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QUICK REFERENCE FOR MICRO-ErrorChecker Plus 2006, v.2006

PLEASE RUN THE INSTALLATION PROGRAM
See User's Manual, page 9

1. Equipment:
Minimum: Windows 95/98/NT/2000/X P Compatible Computer;
Minimum of 4 meg RAM memory,
Hard drive,
Windows Compatible Printer.

Recommended:  Windows 95/98/NT/2000/X P Compatible Computer,
16 meg or more RAM memory;,
Hard drive or network connection,
Windows Compatible Printer.

2. Preparingto usethe software:
If you received a CD, please keep it in a safe place. If you downloaded the program file from

the www.sewarner.com website, make a backup copy of the downloaded program file and
keep it in a safe place..

3. Commands;

All commands for MICRO-Error Checker Plus 2006 may be displayed on the screen. The
frequently used commands may remain on the screen in the Tool bar; however, all commands
may be displayed by pressing the F10 key or by clicking on the '?' mark in the Tool bar or by
selecting the Help menu and choosing the Commands screen item. Don't worry about
forgetting the commands--they are just a keystroke away at all times.

4. Dual pitch (charactersper line):

MICRO-ErrorChecker Plus 2006 displays either a Pica (10 characters per inch) or an Elite
(12 characters per inch) typing scale on the screen. With elite, marginsare set at 12 (1" left
margin) and at 90 (1" right margin); the left and right marginal areas appear on the screen but
may not be used. With Pica (10 characters per inch), margins are set at 10 (1" left margin)
and at 75 (1" right margin); you have access to the entire left marginal area and half of the
right margin (up to space 80 on the scale). MICRO-ErrorChecker Plus 2006 only alows a
maximum of 80 characters per line for both Pica and Elite pitch.



5. Printers

The pitch of the printer will automatically change from Pica (10 characters per inch) to Elite
(12 characters per inch) if you have selected the appropriate printers through Windows
95/98/NT/2000/XP. MICRO-ErrorChecker Plus 2006 is completely dependent upon the
selection of the printer through Windows 95/98/NT/2000/XP. (See User's Manual-Trouble
Shooting, section on Printing, page 104.)

6. Format menu:

The Electronic Typewriter mode provides for 7 format items: 1) Underline mode
[Ctrl+Shft+U], 2) Bold mode [Ctrl+Shft+B], 3) Centering [Ctrl+Shft+C], 4) Expand mode
(spread typing) [Ctrl+Alt+E], 5) Right justify [Ctrl+Alt+]], 6) Superscript mode
[CtrI+Alt+K], 7), Margin centering [Ctrl+Alt+M]. Inthe Simplified Word Processor mode,
four additional format items are available: 8) Hanging indent [F8], 9) Insert mode
[CtrI+Alt+1], 10) Reformat paragraph [Ctrl+Alt+F], and 11) Compress page [Ctrl+F8] (See
User'sManual, CTRL+F8, page 42). All format menu options toggle on or off using the
same menu item or control key combination. The status of the items selected will be shown in
the Tool bar with the exception of INSERT mode and STRIKEOVER mode which is shown
at theright side of the status bar. Single time functions such as margin centering, reformat
paragraph, and compress page perform the function without further indication. NOTE: The
Electric Typewriter mode does not provide for any of the above format items; however, all
modes have the basic format features of add/delete underline or bold, set pitch, set line
spacing, set margins, set and clear tabs. The Electric Typewriter mode and the Electronic
Typewriter mode with wordwrap OFF, also have a margin release available.

7. Timing:

MICRO-ErrorChecker Plus 2006 provides for 3 timing modes: 1) Timer OFF, 2)
Continuous timing, and 3) Countdown timer (stopwatch feature). The timing mode is selected
prior to the beginning of each activity, and may not be changed until a new activity is started.

8. Correction:

MICRO-ErrorChecker Plus 2006 provides for correction to be either ON or OFF. If
correction is ON, the student will be able to edit previoudly typed text. If correction is OFF,
no editing of previoudly typed text will be possible. The correction mode is set prior to
beginning each activity, and may not be changed until a new activity is started. Status of the
correction mode is printed in the heading of each document or activity and recorded in the
student record.



9. Document and activity information (heading):

10.

11.

If the document has previoudly been saved, the name of the document is printed at the right on
the first line of page 1. In addition, all page headings contain the following information:

Name, Time, Date, Page number, Mode designation (T=Electric typewriter; ET=Electronic
typewriter; WP=Simplified Word Processor), Total error check data-—-error checks since
current document was created and the total error checks for this key name in the student
record (T Ck 2/4 means this specific document has been error checked twice since it was
created; however, the key name for this document has been used to error check four times),
Correction ON or OFF, Wordwrap ON or OFF, Edits (number of times a document has been
reloaded), Total words typed, Time used (minutes.seconds), and Gross Words per Minute
(GWPM).

If the document has been error-checked the following are also included: Number of errors,
Net Words per Minute (NWPM), Cutoff Words per Minute (COWPM), and Checks (the
number of times the error-checker has been used on this document. This Cks number should
be the same as the first number shown on line 2 in the TCk area. If the Cks number isless, the
student has error checked an "old" saved document. This procedure should be discouraged
since teacher control over "cheating" is severely compromised!). In order for the teacher to
maintain control, each time any editing takes place after an error-check, the Errors, NWPM,
and COWPM items will be removed from the heading. These items will not reappear until
after the next error-check is done.

MI1CRO-ErrorChecker Plus 2006 is designed to help the teacher improve the student's
proofreading skill. To be certain that a student is proofreading their own work, and has not
modified a document after it has been error-checked, the teacher should require that the Edits
counter not appear in the heading, the Checks counter should be 1, the TCk should be 1 for
this document, and the error count information appears in the heading of the document.

NOTE: The heading may not be printed, if so desired; however, for all assgnmentsto be
turned in, it is highly recommended that the heading ALWAY S be required by the teacher.

Word counts and word per minuterates:

At any time while atiming function is operative, you may see your Word Per Minute
calculation (including time used and total words typed) by pressing ESC. Y ou will be sent to
the Document data dialog, you may return to the your current document by again pressing
ESC or clicking on the Cancel button or double-clicking on the Return to current job radio
button.

Saving:

Y ou will need an additional formatted disk, or a persona storage location on the hard drive or
network, before you may save any documents that you have typed. Label your storage disk
appropriately. See your Windows 95/98/NT/2000/XP user's manua for instructions on
formatting storage disks.



12. Businessforms;

MICRO-ErrorChecker Plus 2006 includes 18 commonly used business forms. Y ou may create and
add additional forms by typing the form and saving by pressing Ctrl+Alt+F9.

NOTE: Some of the business forms are designed as smulation forms and are used exclusively for
educational purposes. (For example: postal cards and envelopes.)

13. Orientation:

It is recommended that each user spend afew minutes reviewing the commands available in M1CRO-
ErrorChecker Plus2006. From the Tool bar, click on the Question Mark (?).

14. Maximum document size:

MICRO-ErrorChecker Plus 2006 provides six 66-line pages in memory. If adocument is longer than
six pages, you will need to save it under more than one document name. (For example an 18-page
document could be saved as follows: pages 1-6 as JOB1A, pages 7-12 as JOB1B, and pages 13-18 as
JOB1C.) NOTE: If documentslonger than six pages are to be error-checked, it will be necessary to
have a separate key for each data file, and the student data files will need to begin/end at the same word
as the respective key.

15. Underlining and bold:

Inthe Electric typewriter mode, underlining is done exactly as on a standard typewriter
(backspace and strike over with the underscore key); with the Electronic typewriter and
Simplified Word Processor modes, underlining may be done automatically. (Press Ctrl+Shft+U
or select Underlining mode from the Format bar or click on the Underline mode button on the Tool
bar.) NOTE: The proper printer must have been properly installed through Windows
95/2002/NT/2000/X P so that underline and bold will be printed properly. Similarly Ctrl+Shft+B
or select Bold mode from the Format menu or click on the Bold mode button on the Tool bar
selects automatic bold in Electronic typewriter and Smplified Word Processor modes, or you
may overstrike the characters with the Shft-Under scor e or Ctrl+Under scor €; overstriking the
characters with the Shft+Under scor e or Ctrl+Under scor e will add or remove the underline or
bold from the characters the same as with the Electric typewriter mode.

16. Superscripts

MICRO-Error Checker Plus 2006 supports superscripted characters. Superscripted characters are
entered by pressing Ctrl+Alt+K (to turn superscript on), typing the desired characters, and pressing
Ctrl+Alt+K (to turn superscript off.) You may also use the Tool bar button SU or the Format menu.
NOTE: The proper printer must have been previoudly installed by Windows 95/98/NT/2000/XP.

17. Block operations:

When using the Smplified Word Processor mode, text may be marked and subsequently moved,
copied, or deleted. Mark the required text with your mouse and then select the appropriate Cut,



18.

19.

20.

21.

22.

Copy, or Paste function from the Edit menu. NOTE: When ablock of text is copied, the characters
that are copied are not added to the word count, and a'c' is appended to the word count to indicate the
presence of copied characters and an asterisk (*) is placed at the beginning of the “ Saved as’ filename
in the student record.

Margins, tabs, pitch, and spacing:

Each line of aMICRO-Error Checker Plus 2006 document stores information concerning margins,
tabs, pitch and spacing for that particular line. Blank lines inherit the above information from the last
preceding non-blank line and, therefore, changes in margins, tabs, pitch, or spacing must be made on a
non-blank line, or some character or space must be typed on the line prior to moving to a new line.

