they match since you are given the opportunity to map the User
Database field name to your imported data.

Procedure:
1. Create your csv text file from your proprietary database program.

Ensure that you save it with the filename extension .csv. If your
database does not allow you to do this you may rename the file within
Finder (a file management utility of the Mac operating system. Consult
your Mac documentation for further details). Also ensure that you use a
comma as the separator if given a choice.

2. Within the User database program click on File > Import. You will be
presented with the Choose Comma Delimited File dialog.

Browse your system to locate the csv file you wish to import.

Click on the csv file you require then click the Open button.

You will be presented with the Import Comma Delimited File dialog:

L Import Comma Delimited File |

Ignore Mo K ppe d Mo K ppe d Mo K pped Mzt Whappeed Mot Mapped
= Employes ID Lakt Mama First Mame Tl Titlie af
= 1 Drawolio Manoy Sales K. raative Ms
= 2 Fuller Andrew wice Pr._t Sales Dr.
= L] Leveding Lanet Salles B maative My
4 Fracock Margaret Sales K, Aative Mry
2 5 Buchasan Savan Sabad Managed Wl
= B FUyama Mickael Sabes K. Paative M.
= 7 Eing Roberm Sales K. raative Mr.
= ] Callahan Lawra nside ... dinatce M3
9 Oodvanrih Anne Saller B mAstive My
[ | Cancel m

Notice that each field is separated and currently has the Not Mapped
status. Also note the first column, entitled Ignore, allows you to exclude
records from the import. You may need to exclude the first row from
being imported if the first row of information is the field names from the
original database.

5. To exclude a row click once in the checkbox for the row you want to
exclude. You can also go through the list and exclude any users you do
not require in the same way.

r &

Impart Comma Delimited File
lgnore Mot Mapped Mor Mapped Mot Mapped Mot Mapped Mot Mapped
W

Employes ID Last Mame First Mame Tale Tl af
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Now, You must map your csv file to match the data to the appropriate field
name in the User Database.

6. Right click onto the Not Mapped button above the column that contains
the Last Name of the users in the imported file. The Choose Column
Name dialog appears. Click on the popup menu button to reveal a list
of available field names.

Choose Column Name

Mame: |« Not Mapped
Second Name
First Name
Description
DOB
Sex

7. Click on the Second Name entry. The list will close then click on the
OK button. The data, when imported will be mapped to the Second

Name field:
L Impart Comma Delimited File b
lgnore Mo b d Second Mame First Mame Description Pon b d
8. Repeat the procedure for each field of information you require to
import.

Leave any un-required fields in the Not Mapped state. This
information will then be ignored during the import process.

-y

9. Once you have mapped all appropriate fields you can import the data.
Click on the Import button. When the User Database has finished
importing the information, the following message will be displayed

L Impart was sucesstully completed.

S

10. Click the OK button. The new User Names will be added to your
Database.

You can now go through the process of selecting and copying the new users to
appropriate ACTIVote groups. See Define ACTIVote groups for more
information.

Save your database before exiting, see Saving User Database for more
information.

Sorting Your User Database

To sort your database records into alphabetical order:

Click on the User = Sort.

The database file will be sorted in ascending alphabetical order.

Exiting User Database

To exit the User Database click on the Close button ® in the top left-hand
corner.

If you have not saved any changes to the database, you will be prompted to
save:
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_ Sawve changes before closing?
ﬁ | The current User Database file containg unsaved changes. If
i you do not save them now, thess changes will be bost
L’
P

([ Don't Save ) [ Cancel ) m}

Click Save to save the database and exit the program.

Click Don't Save to exit the program immediately and not update the
database with any changes you may have made.

Click Cancel to return you to the database for further editing.

Graphical Output

Demo Mode Graph Output

Demo Mode is intended for training purposes, so that you can practise using
the software without having to use physical ACTIVote devices.

All AdHoc question graphs outputted from Demo Mode assume the correct
answer to be answer 'C'. You can change the Correct Answer setting by
selecting the corresponding letter above the graph.