Hanging indent:

MICRO-Error Checker Plus 2006 provides for aHanging Indent mode. Pressing F8 toggles hanging
indent mode ON or OFF. Pressing F8 at the left margin will cause hard returns to go to the old left
margin (indicated on the typing scale by the character 1) and soft returnsto go to the first tab position
(now indicated as the left margin with the character L on the typing scale.) Pressing F8 to the right of
the current left margin will cause hard returnsto go to the old left margin (indicated on the typing scale
by the character 1) and soft returns to go to the current cursor position(now indicated as the left margin
with the character L on the typing scale.) Hanging indents may not be set to the left of the left margin.
Pressing F8 when the character | appears on the typing scale (indicating hanging indent is ON) will
turn hanging indent OFF, and restore the margins and tabs.

Error-checking:

Students request an error-check of their documents by pressing CTRL -E in the open typing screen or
clicking on the Check document for errorswhen at the Document data dialog. At the Open KEY

File dialog, the student then selects or types the name of the key file which has been previoudly prepared
by the instructor.

Key creation:

Keys are created by the instructor by accessing the Key Builder from the Teacher menu item or

from the bottom of the Document data dialog box after the Teacher Menu button is selected and
the password entered. I the Key builder menu itemis disabled, select Password and enter your
password. Return to the Teacher menu and select Key Builder to enter the key builder program.

Student records:

Parameters for the maintenance of student records (number of scores to record, method of ranking
scores, penalties for errors, etc.) are set by the instructor in the Edit/Create Class portion of the
program which is accessed from the Teacher menu. If the Edit/Create Class menu itemis disabled,
only the current student’ s record that will be displayed by selecting from the File menu the Access
student record item.. If you desire to be able to display any student record, first select Password



and enter your passwor d then return to the Teacher menu and choose Dbase Utility item to enter the
Dbase Utility program which contains all student records.

Students may access their own Student Record by pressing Ctrl+F6 while in the text-entry screen or
select from the File menu the Access student record item. Students may display or print their drill,
production, and exam scores as well as backup their records.

Teachers may access student records by selecting Dbase Utility from the Teacher menu after
authorization by entering the password. Through this option teachers have full control of the class
records, permitting them to modify data records, backup/restore data records, modify class lists,
transfer student records to other classes, display/print records and passwords, and generate class
summary reports.

23. Verification of pathsand user accessrights:

The ingtalation program creates two text files (M ECplus2006pr og.txt and M ECplus2006setup.txt)
and copies these files to the C:\Program Filesfolder. MEC Plus 2006 v.2006 requires that these two
files be available. The M ECplus2006pr og.txt file contains the complete path to the M ec.exe
executable program file and the M ECplus2006setup.txt file contains the complete path to the Class
Setup folder where the Class Setup (defaults.xxx) files are located and also where the Recor ds folder
and the Keys folder are generally located. 1n addition to these two text files, the Class Setup file
(defaults.xxx) contains four related path fields:

Program Path: This path is generally the same path as contained in M ECplus2006pr og.txt file..
This path is used primarily to locate the business forms.

Records Path: This path is generaly the same path as contained in the M ECplus2006setup.txt file
plus the addition of the “...\records\” folder at the end of the path. The path is used to locate the
r ecor ds folder where the class lists (classr ec.xxx) files and the student records are maintained.

KeysPath: This path is generally the same path as contained in the M ECplus2006setup.txt file plus
the addition of the “...\keys\" folder at the end of the path. The path is used to locate the keys folder
where the error-checking key files are located.

Storage Path: This path is where the student saves his’her document files.
NOTE: When a Class Setup file is created and saved, the program will test the compatibility of the

paths and the User Access Rights for the teacher. To test for a student, logon the network as a student
and enter “INSTRUCTOR” for the name when initializing M EC Plus 2006.



FEATURES OF MICRO-ErrorChecker Plus 2006

MICRO-ErrorChecker Plus 2006 works like a simplified word processor, an electronic typewriter, of an
electric typewriter. The features of each mode and the general features of the software are listed below:

Electric typewriter features:

Margin setting

Tab setting

Tab clearing:  (single or all)

Line spacing:  (single, double, or triple)

Pitch setting:  (picaor dlite)

Horizontal/Vertical centering (backspace from center)

Word underlining:  (backspace and strikeover with underscore key)
Superscripted characters:

Electronic typewriter features:

All electric typewriter features plus:
Wordwrap
Automatic Centering
Center between margins
Expanded text (spread typing)
Bold characters
Right justification
Automatic underline
Decimal tabs

Simplified Word Processor:

All electronic typewriter features plus:
Insert mode
Hanging indent
Paragraph reformat
Block operations: (copy, move, delete)
Find/Replace function

Content and format error-check of student documents;

Immediate student feedback
Errors marked on printed documents
Error-check data recorded in the student record

Student records:

Class roll maintenance--add/delete/modify student names
Logon password [ON/OFF]

Record drills, productions, and exams

Rank drill scores by GWPM, NWPM, or COWPM
Display/Print student records and passwords



Backup student records
Transfer student records from one class to another
Teacher editing of student records

Additional features (available in all modes):

Alert that document has not been saved
Printing document
Entire document
Selected pages or activities
Cancel of printing
Saving and loading of document files
Deleting document files
Insert blank spaces (characters)
Insert blank lines
Deleting characters
Deleting lines
Display of document names on data disk
Edit Counter (number of times a document has been reloaded)
Commands displayed on screen
Frequently used commands are available in the tool bar.
All commands may be displayed from a help command or the '?* mark
Review work in progress
Select from 18 commonly used business forms
Create and add business formsto the software.

Sdlectable features:

Correction feature [ON/OFF]

Wordwrap feature [ON/OFF]

Timer [ON/OFF]

Timer display [ON/OFF]

Stopwatch (countdown timer)

Multiple activities in one document (Y ou may include up to six separate timed activities in asingle
document file. Each timed activity begins on a new page.)

Print student identification headings

Paper saver printing

Bold, underline, and superscript

Other notable features:

A student CANNOT copy and use another student's work

All timing and WPM calculations handled by the computer

Heading include: Student name, Time, Date, Words typed, Time used (minutes:seconds), GWPM,
Wordwrap (ON or OFF), Correction (ON or OFF), and Edits (number of editing sessions--if none,
no display, Current document name (if saved), and Mode of operation. For documents which have
been error-checked the heading will also include: Number of errors, NWPM, and COWPM.

Six 66-line pages in memory available for each document

Automatic skip from end of line 60 to beginning of line 6 on next page when using the wordwrap
feature.



INSTALLATION OF MICRO-ErrorChecker Plus 2006
SOFTWARE

CD INSTALLATION OF MICRO-ErrorChecker Plus 2006 SOFTWARE

NOTE: If thisisto upgrade from MEC 98 or MEC 2002, UNINSTALL theold version.
(Note: No previous class setup files, student records, or keyswill be changed by Uningtall.)

Insert the MICRO-Error Checker Plus 2006 CD into your CD drive (AutoRun CD):
(If AutoRun fails, select Start -> Run,; then enter the CD drive letter:setup.exe)

Click onthe "Install Licensed Program"” or the "Install Demo/Preview Program™ button.

Follow the directions on the Install screens.

INSTALL DOWNLOAD OF MICRO-ErrorChecker Plus 2006 SOFTWARE (www.sewar ner.com)

NOTE: If thisisan upgrade from MEC 98 or MEC 2002, UNINSTALL the older version.
(Note: No previous class setup files, student records, or keyswill be changed by Uningtall.)

Open the “download folder” and double click on the downloaded file (mec2006.exe) to extract the
insalation setup files. Now, open the ‘MECPIus2006’ folder. Double click onthe setup.exeto
install M ECPlus 2006.

Follow the installation directions on the Install screens.

NETWORK INSTALLATION

If asingle installation of MICRO-Error Checker Plus 2006 has been installed on a network
server, the following should be done:

Create a shortcut icon from MEC2006.exe and copy this shortcut to the desktop of each
workstation or place a startup item in your program launcher.

Please note that a network installation is only appropriate when MICRO-Error Checker Plus
2006 has been installed onto a network server from which it is loaded into individual stations at run
time.. If your classroom is set up such that each individual station (which may be connected to a
network) hasits own copy of MICRO-Error Checker Plus 2006 installed on its own hard drive,
you should perform a standalone (hard drive) installation of M1 CRO-Error Checker Plus 2006
onto each of these stations.



THE INSTALLATION PROGRAM

To install MICRO-Error Checker Plus 2006 to your hard drive or network, you must run the
installation program. NOTE: Make sure no other applications are running while ingtalling this
software.

The ingtallation paths for MICRO-Error Checker Plus 2006 are as follows:

Hard drive standalone installation:

Choose Destination L ocation: *
C:\Program Files\M ECPIlus 2006\ (Program folder location)

Choose Class Defaults Storage L ocation: **
C:\Program Files\M ECPlus2006Setup\ or
C:\M ECPIus2006Setup\ (Location of class lists, class setup files,
student records and error checking keys.
This may be a different folder on the C
drive.)

* The path selected will be the path contained in the M ECplus2006pr og.txt file.
**The path selected will be the path contained in the M ECplus2006setup.txt file.

Hard driveinstallation of program / network location for Class Defaults:

Choose Destination L ocation: *
C:\Program Files\M ECPIlus 2006\ (Program folder location)

Choose Class Defaults Storage L ocation: **
(Server Drive Letter):\(Server path to program folder):
For example:
X:\ ... \MECPIus2006Setup\  (Location of classlists, class setup files, student
records and error checking keys)

* The path selected will be the path contained in the M ECplus2006pr og.txt file.
**The path selected will be the path contained in the M ECplus2006setup.txt file.
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THE INSTALLATION PROGRAM

To install MICRO-Error Checker Plus 2006 to your hard drive or network, you must run the
installation program. NOTE: Make sure no other applications are running while ingtalling this
software.

The ingtallation paths for MICRO-Error Checker Plus 2006 are as follows:

Hard drive standalone installation:

Choose Destination L ocation: *
C:\Program Files\M ECPIlus 2006\ (Program folder location)

Choose Class Defaults Storage L ocation: **
C:\Program Files\M ECPlus2006Setup\ or
C:\M ECPIus2006Setup\ (Location of class lists, class setup files,
student records and error checking keys.
This may be a different folder on the C
drive.)

* The path selected will be the path contained in the M ECplus2006pr og.txt file.
**The path selected will be the path contained in the M ECplus2006setup.txt file.

Hard driveinstallation of program / network location for Class Defaults:

Choose Destination L ocation: *
C:\Program Files\M ECPIlus 2006\ (Program folder location)

Choose Class Defaults Storage L ocation: **
(Server Drive Letter):\(Server path to program folder):
For example:
X:\ ... \MECPIus2006Setup\  (Location of classlists, class setup files, student
records and error checking keys)

* The path selected will be the path contained in the M ECplus2006pr og.txt file.
**The path selected will be the path contained in the M ECplus2006setup.txt file.
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Network installation of program:

Choose Destination L ocation: *
(Server Drive Letter):\(Server path to program folder):
for example:
X:\ ... \MECPIus2006\ (Program folder location)

Choose Class Defaults Storage L ocation: **
(Server Drive Letter):\(Server path to program folder):
for example:
X:\ ... \MECPIus2006Setup\ (Location of class lists, class setup files,
student records and error checking keys)

* The path selected will be the path contained in the M ECplus2006pr og.txt file.
**The path selected will be the path contained in the M ECplus2006setup.txt file.

NOTE: For Network Insgtallations, change the drive letter and paths according
to your network installation policies and procedures. Consult with your school's
network administrator.

NOTE: Thetwo text files mentioned above (M ECplus2006pr og.txt and M ECplus2006setup.txt)
are critical to the operation of MEC Plus 2006 v.2006. Be sure the paths are correct. 'Y ou may
change the path simply by double click on the file, making the necessary changes and then re-saving
the file. The installation program will also create any subdirectories/folders that do not exist before
copying the filesto your hard drive. If at any time during the installation process you have made a
mistake, Cancel the installation and re-run the installation again.

The paths contained in the M ECplus2006pr og.txt and M ECplus2006 setup.txt files will be tested
for compatibility with M EC Plus 2006 and with the paths identified in the Class Setup file when
created and saved. (Seeitem 23 in the Quick Reference section, page 6.).

A test for path compatibility and User Access Rights can be done at any time by logging on to the
network as a Teacher and then launching MEC Plus 2006 and when initializing MEC Plus 2006,
enter “INSTRUCTOR?” iin the name box. Also, you can test as a Student the same compatibility
and User Access Rights by logging on the network as a Student and then when initializing MEC
Plus 2006, enter “INSTRUCTOR” in the name box. |f the program detects any User Access
Rights problems, see Appendix A of this User's Manual. The program will notify you of each User
Access Rights problem and then terminate the program so that you may correct the problem. The
path compatibility feature displays the following display:

12



PATHS USED IN MEC Plus v. 2006

This display box only shows if name entered is: INSTRUCTCR

(&) Program Path read From the 'CProgram Files\MECplus2006prag. bxt' File:
C\Program Files\MECplusz00s),  [Ok]

(b} Class Setup Path read from the 'C:Program Files\MECplus2006setup, Ext' File:
ch\temprnecsetup)  [OK]

The following paths read From the corrent Class Setop File:
:\tempmecsetupidefaulks . 001

{a) Program Path: C\Program Files\MECplusZ2006Y,  [OK]
(bY Records Pathy citempmecsetupiRecordst  [Ok]
(b} Kews Path: c:itempmecsetupieys)  [OK]
Storage Pathy ChStudentDocuments!,
{a) These paths should be the same:
Ci\Program Files\MECplusz00al,  [OK]
(b} The first part of these paths should include the same path:
c:ikempmecsetupl,  [OK]

MOTE: All paths are in agreement and labeled: [C].

Y ou will note that in the display above, the two paths read from the M ECplus2006pr og.txt and the
MECplus2006setup.txt files are displayed and compared with the paths indicated in the Class Setup
file created for this class.

When the User Access Rights appear to be correct, the following message appears.

TEACHER USER RIGHTS APPEAR TO BE CORRECT

The Teacher User Access Rights appear to have been set propetly.

If wou have any questions about User Access Rights, refer to the User's Manual, Appendix A.

If ywou have not checked the Student's User Access Rights, you should log off and then log on as a
Student, Re-launch MEC Plus and initialize MEC Plus with the name of; INSTRUCTOR,

13



Installation Hints for MICRO-ErrorChecker Plus v. 2006

E3)

SUGGESTED PATHS

Path to Pragram files:* Path to Class Setup files:™ Mates:

1. Network system (recommendzd). FAMECplus2008 FAMECplus 20085 2tup *This is the location an the server where you want the installation of MEC 2006, The destination

Folder path of Install Screen "2, Choose Destination Folder for MEC Plus v.2006 [Program

2. Pragram on Local Drive and Class . MOTE: The diive letter to the server [F:4] iz only given as an example of the server diive
Satup filas on Netwark server C:\Program Files\MECPUs2006  FAMECplus2006S etup Iator-rouns o o st [F:A)is orly gi i

3. Simple Standalone system: C:AProgram Files\MECplus2008 CAMEChlus2008Setup *Thig iz the location for the Class Setup file, the Student Records, and the Eror-Checking Keys.
The Destination Folder path of [nstall Screen '3, Choose Destination Folder for Clazs Setup Files
[Class list, Records, Keys]. NOTE: The drive letter to the server [F:4) is only given as an
example of the server drive letter-yours may be different.

This type of inztallation with the Clazs Setup file: on the local hard drive has serious limitations, A
student's "Student Record” will only reside on one warkstation and prohibits the moving of a student
to a different workstation. The Class Setup file will need to be created or copied to each local had
drive. The student's Storage path should be set to a removable storage drive: for example:

J o =*The |nstall Program will automatically create twa [2) test files "ME Cplus2006prog st and
EREEDe (NS AEEpBrEpled) "MECplus2006setup.tat”. These two files are saved on the hard diive at: "'C:%Program Filesh"
" y " J These files contain the path to the Program files [ME Cplus2006prog.tet) and the path to the
4 altemate Standslone system ARl S A AR Class Setup files [MECplus2006 setup.t<t). If you installed MEC Plus 2006 on only the network
This alternate installation for a standalone system places all the Class Setup files o the removable server, you must either re-run the MEC Plus 2008 Install Frogram on each workstation [make
storage media (floppy disk] except for the Enor-Checking Keps which should be copied to each local sure the paths to the Program files and Class Setup files are the same as when MEC was set
drive and the Keys path must be set properly in the Class Setup file. The student's Document Storage on the network server]. When on the install screen (4. Setup Type Selection]. select “Activate
path should be set to the same removable storage diive that contains the Class setup files; for example: Network Wwharkstation”. Instead of & re-un of MEC 2006 Install Program on each workstation,
Ak With this altemate installation. the student can take his/her removable media (floppy disk] from youmay copy the two text files from the "'C:\Pragram Files" folder on the workstation on which
one warkstation ko another and the Class List, Class Setup file, and the Student Record will slways be you did the original installakion of MEC 2006 on the server and copy these two text files to the
available. NOTE: Be suie that the paths in the Class Setup file are set conectly Lo agres with the “C:\Program Files' folder on sach workstation
install paths,

MNOTE: The destination paths should be ta different folders for the above bwa tolders since the
User Access Rights that the Clazs Setup files require are more than pou may wish ta grant to the
program files path. See SPECIAL NETWORK CONSIDERATIONS below:

SPECIAL METWORK CONSIDERATIONS

The following desciibes the File Attibutes and Lser Access Rights associated with
the directoriesfalders/paths that you specify through the setup program.

Falder/Directom/Path File Attributes User dccess Rights
Program All Files Shareable / Read / Wit Students:  Read / File Scan
Teachers: Read /\Wite / Create / Delete / File Scan
All Files Shareable / Read / 'write
Records Students:  Read /\WWiite / Create / File Scan
Teachers: Read /\Wite / Create / Delete / File Scan
Reys All Files Shareable / Read / 'white Students:  Read / File Scan

Teachers: Read /it / Create / Delete / File Scan

Document Storage Shauld be either a floppy or a netwark. drive letter mapped ta the individual's home directory/folder.
[There would be no subdirectory indicated in the stetup.] Each individual should have all nghts ta
his/her storage drivefolder/path.

The above dialog box appears and gives specific suggestions for the paths (installation locations) for
MICRO-ErrorChecker Plus 2006. This box also shows the specific User Access Rights and File
Attributes that should be set for both the Teacher and Student groups.

|nstallation Welcome screen. 1. Welcome -- MICRO-ErrorCheckerPlus v. 2006 Installation Program E]

Welcome ta the MICRO-EnarCheckerPlus v. 2006
Setup program.  This program will install
o MICRO-EmorCheckerPlus v. 2008 on your computer,

It iz gtrongly recommended that vou exit all W indows programs
before running this Setup program.

Click Cancel o quit Setup and then close any programs you
have mnning. Click Mest to continue with the Setup program.

WARNING: Thiz program is protected by coppright law and
intemational treaties.