Responses

You can take a look at Who Answered What style graph, each device is listed
and you can see at a glance the number of people who submitted a response
for each possible answer.

Device 1

o ﬁ

Device 3

Device &

You can view a pie chart showing the percentage of who got it right, wrong or
didn't know/respond.
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Den't Know 0.0%

You can also Paste this result into your current Flipchart page by clicking on the
Paste button.

Anonymous Mode Graph Output
AdHoc Question

Once all responses have been accepted, the results will be displayed in the
form of a graph. You can indicate the correct answer to your AdHoc question
by clicking on the appropriate answer button.

'N/A' is the default until you select the Responses
correct response. 5

Assuming answer 'B' is correct, Responses
selecting button B will now give a 5
visual indication of how many

participants gave the correct answer.

You can also take a look at Who Answered What style graph. Each device is
listed and you can see at a glance the number of people who submitted a
response for each possible answer.

You can view a pie chart showing the percentage of who got it right, wrong or
didn't know/respond

Paste any graph onto your current Flipchart page by selecting the graph and
clicking on the Paste button.
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Prepared Question

Graphs output from Prepared questions will have the correct answer displayed
provided that it was set during the creation of the Prepared question.

Named Mode Graph Output
AdHoc Question

Once all responses have been accepted, the results will be displayed in the
form of a graph. You can indicate the correct answer to your AdHoc question
by clicking on the appropriate answer button.

The graphical output is the same no matter what ACTIVote mode you are in.
However Named Mode allows you to see the registered names appearing in a
list with an indication of how they voted. This information is only available in
the Who Answered What style graph:

Allen, Stephen [_

Anderson, Zak

Aspden, Jill

Carroll, Deena

Chan, Lee

You can view a pie chart showing the percentage of who got it right, wrong or
didn't know/respond

Paste any graph onto your current Flipchart page by selecting the graph and
clicking on the Paste button.

Prepared Question

Graphs output from Prepared questions will have the correct answer displayed
provided that it was set during the creation of the Prepared question.

Generate Overall Scores Graph

To generate the overall results from all questions asked:

1. Display the graph on any question page. If not already visible, CTRL
click on the Flipchart page and choose View ACTIVote Results...
(ACTIVstudio) or ACTIVote = Show ACTIVote Results
(ACTIVprimary?2).

2. Click on the Overall Scores radio button.
The overall results will be displayed as a graph. This will show the number of

correct answers against either the device name in Anonymous and Demo Mode
or against the named individual in Named Mode.

60



ACTIVote2 User Guide

Total Questions : 7

ger Scare %
AT R 714
A2 2 2568
A3 1 143
A4 1 143
A h 4 R7.1
A B 3 424
Tatal Questions : 3
User SCore i
Agtan, Jahn 0 0.a
Best George g BB.7
Cole, Andy 0 0a
Kidd, Brian 1 333
Law, Dennis g BE.Y
sherringharm, Teddy 0 0.0

The information provided here tells you how many questions each Anonymous

or Named user got right.

Summary Graph

Having generated an overall score you will also be able to see the summary

graph:
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The information presented here is a detailed list of each device (Anonymous) or
user (Named) and what they voted for in each question. The number in the box
underneath each question indicates the answer they chose. The color indicates
if they got it right (green) or wrong (red) or didn't respond (grey). If the color
in the box is blue, it indicates that a correct answer was not set. For example,
if N/A was set as the answer.

View Response Times

Select the Response Times checkbox to view how long it took each individual
to answer each question. The time is displayed in seconds.

Display the graph on any question page and click on the Response Times

checkbox.
Al
A2
Aih
AS S5
A B C D E |F

When the checkbox is selected, the graph will display the response time, in
seconds, for each individual to answer each question.

- The response time will only be displayed on graphs which show
l individual user feedback.

View ACTIVote Results
The results of each question asked are stored in the current Flipchart page.
Prepared Question Flipchart

When using a prepared Question Flipchart, the results will be stored on each
question page and can be viewed immediately or you may go back to a
question page and use the right click popup to view the ACTIVote results.