Unauthorized reproduction or distribution of this program, or anyp
portion of it, may rezult in zevere civil and criminal penaltiez, and
will be prozecuted to the maximum extent possible undar law.

Cancel
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Destination Selection Screen:

Click NEXT to continue with the
installation program. Y ou should NOT
change the Destination Directory unless
you are certain a different location is
required for your installation.

Class Defaults L ocation Selection
Screen:

Click NEXT to continue with the
installation program. (This parameter
should be the same as the location
designated on the previous screen unless
MICRO-ErrorChecker Plus 2006 is
installed on individual hard drives and the
class default files are being stored on a
network location.

Setup Type

Sdect TYPICAL, CUSTOM, or
COMPLETE and click on
NEXT to continue with the
installation.

Typical

(X

2. Choose Destination Folder for MEC Plus v.2006 (Program Files)

1. Toinstall MEC Plus 2006 in the Destination Folder below,
click Mext.

2. To Change Destination Folder, click Browse and select a
different folder.

3. To Quit thiz installation process, click Cancel.

Destination Folder

C:vProgram FileshME Cplus2006

Browse...

< Back Cancel |

3. Choose Destination, Folder for, Class Setup Files (Class rolls, Recor... g|

Tupe of Inztallation Configuration:

1. MEC Plus 2006 on local hard drive and Class Setup Files
on Server; Click on Browse and change the Destination
Folder to Server location.

2. Standalone workstations:

The Destination Folder must be a Folder on the local
hard drive. Thiz Desination Folder may be the same az
the previous screen or it may be changed to a different
Folder on the local hard drive.

Destination Folder

Browse...

o vtempmeczetup

Cancel |

3

4. Setup Type Selection

Frogram will be installed with the most commaon
options. Recommended for most uzers.

Pragram will be installed with minimumn required
options.

" Compact

“fou may chooze the options you want ko install.
Fecommended for advanced users.

" Custom

< Back | Mest > |

Cancel

Ingtals all program files to the hard drive or network server

specified in the Destination Directory on the previous screen.
(Requires about 3 Meg of disk space.)

15
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Custom Y ou may select to install either or both of the following: Program Files
(requires 3 Meg of disk space) Help Files (User's Manual--requires 1 Meg
of disk space)

Complete Installs both the program files and the User's Manual. Requires about 3
Meg of disk space for the program files and an additional 1 Meg of disk
space for the User's Manual. Y ou may prefer this option if you will be
printing additional copies of the User's Manual for use within the licensed
school.

After selecting the desired options, the installation program will copy the appropriate files.
A final message indicating successful completion of the installation program will then
appear.

After the ingtallation program is complete you may run MICRO-Error Checker Plus
2006 by selecting M1CRO-Error Checker Plus 2006 fromthe START -->
PROGRAMS or by clicking on a newly created shortcut placed on the desktop or by
selecting a startup item from a program launcher ..

The Uningtall Program
If it isdesired to uninstall MICRO-Error Checker Plus 2006 software, you may use
Add/Remove Programs from the Windows 95/98/NT/2000/XP Control Pandl. To

uninstall MICRO-Error Checker Plus 2006 from a network server, the uninstall must be
done from the same workstation as was used in the installation.
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EQUIPMENT REQUIREMENTS

Minimum: Windows 95/98/NT/2000/X P, 486 processor,
66 Mhz compatible computer,
Minimum of 4 meg RAM memory,
Hard drive,
Windows compatible printer.

Recommended: Windows 95/98/NT/2000/X P,
Pentium |11 compatible computer,
16 meg or more RAM memory,
Hard drive or network connection,
Windows compatible printer.
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CREATE INDIVIDUAL CLASSFILES

Each class using MICRO-Error Checker Plus 2006 is required to have its own individualized
classfile which includes al of the specific standards for that particular class.

Creating an individual classfile:

NOTE: Each classthat is created for M1CRO-Error Checker Plus 2006 has an independent
classfile so that different standards may be used in different classes. Each classfile may have a
separate password. Teachers should be careful to choose passwords that they will not forget;
and if someone other than the teacher is creating the classfiles, that individual should make
certain that the password(s) are given to the appropriate teachers. It is also recommended that
the class file contents be noted so that a written copy of the al settings are available to the

instructor.

REMEMBER: It isnecessary that an individual classfile be created before MICRO-
Error Checker Plus 2006 is used in the classroom.

Procedurefor creating thefirst individual classfile:

1, Start MICRO-

Error Checker Plus 2006 by
clicking on the Task bar Start
button; select Programs;
choose MI CRO-
ErrorChecker Plus 2006.

1. Enter the class number of
the class for which you want
to create aclassfile.

Note: Therelease date
of this program is given
at the bottom of the box.

2. Since aclass with that
number does not exist; the
Class Does Not Exist dialog

appears:

Click Create a New Class
button.

MICRO-ErrorChecker Plus Software Yersion 2006 Copyrighted 1985 - 2006 E
3. E. WARNER SOFTY/ARE, INC.
310 East 10600 South, Suite 14
Sandy, UT 84070
INITIALIZING MICRO-ErrorChecker Plus FOR CURRENT SESSION
[MICRO-ErrorChecker. Ten Key, Data Entry, Keyboarding)
[Supplementary Materials]
Single School Site License for the exclusive use of
X¥Z Consolidated High School
Number of stations authorized: | Unlimited Use On Site
Unathorized use is a violation of copyright law and is illegal!
Program Path: C:Program Files\MECplus2006%
Class Setup Path: ctempmecsetup}
Enter Class Code: | [Class Codes must be a number from 1 - 999)
= Modified: March 1, 2006
Class Does Mot Exist! E

Exit

The class code entered [001] does not exist!
The following Class Setup path was used:

citempmecsetupy

Create a New Class

e
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Teacher Password

3. Enter the Password:

NOTE: The password
is. "PASSWORD"

Enter a New Password for this Class!

After clicking on OK, you
will be required to enter a
new password for this
new class. The new
password cannot be the
word "PASSWORD"

CEpL Current Passiord)

Y ou will be reminded to REMEM BER your new
password for this class.
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4. Complete the Class Setup Dialog

NOTE: You will notice the Class Setup Dialog box appears. All of the dataiin this dialog
box is the default values set by the installation program.

Class Setup Dialog

Logan Procedures: |T5||:ue MAME ﬂ |Passwnrd MO ﬂ |Auto Logon YES j a)
Document Preparation: Printer Eant | 5td+0 = v Accelerate Yideo b)
Default pich: PICA (10 ptch] v g oroen Font| ARGE =] | 7 #m T Workstation 4 <)
Avwailable Modes: Defaults: Corection  “Wordwrap Startup Default Maode: d)

[v “word Processor Mode ... W On On v ‘word Processor

W Electionic Typewriter Mode ... v On v On [ Electonic Typewriter

v  Typewrter Mode ... [v On I [ Typewriter

Recaord Keeping:

|Fiecord Soores YES = | |Rank by GWPM  «||RecordALL =] |BackupNO  +| ©
Clags Standards:
YWords subtracted per eror for Nw/PM Calculation mzl Wit T f)
Cutaff Errar Mumnber Eil Minutes |3_i| g)
b awirnurn Errors Per Minute allowed |2—I| Seconds Wil
Murber of Scores to Average Wil
Paths: Program Path |c:'~.pmgram files\MecPlus2008" h)
Records Path |c:\MEEPIusEDDESetup\Hecnrds\
May change
Keps Path |c::\MEEF‘Ius2DDESetup'~.Ke_I,IS‘\ starage path: I)
Storage Path |':1 |ND j
Timing Method: & Tim od i ¢ TimngMethod2 ¢ Timing Method 3
Clagz Code [1-999); iy j Change Pazzword | Help | Cancel | Save | ])
k)

NOTE: An alternative method of completing the itemsin this Class Setup Dialog, isto click on
the Help dialog button on the bottom row. Several Help screensarethen available with on
screen help information. ALL CHANGES MADE TO ITEMSWHILE AHELP SCREEN IS
ACTIVE RESULTSIN THE CHANGES BEING MADE TO THE CLASS SETUP DIALOG.

a) Logon Procedures:
There are three drop-down menus from which you must make a selection.

1) Thefirst drop-down item alows you to select whether you would
prefer that the student type hisgher name or select the name from allist
of all students currently enrolled in the class each time they begin
using MICRO-ErrorChecker Plus2006. The optionsare: Type
NAME or Select NAME from LIST.

2) The second drop-down item allows you to select whether you will require students
to enter a password when accessing the software. There are nine different options
for passwording student access to the software. Each option generates a distinct
list of three character passwords. If this option is selected, the teacher will need to
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b)

d)

add students through the Dbase Utility item of the Teacher menu, and provide the
passwords to the sudents. (The passwords may also be printed through the
Dbase Utility item of the Teacher menu.)

3) Thethird drop-down menu alows you to select whether you would like the
software to automatically create student records. If this option is set to Password
NO, the instructor will need to add students through the Dbase Utility item of the
Teacher menu. Thisoption isautomatically set to Auto Logon NO if the student
logon is passworded in the password drop-down menu.

Accelerate Video:

Check to accelerate operation speed on 486 and slower pentium computers. This
mode is actually perferred for all computers.

Document prepar ation:
There are eight (9) items which need to be considered in this section:

1) Thefirst itemis adrop-down menu for the default pitch for the typing scale. You
may select either PICA (10 pitch) or ELITE (12 pitch). The pitch refersto the
number of characters per inch. NOTE: The setting of the pitch is merely the
default setting for MICRO-Error Checker Plus 2006; the student may change the
pitch while using the software.

2) The second item is a drop-down menu for selecting the screen font size to be used.
Select your personal preference; however, users of Windows NT/2000/XP
Workstation should select a screen font followed by the (NT) indicator. Windows
95/98 users may select any of the fonts. NOTE: All documents will still print in
Pica (10 cpi) and Elite (12 cpi).

3) Thefirst three check boxes concern the availability of operational modes. Word
processor, Electronic Typewriter, and Typewriter. (NOTE: operational mode
selections may not be changed during the use of the software.) The next four
check boxes are for setting the defaults for Correction (ON or OFF) and
Wordwrap (ON or OFF). The default settings for Correction ON/OFF and
Wordwrap ON/OFF may be changed by the student before starting each new
activity. (NOTE: These default settings cannot be changed during the
completion of an activity.)

Sartup default mode:

If more than one operational mode has been checked as being available,
you may select which mode should be the default startup mode each time
MICRO-Error Checker Plus 2006 is started. Students will be able to
change the mode of operation at the beginning of each new document or
activity with the selection they have made being printed in the document
information heading.
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€) Record keeping:

f)

There are four drop-down menus from which you must make a selection.

1

2)

3)

4)

The first drop-down menu is normally set to Record Scores YES. If thereare
times when the instructor would like the students to create and error-check
documents without having the results stored in the student record, this option
would be changed to Record Scores NO. If this option is set to Record Scor es
NO, students added to the class will not have a student record created for them
until the option is set back to Record Scores YES.

The second drop-down menu determines which method the results will be sorted in
the student record. Timed writings, paragraph drills, and line drills will be sorted
in the student record according to Gross Words per Minute (Rank by GWPM),
Net Words per Minute (Rank by NWPM), or Cutoff Words per Minute (Rank
by COWPM).

The third drop-down menu determines which drill and timed writing activities are
recorded in the student record. The four options are: Record ALL, Record
FIRST (usethe first attempt), Record BEST (use the best attempt), and Record
LAST (use the most recent attempt).

The fourth drop-down menu allows three options for backing up student records.
Y ou may select Backup AUTO (automatic backups are made), Backup MENU
(students make backups of their own records when they desire) and Backup NO
(no backups are made).

Class standards:

There are four items to be set in this section.

1)

2)

3)

Thefirst itemis for number of words subtracted per error for Net Words per
Minute (NWPM) calculation: Thisisthe number of words which will be
subtracted from the total words typed for each error. The resulting number of
words will be used to calculate the Net Words per Minute rate. The value may be
set to any number between 1 and 20 (the traditional penalty is 10).

The second item is for the Cutoff Error Number. This is the maximum number of
errors that are acceptable in a document for the Cutoff Word per Minute
(COWPM) calculation. Keystrokes up to the Cutoff Error Number will be
counted; this number of keystrokes and the total time used for the entire activity
will be used to calculate the Cutoff Word per Minute rate. This value may be set
to any number between 1 and 20. If you do not want to use a Cutoff Word per
Minute rate for grading purposes, leave the value set at 20.

The third item is the Maximum Errors per Minute allowed. Select the maximum

number of errors per minute that will be permitted for a timed writing or
paragraph drill to be included in the student record. Timed writings and
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9)

h)

4)

paragraph drills that exceed this maximum number of errors per minute will not
be included in the totals and averages given in the timed writing and paragraph
drill summaries.

The fourth item is the Number of Scores to Average for drills and timed writings.
Select the number of scores which you wish to have used in calculating the totals
and averages for timed writings, paragraph drills, and line drills. This selection
may be any number from 1 to 10.

Minimum time

Select the minimum time required for a timed writing or paragraph drill to
be included in the student record. Timed writings and paragraph drills
that do not meet or exceed the set time length will not be included in the
totals and averages given in the timed writing and paragraph drill
summaries. This selection may be any number of minutes or seconds.

Paths;

There are four pathsin this section. These paths are completed from the
paths used in the installation of the software.

1

2)

3)

4)

The first path isthe Forms Path. This path is for locating the business forms
which are loaded by the installation program into the program location. If you
change this path, be sure that the complete path to the business forms is correct.
The path must contain the drive letter and the complete subdirectory/folder path.

The second path is the Records Path. If you change this path, be sure that the
complete path is correctly entered. The path must contain the drive letter and the
complete subdirectory/folder path. For example:

on ahard drive: C:\Program FilesM ECPlus 2006defaults\ RECORDS\
on anetwork: F:\COURSES\M ECPIlus 2006defaultss RECORDS\

Thethird path isthe Keys Path. If you change this path, be sure that the
complete path is correctly entered. The path must contain the drive letter and the
complete subdirectory/folder path. For example:

on ahard drive: C:\Program FilessM ECPlus 2006Setup\KEY S\
on anetwork: F:\COURSES\M ECPIlus 2006Setup\KEY S\

The third path is the Storage Path. |f you change this path, be sure that the
complete path is correctly entered. The path must contain the drive letter and the
complete subdirectory/folder path. For example on a hard drive installation the
students might be saving to:

afloppy drive: A:
anetwork server: H:
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NOTE: The Records path and the Keys path would normally be the same path as
is recorded in the M ECplus2006setup.txt file created during the installation

process.

i) May change storage path:

This option allows you to designate whether the Storage Path is mapped
directly to the student's storage location, or whether each student will need
to designate their own sub-folder from a specified location. NOTE: Some
systems will not permit the automatic mapping of the storage drive
directly to the students storage area; therefore, this must be set to YES
on such systems..

j) Timing Methods:

This section contains 3 buttons;

1)

2)

3)

Timing Method 1: Thisisthe preferred Timing Method (use of the standard
system timer interrupt) as long as the operating system and/or another application
has not intercepted thisinterrupt before MEC Plus 2006. If timing of activities
does not work or is erratic, select either the Timing Method 2 or Timing M ethod
3.

Timing Method 2: This Timing Method uses the same system timer interrupt
used in Timing Method 1; however, the method of extracting the current timeis
different. If the timing of activities does not work or is erratic when using Timing
Method 1 or Timing Method 2, select Timing Method 3.

Timing Method 3: This Timing Method reads the time as each key stroke is
made. The standard system timer interrupt is not used.

k) Class Code and dialog buttons:

This section contains 6 items (a Class Code field and 5 dialog buttons).

1

2)

3)

Thefirst item is used to change the Class Code. The Class Code must be a
number from 1 to 999. NOTE: If you have several classes that need to have
classfiles created, an easy way to do thisisto save thefirst classfile (press
SAVE button) then change the Class Code to the new class and make any other
modifications to this dialog and then SAVE. You may repeat this procedure for
as many classes for which you have to create new classfiles.

The second item is the Change Password dialog button. Select this dialog button
if you want to change the current password to a new password for this class.

The third itemisthe Help dialog button. Select this dialog button if you want
additional on screen Help for theitemsin the Class Setup Dialog. NOTE: Any
changes made while the Help screen is active generally DO CHANGE the items
in the Class Setup dialog. Suggestion: Click on this Help button and look at all
the Help screens provided.
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4)

5)

6)

The fourth itemis the Cancel dialog button. If this button is selected, all changes
previously made (but not yet saved) in the Class Setup Dialog are canceled.

The fifth item is the Save dialog button. All changes made in the Class Setup
Dialog is saved* and you will not exit the dialog.

The sixth item is the OK dialog button. All changes made in the Class Setup
Dialog is saved* and you then will exit this dialog.

*NOTE: When the classfileis saved, any subdirectorieslisted in the Paths
section which have not been created will result in an inquiry as to whether you
want the subdirectories created. You should answer YES to each inquiry about
creating a subdirectory. However, if you know the query is the result of a
mistyped path, answer NO and correct the typing error in the affected path and
then save again.

Alternate method for creating classfiles (after thefirst one):

After entering an
existing class code and

Class Setup Dialog

enterlng your name, select Logon Procedures: |T_'.Jpe NAME j |F'assward WO ﬂ |Aut0 Logon YES j

the Teacher menu and

Document Preparation: Frinter Fant |Std+0 - v Accelerate Yideo

choose the Password item. § . . pitch: FICA (10 ptch] ] cormen ForgLBRGE =] | 7 MinNT Workstation 4

After entering your

) Available Modes: Defaultz: Correction  Wordwrap Startup Default Mode:
Password, again select the ¥ ‘ward Processor Made ... W On On v ‘wiord Processor
eacher menu and choose v Electronic Typewriter Made ... ectronic Typewriter
Teach d cho ¥ Electonic Typewriter Mad v On W On [ Electronic T b
the Edit/cr eate class item W Tppewiter Mode ... W On HA, [~ Typewriter

Fecord Keeping:
|Record Scores YES | |Rank by GwWPM v ||Record ALl ~| [BackupND +|

The Class Setup
. . . Class Standards: ~
Dlalog will appear: Words subtracted per errar for Nw/Pk Calculation le Finiriurm Tire:
Cutaff Errar Mumber Eil Minutes |3_i|
Make whatever Mavimum Errors Per Minute Allowed ’2_:| S ﬁ:l
changes need to be Humber of Scores to Average ’ﬁil -
made for the new

class. Be sureto enter
anew Class Code
and, if necessary, a
new Password.

Paths: Program Path |c:'\|:|rogram filez\MecPlus 2006,

Records Path |c: W ECPIuz200B5 etuph R ecardsh

May change
Keys Path |c:\MEEF‘IusEDDESetup'\KE}ISK starage path:
Storage Path |FZ"~ |ND ﬂ

Timing Method: & Timing Methad 1 " Timirg bMethod 2 " Timing Method 3

Save the new class Clags Code [1-339): EIEI2i|| Change Password | Help | Eancel| Save |

file

Y ou will be asked to enter your Name; please enter your name.