AdHoc Question Flipchart

When using AdHoc questions the results are also stored in the Flipchart page.
However they are not linked with any particular question as in the prepared
method. Subsequent questions asked on the same Flipchart page will overwrite
previous results. Therefore the best way to use the AdHoc system is to turn to
a new Flipchart page for each question. In addition you should write the
question and possible answers on each Flipchart page, then when the results
are stored and later viewed, they relate to the correct question. If you ask your
question rather than write it down, it would be a good idea to at least write
something on the Flipchart page that will remind you of the question you
asked.
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Saving Your Results

It is possible to save your Flipchart containing the results, If you have a
prepared Question Flipchart you will be asked to provide a filename. This is so
that you do not overwrite the original Question Flipchart. If your Flipchart
contains results from AdHoc questioning then you will also need to provide a
filename for your Flipchart.

When you re-open such a Flipchart, you can view the results by turning to the
question page then right click and choose View ACTIVote results...
(ACTIVstudio) or ACTIVote = Show ACTIVote Results from the popup
menu.

Exporting Results

Exporting Text Results

You can export the ACTIVote results in order to have hard copy for yourself or
to provide feedback to your users. This method outputs the results to a file,
indicating the results of each of the questions that have taken place and are
stored in the current Flipchart.

In ACTIVstudio, click on Menu = Flipchart = Export = ACTIVote Results to
File.

In ACTIVprimary2, click on Teacher Tools Menu button = Menu >
ACTIVote > Export ACTIVote Results to File.

The output will be generated for each page containing a result. When finished
your default text reader will open and display the textual results.

This method writes a simple text file indicating the results of each of the
questions that have taken place and are stored in the current Flipchart.

If you wish to save this file you must use the save routine of your default text
editor.

Exporting ACTIVote Results to Excel
You can export the results in the current Flipchart to Excel.
Having conducted your ACTIVote Session:

In ACTIVstudio, click on Menu > Flipchart = Export = ACTIVote Results to
Excel.

In ACTIVprimary2, click on Teacher Tools Menu button > Menu >
ACTIVote > Export ACTIVote Results to Excel.

An Excel worksheet will be generated that contains the overall results
summary. If you wish to save the Excel worksheet use the save routine of the
Excel program.
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ACTIVote Options
The ACTIVote Preferences allow you to define options for setting up and voting
with the ACTIVote system. To access the ACTIVote Preferences:
In ACTIVstudio, click on Menu > ACTIVote > Options...
In ACTIVprimary2, click on Teacher Tools Menu > Preferences...
You will be presented with the Preferences dialog.
Adhoc/Demo Mode

Question You can set a default timeout that will be used

Timeout when you ask an AdHoc question and also when
you are using Demo Mode. To change the default
timeout, type in a new value.

Apply Apply the question timeout for prepared questions.
Timeout to

prepared

guestions

Results to This option is used for AdHoc questions, when
new voting from the Desktop. Select this option if you
Flipchart would like to save the results of the current

page question on a new Flipchart page. Each subsequent

question, will create a new Flipchart page for the
purposes of storing the question results. Clear this
option to paste the results in the current Flipchart
page, in which case subsequent responses will
overwrite any existing results.

Fullscreen This option is used when voting from the Desktop.
snapshot Allows you to capture the screen associated with
(ACTIVstudio the AdHoc question you are asking. This will take a
only) full screen snapshot and place it on the current

page if the setting Results to new Flipchart
page is not selected. If the option is selected, then
the snapshot will be taken after all of the answers
are received and the resultant image will be placed
on a new Flipchart page along with the results.
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Answers

Take users
first
answer
only

Allow
users to
alter their
answer

Display
names

Fill in

If selected, your users will only be allowed to submit one
response and further responses will be ignored. When all
devices have voted, the timeout will stop immediately
and if set the graph will be displayed.

If selected, your users can answer, change their mind
and submit further answers during the timeout period.
They can continue to submit answers for the duration of
the timeout period. When the timeout period has ended,
further answers will be ignored and the results will be
displayed, if Display Results has been selected.

This option will display User Names during Named Mode
or device names during an Anonymous or Demo Mode.
The names will be displayed beneath the Timeout Bar
and will light up when a response is received from the
user. The display allows you and the group to see who
has answered and who has not by using color indicators:

Grey: No response from user

Yellow: Valid Answer from user

Black: Out of range answer from user (e.g. the
user pressed 3 to a question with 2
answers)

R Prepared question using Anonymous devices

@ Prepared guestion using Mamed devices

Il ~=ton, lohn [ Best, Gearge |

This option gives you the ability to allow your users
further chances to answer the question set. For example
if you have a large audience say 50 people it is possible
that not all users will answer in the allotted timeout
period.

With this option checked you would in this case receive
the following dialog:

One or more people failed to answer or
. answered out of range
. Dig yous want them to retry woling?

{ cancel § F Retry ]

You may now decide to say Cancel and the valid results
will be displayed, users who have not given an answer
and users who have given an out of range answer will
not be included in the chart.
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A valid response is one that is within the range offered
as an option within the question.

e.g. if a question had four possible answers and the user
answered 1 to 4 then the response is valid - though the
answer offered may of course not necessarily be the
correct answer to the question.

If you decide to allow users to retry by clicking Retry
then the following will occur:

All people who have answered within range (i.e. yellow)
will not be allowed to retry. Their user name or device
name will be removed from the display.

All people who have either answered ‘out of range' or
not yet answered will be allowed to submit further
responses.

If you click Retry to the dialog above then the timeout
bar will restart from the beginning, users will then be
able to submit further answers:

Prepared guestion using Demo devices

N B - © PEEE 14 15 B 17 15 El

Note the missing numbers indicating valid responses
already received.

If at the end of this second attempt there are still some
users with 'out of range' answers or have not answered
then the dialog will re-appear. This will continue until
either all users have submitted a valid response or you
elect to say No whereupon the graph, if set will be
displayed.

Show Results

You may elect to have the graph automatically display after all responses are
received. If you choose not to display the graph, but then decide you would
like to see it, CTRL click on the Flipchart page and select View ACTIVote
Results, or ACTIVote > Show ACTIVote Results if you are using
ACTIVprimary2, to view them.

Automatic page advance

Check this option if you want the page to be turned automatically after
receiving answers when using a Question Flipchart. This would be a useful
option if you require to give your audience a timed question paper. Use this in
association with the timeout setting of each question.

ACTIVote User Database

Displays the location of the User Database used by the ACTIVote program.
Click on the Browse button to select another database.
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Second Display (ACTIVstudio only)

This option is only for use with dual monitor systems. This requires a special
dual monitor graphics card or an additional graphics card. With this option set
the user may drag the Results Graph window onto the second monitor, where it
will subsequently remain between ACTIVote Sessions.

You would use this facility if you required results feedback but did not want the
group to see results on the ACTIV board.

Question Flipcharts

If you open a Flipchart that contains ACTIVote questions then you will
immediately be presented with the ACTIVote Session window.

& If the Flipchart also contains ACTIVote results (from a previous
l ACTIVote Session), you will see the warning message The
current Flipchart contains results...

Click on the Delete All button if you want to remove the results and use the
Question Flipchart with a new group. You also have the option the leave the
results in place if you wish to review them.

You may also at this time choose the Mode you require if you intend to use the
Question Flipchart with a user group.
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Update Thumbnails

- - . . .
l This information is relevant to ACTI1Vstudio users only.
~E=3l | The Question Master software will have generated outline
— thumbnail images. These images are used by the Page Selector
e to show previews of each page in a Flipchart. These images are

not a true thumbnail of the actual page.

———__ ]| The diagram to the left shows the thumbnails as generated by
Question Master - note the black blocks representing images.

e It is however, possible for the correct images to be generated.
————==| To do this, select Menu = Flipchart > Update Thumbnails.
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