Note:

Class Code changed

25



ORIENTATION TO MICRO-ErrorChecker Plus 2006

The following pages will be a guided tour through the screens of MICRO-Error Checker Plus
2006. These screens will give ageneral introduction to the software, but will not cover every
feature available. The user should look at the Help screen and menu bar for commands and
options not covered in this guided tour.Start program (select Start from the Task bar then select
Programs; choose MI CRO-ErrorChecker Plus 2006 or from a desktop shortcut icon).

Enter the class number of an
existing Class Setup file.

Enter your name. This must
include a complete first name
and a complete surname.

NOTE: The Enter Logon
Password isrequired
ONLY if the Logon
Password is set to YES in
the classfile. (See Class
Setup dialog, item a,
sub-item 2, on page 19).

MICRO-ErrorChecker Plus Software Yersion 2006 Copyrighted 1985 - 2006 E

3. E. WARNER SOFTWARE., INC.
310 East 10600 South, Suite 14
Sandy, UT 84070
INITIALIZING MICRO-ErrorChecker Plus FOR CURRENT SESSION

[MICRO-ErrorChecker, Ten Key, Data Entry, Keyboarding)
[Supplementary Materials]

Single School Site License for the exclusive use of

x¥Z Consolidated High School

Number of stations authorized: | Unlimited Use On Site

Unathorized use is a violation of copyright law and is illegal!

Program Path: C:\Program Files\MECplus2006%}
Class Setup Path: ctempmecsetupl

Enter Class Code: |1 [Class Codes must be a number from 1 - 999)

. o
Exit Modified: March 1, 2006

Enter Name

Class Code: 001

Enter Name: I

Maximum of 30 characters.
A first and last name required.

Use alphabetic characters, spaces,
commas, periods, apostrophes.

Numbers may also be used.

Enter Logon Password: Clearl

Exit Change Class Code | OK I
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If the teacher has selected Select T T

Name from List inthe Class Setup
D|a|09, students who have pfe‘\/iOUSIY Hevele 5. Fredencks
used the software may select their Ed'siﬂxkﬂ

name from alist displayed on the Panels . Pips

screen. If Auto Logon YES was 5. EMon Wame

selected in the Class Setup Dialog
and a student's name is not on the list,
the student may add hig’her name by
clicking on the Add Name button and
then type the name..

If the Password YES was selected in
the Class Setup Dialog, you will be

. M-ame DFk. I
ra:ll'"raj to Enter Logon Password: l_ Clear | ]
enter your password.
Cancel |
. & Untitled - MICRO-ErrarChecker Plus v.2006 Copyrighted 1985-2006
%m’t the Flle menu A Edt view Format ScreenFont Simplcity Plus Supp. Materials Teacher MEC Help
and then the Begin new S M R R EE
job item: S
EBeqin new job Chrl+M
Load document F?
Load form F5
Delete document: Chrl+F1
Print setup Chrl+l
Acress student record Chrl+F6
< ba =
Pa1,Lln7, Col 10
The Document preparation dialog appears; set NEW JOB
the Settings and Oper ation mode desired: WP Correction: ON  Wordwrap: ON _ Timer: ON
~Settings

¥ Timer ON | Timing Method 1

¥ Stopwatch ON |_3 : Iﬁ

Min : Sec

NOTE: All document settings must be made on V

this dialog before the activity begins. Once the d

activity begins, these settings CANNOT be

changed until a new activity is begun. rOperational modes

Electric typewriter [ T ] |

If Timing Method 2 is selected, the message near
the bottom of the screen indicates when the Electronic typewriter [ET] |
workstation was last re-booted. This Timing

M ethod requires the workstation to be re-booted
within 24 days.

Simplified word processor [ WP ]
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U pon clicki ng on the Continue & MEC Plus v.2006; XYZ Consolidated High School - S. ElVon Warner --- Class: 1

button (or striking Enter), the | njo/c | JJJTHFMU\B\S\“\EIF"\“
activity input screen appears. g e e e
The f”‘g kw grOke WI” mln 3. Elvon Warner Time: 9:23 p.m. Date: 0z/17/06
thetimer. NOTE: The status Activity: 1 we Correction: ON  Wordwrap: ON

line now contains the Operation
Mode; Page, Line, Column of
the cursor; Timer information;
Correction status, Wordwrap
status; and INSERT or
STRIKEOVER status. The
input screen is now ready for a

< >

t@(t mt ry word Processar g1, Ln7, Col 10 TimerOn  Correction O wordwrap On[INS

cfn‘ﬂl‘FR‘
—

[

R Ry SRR T

v

TIMED WRITING:
Type the following timed writing for 3 minutes:

Thisis a sample timed writing that you may practice on to test the error-checking
capabilities of Micro-ErrorChecker Software. This timed writing is a short three paragraphs
long.

Asyou test the error-checking of this timed writing you may want to deliberately make
several errors to ensure that the error checker will catch the errors properly.

Remember, a timed writing must be typed in sequence beginning with the first line of the
first paragraph. If you finish the timed writing before the time period is complete, repeat the
material starting with the first paragraph.

At the end of the timing
period, the
Document data ~Current job settings - -
. . WP Correction: ON Wordwrap: ON Timer: ON
dialog will appear: :
Current job data summary
Time used: 3:00
Total words: 160
Gross WPM: 53 Check document for errors
Sawve document Review current document
Save document as ... Delete document from disk
Print document Display student record
Click on the Check Hoint sekin ||
docummt for " Multipl chiviti tart ctivi 2
ultiple activities—start new activity on page
errors button. P SRR

£ Beturn to currentjob
* Begin new job |

Cancel  Load document Continue
" Load form

Teacher Menu |
This software is licensed for the exclusive use of
»'Z Consolidated High School
Any unauthorized used by another school is a violation of copyright laws.
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The Open KEY file
dialog box (shown above) will
appear; select the TW1 key
file for this timed writing:

If there are errors, the
ErrorCheck report is
displayed showing the KEY in
the upper window and the
student's TEXT in the lower
window:

If No Errors, the following is
displayed:

WO ERRORS FOUKD

Upon clicking on the Exit
ErrorCheck Report, the
following Document Data
dialog appears with the
ErrorCheck Information:;

Click on the Continue button
to Begin a New Job; when
the New Job dialog box
appears, the settings should
be Timer ON, Stopwatch
OFF, Timer display ON, and
Correction ON. The
Operational mode should be
Simplified word processor.

Open KEY File

Look in: | 4 keys

|#] SEES2Tpd.~ky || Table3a “ky ey

[=#] SbEneww. ~ky =] Tabled. ~ky ] Twr10.~kp

[=#] SbEpar. ~ky [38] Test. ~ky [#] Bl ~ky

[] Simpmemo.~ky  |®] Testd30a “ky [2=] er ik, ~ky

[=8] Stdmema. ~ky [#] Twlllane~ky @] Verftwl ~ky

8] Table3. ~ky (8] TwD01 anp.~ky

] R
File: narne: |Tw'| Open |

Files of type: | KE'Y Files = ~K']

ﬂ Cancel

[ Open as read-only

ErrorCheck Report
want to deliberately make several errors to ensure that the error

checker will catch the errors properly.
Femember, a tined writing nust be typed in s=equence
beginning with the first line of the first paragraph. If you

finish the timed writing before the time period is complete,

want to deliberately make seweral errors to ensure that the the
err or checker will cat errors the properly.

Fenember a timed writing must]fe typed in sequence beginning
with the the first line of the first paragraph. If you finish

the timed writing before the time periocd is complete. repeat the

Error number 9 of 10 FRun together words Page 1 Tine 1
Dizplay Previous Errar | | Dizplay Mest Errar | Ezit ErrorCheck Repart |
Document data dialog
~ Current job settings 1
| WP Correction: ON Wordwrap: ON Timer: ON
 Current job data summary
Time used: 3:00 Keying errors: 2 Net WPM: 47
Total words: 160 Format errors: NA CutOff WPM: h3
Gross WPM: 53 Check document for errors ”

Review current document “

Save document as ... “

Delete document from disk “

Print document ” Display student record ”

Print setup ”

EXIT 1

 Multiple activities—start new activity on page 2
. H 1o CUrren .,.',’-_'-

& Begin new job

¢ Load document Continue |
 Load form

Teacher Menu | —

| This software is licensed for the exclusive use of
*rZ Consolidated High School
| Any unauthorized used by another school is a violation of copyright laws.
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LETTER:

Y ou will now type asmple letter; deliberately make both content errors and format errors.

Directions. Type the following letter as a modified block letter with paragraphs indented; use
mixed punctuation. Formatting directions: Margins should be set at 10 and 75. Paragraphs
should be indented 5 spaces. The current date should be typed on Line 16.

[use current date] | Ms. Jane R. Sullivan | 3945 East Thunder Ridge Court | Cedar Falls, 1A
50613 | Dear Ms. Sullivan: |

Thank you for your recent inquiry about our new product line. We are sending you our
most recent catalog published [use the last day of the previous month--for example, March 31,

1998].

If you place an order by December 31, [use current year], you will receive a 20 percent
discount [underline the words '20 percent discount’) in addition to the free promotional gift

mentioned in the catalog.

To rush your order, call our toll-free number 1-800-555-3345. [ Type the phone number in
bold] Operators are standing by 24 hours a day to take your order.

Sincerely, | [Use your name here] | Vice Presdent of Marketing | [reference initials]

After you have completed the letter, End the Job by pressing ESC or the End Job itemin the File
menu. Click on the Check document for errors button and load the L etter 1 key.

If no errorsfound:

CONGRATULATIONS [EF

WO ERRORS FOUKD

If no content

ErmrorCheck Results

Mo Content Errors Fol

Click OF to dizplay farmat errars.

If no format errors found:

EmmorCheck Results [

Mo Format Errors Found.

errors found:

uhd.

Clhick OF. to display content errors

If any errors found, Error Check reportsfor content errors and/or format errorswill be

displayed.

[datm]

Hz. Jans B. Sullivan
3945 East Thunder Ridos Comrt
Cedar Falls. IA 50613

Cmmr Hx  Sullivan:

3945 Eagi Thunder Fidge Court

Cadi Falla, L EIS1T

De=sy He Elilll'c'?.l'l o o
e O - oy Paoant Inquilry abomt Our pew L uld

T e s A e L P it

Jupe 1. 199E
Wa . Japs . Sallivss
3945 Exxk Fhund-.r Frdge Court
Cmdar Fulls, Th EDELD
D=sr W3 Sullivan

Error gmsber 1 of 7 Upoeq.lowep—onis

Pras 1 Line I

ke Previnic | Tl HeW £

Et EnndCheck Fepos:

Cadax Falls. TR 5l15l3

Dmar Hx Sullaivan

Thank you far your recent inquiry sboit our oew product
linm.  We svs sarding pou omr wost recent osbtslog published Hag

Errco numbar 2 af d [nccomect rusber of blank laires abous |

Dhaples P v

Fa
Ex Bl Rl |

1 Lizw 24
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After viewing the

error reports, if any, -~ Current job settings
‘ WP Correction: ON Wordwrap: ON Timer: ON |

the Document data
. . . Current job data summa
dialog display with all el e
Og P ay . Time used: 3:00 Keying errors: 2 Net WPM: 47
the information in the Total words: 160 Format errors: NA CutOff WPM: k3

Current jOb data Gross WPM: 53 Check document for errors ||

summary section:

Save document | Rewview current document |

Save document as ... | Delete document from disk |

Click onthe Save Print document | Display student record |
document button to

save this letter. B ||
Click on the Dlsplay ¢~ Multiple activities—start new activity on page 2
student record button ; 1 Beturn to current job
to view the student | Healn nee ot :
d Cancel  Load document Continue
r rd. " Load form
Teacher Menu |
This software is licensed for the exclusive use of
Xv'Z Consolidated High School
Any unauthorized used by another school is a violation of copyright laws.
The following student record 5. Eivon Wacner - lass #001
d| I S T|maj Wr|t|n S. Multiple savzismic; ‘ﬁ?lsl;fni exoei—/colssfeoz;mame allowed
$ ay g Exercise *Saved A= Date Done At Cor ERc/fm GW NW CUW Time Wrd Ed Ck
101k 101h o2/05 4:02n on 2/MA 52 a5 83 O0:35 45 o 1
10zc 10z D2/05 4:06p on O/MA 75 75 75 00:51 64 o 1

NOTE: If Correctionis ON and
a student uses Copy/Peaste, the
Saved As name is preceeded by

an asterisk (*).
*Asterisk preceesding file nawe indicates PASTE used in document.
Min Time: 3:00 Max Eres/Min: 2 Total Scores: 2z (0 gualify)
hverages: Words/minuce: 0.0 Lverage Errors/min: 0.0

WARNING - LESS THAN 10 SCORES MEET THE STANDARDS

Sort ) Sonre ) Herne ) Dace ) Hecent € Grouped ) Undicue

Next Score Type Reload Print | Print 211| Backup | mexc scudenc ||

Goaen Disaley W'nid o

5. ElVon Wecosc — Clmax dOO4

Click on Next Score Type until acnihel L
the PI’OdUCtIOI’] g:rw] app%rs: EKiarcisds “Saved Ae Tmcs Dons At Coe EReSfm G HW OO Tiom Bed Ed Ck

LETTER1 Lectmcl [=FF)=1] 4:-09p omn 171 a3 30 I3 0O3:32 115 Q4 1
LETTER1 AleTcevid [=-Fy=l 4udiBp on i/4 =7 =L 27 O41132 44% i i

The following student record
displays Production activities:

whacsriak prsossding fils naes indisares PLATE umad G35 SO0 ne .

When finished, click on Exit.

Total produttions| & (2 odlspleysd acove|

ScEr & gagE O Nemem T [aca  f Bedent € GEOupEd T Dalons

Paiload | Fripe | prane X311 Bagicup i | Bxar

Ifanr Sacca Typa
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OTHER MENU BAR ITEMS

1. Smplicity PlusMenu Item:

=\

& Untitled - MICRO-ErrorChecker. Plus v.2006 Copyrighted 1985-2006 E rg|

File Edit View Format Screen Font BSipe(E=8=0 Supp, Materials  Teacher MEC Help
Craka Entry J ‘ | ‘ ‘ ‘ ‘ ‘ J@
- Keyboarding — L T ! P T
A
v
>
Pgi,Ln7, Col 1O

This menu item will permit the launching of the three programs: Ten-Key Development program,
Database Data Entry Development program, and the Basic Keyboarding Tutorial program.

The teacher can control whether these three programs will be available for use by the students. To
select whether these programs will be available, the Selection may be made from the Teacher
menu item "Set Simplicity Availability" as shown below:

&+ Untitled - MICRO-ErrorChecker Plus v. 2006 Copyrighted 1985-2006
File Edt View Format ScreenFont  Simplicity Plus  Supp. Materials BEEAES MEC Help

O |

R

H7J r ‘ ‘ Change password
R

Close teacher menu
L DR IR

Editfcreate Class
Dhase Utility
Key builder
Remove keys

{3

Set Simplicity Availability

Set Activities to Display
Set Avallable Format Summaries

MEC User Manual
Simplicity User Manual

Mini-Supplementtary Soltions
Supplementary Blackine Copies

Teacher Data Entry Problem Creation

Simplicity Series Available

|~

[v Ten-tey Development
[+ Database Data Entry Development

v Keyboarding Tutorial

Cancel
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2. Supp. Materials Menu Item:

& Untitled - MICRO-ErrarChecker. Plus v. 2006 Copyrighted 1985-2006

File Edit ‘Wiew Format ScreenFont  Simplicity Plus Ssifaasi Teacher MEC Help
P ar A i

D‘B‘ ‘ ‘ ‘ o Display Farmat Surraries i ‘ ‘ ‘ ‘ ?

|----|----&----|_----2----|----3----|----4-|_--|----5----|----6----|----T---
-
v

hS 4

Pgl,Ln7, Cal 10

This"Supp. Materials' menu item allows the student to select a Supplementary Materials activity to
be displayed on the screen. The availability of the activities may be controlled by the teacher from
the "Teacher" menu item by selecting the "Set Activitiesto Display":

Display Problems Selection Screen F§|
1 et AL prebleme or dpley TO PERMIT 4 PROELEM TO BE DISPLAYED OM THE STUDEMT'S MONITOR
[™ Do not select ary problems for display. THE PROBLEM B3 MUST BE CHECKED!
Timed/Paragraph Writings Letters Manuscripts Tables
v Select ALL v Select ALL v Select ALL v SelectAlL
[ Select NOME ™ Select NONE ™ Select NONE [ Select MOME
W TwWill W TWwWiz6 W LTOO1 ¥ LTO8 W Ma0ol W Ma0l4 W Ma0zz W TBOD1 I TEO1E W TBO3S
W Tw002 v Twi27 v LTO0Z v LTO1S W MADD2 W MADIE W MAD23 W TEOOZ [V TBO13 v TBO3G
W TwWi03 W Twize W LTO03 ¥ LTO20 W Ma003 W MAO0IE W Ma0z9 ¥ TBOOZ I TBO20 W TBO37
W TwO04 v Twi29 ¥ LTO04 v LTO21 ¥ MAOO4 T MADIT v MAD3D ¥ TEOO4 v TED21 v TBO3S
W TwWi0S ¥ Twizo W LTO0S ¥ LTO22 W MAODS W MADIE W Ma03l ¥ TBODS I TEO22 W TBO39
W TWO0E v T3 W LTODE [v LTO23 WV MA0DE W Ma013 W Ma03z ¥ TBODE I TBO23 R TBO4D
W TWO0F W Twiaz2 W LTO0? v LTO24 W MADD7 W MAD20 W MAOZ3 W TBOD7 ¥ TBO24 |V TEO41
W Twi0g [V Twia3 W LTO0E ¥ LTO25 W MaODE W MADZ1 W MAOZ4 ¥ TBODE ¥ TBOZE K TBO42
W TWO03 W Twizd W LTO09 ¥ LTO26 W MADD9 W MAODZZ |V MAOZS ¥ TBODI ¥ TBOZE W TBO43
W TwW010 v Tw035 W LTOMO v LTO27 M MADID B MADZZ W MAD3R W TEMO [V TBOZF v TBO44
W TwWill W TWwWi36 W LTO11 ¥ LTOZ8 W Ma011 W Ma024 W MA0IT W TBO11 ¥ TEOZE W TBO4S
W Tw12 v Twiaw W LT012 ¥ LT029 W Ma01Z W MA0ZE W MA03s W TBOZ ¥ TEO23 W TBO4E
W Twil3 W Twi3s W LT013 ¥ LTO30 W Ma01Z W Ma0ZE W MAa03g W TBOIZ W TBO30 W TBO4T
W Twila ¥ Twiag W LTO14 ¥ LTO3 W TBO4 W TEO31 W TBO4B
W TwiOls ¥ Twi40 W LTO15 ¥ LTO32 ¥ TBOIS W TBO3Z2 W TBO49
W TWO1E v Tw/041 M LTOIE ¥ LT033 ¥ TBOlE W TBO3Z W TBOSO
W TWO17 v Twid2 W LTO17 v LTO34 ¥ TEO17 I TBOZ4 | TEOST
W Twile W Twid3
W TwWiO19 W Twidd
W Twiz0 W Twids Financial Legal Memarandum Outlines
W Twi21 W Twi4e v Select ALL [V Select ALL v Select ALL v Select ALL
W Twizz W Twi47? ™ Select MOME ™ Select MOME [~ Select MOME [~ Select MOME
W Twiza ¥ Twidg
M Twizd ¥ Tw043 :; E:gg; :: tggg; :Z tggg; W OMMODT e MMO09 v oTool
W Twizs ¥ Twiso v W MMOOZ W MMOI0 ¥ 07002
v FlO03 M LGO0Z ¥ LGOO3 % 07003
W Flons W LGI04 @ LGOTO l'; MMooS l'; Mo o
v FIO0S WV LGOOS v LG0T
& loos | Looi2 W MMOOS W MMO13 v 07005
W MMOOE W MMO14 v 07006
W MMOD? W MMOTS
W MMOOZ

NOTE: You can make available all, none, or selected activitiesto be available to the ssudents.

See the screens on the following 2 pages of al the Supplementary Materials available for display on the
students screen.
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Select Problem Copy Category: @ Select Problem Copy Category:

PROBLEM COPY T0 BE DISPLAYED: PROBLEM COPY TO BE DISPLAYED:
+ Timed Writingz/Paragraph Witings " Timed Wiitings/Paragraph Writings
 Letters O OTWAPAODT O TW/PADIS  TwW/PAD3T CoLtom ¢ LTong
. o O TwiRADD2 O TW/PADZD  C TW/PAD38 ~ L. CLt2 C Lo
SMUSEIRES ~ Tuppanna O TwW/PADZT O Tw/PAD3Y SMESIRE - Ltoo3 ¢ LToRd
© Memos COTwAPAOD4 O TW/PADZZ O Tw/PAO4n " Memos CoLTOn4 0 LTDZZ
~ Francia O OTWAPAODS O TwW/PADZZ O Tw/PAld P CoLTO0s € LT0Z3
naneias COTWURAIDE O TW/PADZY Tw/PAD42 nANGEs COLTO0E ¢ LTD24
 Legal C TwiePsOD? O TW/PADZS Tw/PAD43 " Legdl COLTO0R € LT02S
~ Oui O OTWAPAIDB O TW/PADZE  © Tw/PAD44  Oui CoLToos € LTOZE
HHnes O TWYPAODS O TW/PADZT  © Twi/PAD4S Hiines L7008 € LTOZF
™ Tables COTwRAMD O TwW/PADZE O TW/PADME  Tables CoLTmo € LT028
O OTwdPADT! O TW/PADZY  C Tw/PADsr CoLTo € LT029
COTWAPAM2 O TW/PADID Tw/Pa04s CoLTmz ¢ LT030
O OTWAPAITE O TW/PAD  C Tw/Pa0es CoLTms  © LTo3
CoTwiPAm4 O TW/PADRZ O TW/PADSD ©oLTms € LTD32
 Twi/PADTS " TwW/PAD33 LT01S " LT033
C TWHPADIE O TW/PAD3 COLTHE € LTD34
O OTWAPADTE O TW/PADSS LT
COTwWePADIE O Tw/PADSE LT
_ Concel | o] Corcel |
v = i -
Select Problem Copy Category: @ Select Problem Copy Category: @
PROBLEM COFY TO BE DISPLAYED: PROBLEM COF'Y TO BE DISPLATED:
" Timed YWritings/Paragraph “writings " Timed wiitings/Paragraph Wiitings
© Letters COMADDT C MADIS O MADIT  Letters ? MMO0T
C MADOZ  C MAD20  © MAD3E M i MHO02
i anuzcrpts
: C MA00Z O MADZI  C MAD39 _ € MMO03
' Memos CMaO0d O MADZ2 Q9 lf: mgg;
o COMADDS O MAD23 © Finarcial
- inancials
Financials  MADDE ~ MADZ4 " MMO0B
" Legal O OMA007 O MADZS £ Legal i mgg;
] O OMADDS O MADZE  Outlines
-
Outlines ~ MADDS ~ Ma02T - (l": MMO09
" Tables COMADID C MAOZE Vet - mglf
O OMATT O MAD29 W02
COMANZ O MADZ0  MMO13
O oMaN3 O Mald  W01a
COMAN4  C MADI2 C MMO5
COMANS O Ma0as
CoMANIE O MAD3d
O OMANT O MADS
O OMANE O MADZG
Cancel oK,




¥

Select Problem Copy Category:

PROBLEM COFY 70O BE DISPLAYED:

" Timed YWritings/Paragraph “writings
" Lefters " FI00M
i
" Manuscripts ~ E:gg;
" Memoz " Flon4
o i " FlO0G
=
" Outlhines
" Tables

Cancel

Select Problem Copy Category:

[*

FPROBLEM COFY TO BE DISPLAYED:

" Timed “Writings/Paragraph ‘Wiitings

" Letters " o100
i

" Manuscripts ~ glggg

" Memoz " 07004
071005

O E .

Financialz ~ OTO0E

" Legal

i

" Tables

Cancel

i

g Select Problem Copy Category:

PROBLEM COFY TO BE DISPLAYED:

" Timed ‘Writings/Paragraph 'writings
T Letters " LGOM
. " LGOo2
~
h anuzcripts ~ Leno
" Memos " LGO04
" LGODS
e .
fmanc:lals ~ LGO0E
O | " LGOO7
. " LGO0s
~
Outlines ~ LGom
" Tables " LGOI
 LGOM
Loz

Cancel

@ Select Problem Copy Category:

PROBLEM COFY TO BE DISPLAYED:

d

Cancel

" Timed Witingz/Paragraph YW ritingz
© Letters © TBODT ¢ TBO19
. " TBOO2 ¢ TBOZ0
£ Manuscrits — ~ rpons ¢ TRO21
© Memos © TBOD4 " TBO22
P COTBOOS  TBO23
C TBOOE ¢ TBO24
 Legal © TBOOF ¢ TBOZS
. © TBOOB " TBOZE
# (O ¢ TEO0S ¢ TBOZ?
g COTBOWD  TBO23
TR0 TBO29
© TBO1Z ¢ TBO3O
© TBOIZ  TBO3
© TBOI4  ( TBO32
COTBOIS O TBO33
" TBOE (" TBO34
© TBOIF " TBO3S
© TBOIB ¢ TBO36

FIIAITITIIIIIITITITITD

TBO37
TBO38
TBO39
TBO40
TBOM
TBO4Z
TBO43
TBO44
TBO45
TBO4E
TBO47
TBO48
TBO43
TBOBO
TBOS1

Ed

35



3. Digplay Format Summaries.

& Untitled - MICRO-ErrorChecker Plus v.2006  Copyrighted 1985-2006 (=13
File Edit View Format ScreenFont  Simplicity Plus BESNSaMEEENEEN Teacher MEC Help

0 Display an Activity
B Display Farmat Sunimaries {

EERERRRRR GRRRNE

el

BB

|€

|
|

Pg1,Ln7, Col 10

The student may select which Format Summary to display. These summaries require
that the workstation have Acrobat Reader available (all files are in pdf format):

PDE filles available

Format Surnmary POF files

" Tables
" Letters " Legal
" Manuzcripts " Financial
" Outiines " Proofreader's Marks

Cancel

2 Adobe Acrobat Professional - [Memos. pdf]
Z File Edit Wiew Document Comments Tools Advanced window Help

X Py _E_ =1 q‘-: - (&' “_J ﬁ @ Creste PDF ~ %Commem&Markup ~ @ Send for Review - Bsecure = Zgign =

e o | ® 02 v @en-

EU} Select gy <P P

FRd

: Bookmarks

MEMO FORMATTING SUMMARY

Signatures

Margins -

Pages |5

Memo form used

Left margin: 2 spaces to the right of caption colons.
Ei Right margin: 1 inch.
Top margin: As dstermined by form used.

Model Tree |

Memo form not used
Side margins: 1 inch.
Top margin: 1 inch; begin on line 7.

Attacht

gimplified
5ide margins: 1 inch.
Top margin: 2 inches; begin on line 13.

Comments

Caption Headings

Memo form used
No caption headings keyed.
Spacing between captions dictated by form in use. hd

a & 1of 3 [ | o C F| ‘E‘ TS
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The availability of these format " Select Format Summaries
SJmmaneS may be set by the tea:he Select format summaries ta be available.
fromthe "Teacher" menu by selecting vl .

" . v &l summaries available
the "Set Available Format I Mo summaries available
Summaries':

X)

v Tables
v Letters v Legal
v Manuscripts [v Financial
v Outlines v Prachreader's Marks

Cancel

4. Displaying/Printing User Manuals from the "Teacher" menu and then selecting either the MEC
User Manual or the

S mp| i City User Manual: 4 Untitled - MICRO FrrorChecker Plus v.2006  Copyrighted 1985-2006

File Edit Wiew Format Screen Font  Simplicty Plus  Supp. Materials [REEEE8 MEC Help

e e AP e

Clase teacher menu

Edit/create Class
Dhase Utility
Key builder

| >

Remove keys

Sek Simplicity Availability
Set Activities ko Display
Set Available Format Summaries

simplicity User Manual

Mini-Supplementary Solutions
Supplementary Blackline Copies

Teacher Data Entry Problem Creation

[

I 2>
Pgl,Ln7, Col 10

B2 Adobe Acrobat Professional - [MECplus2006Manual. pdf]

-,"__ File Edit Vew Document Comments Tools Advanced  Window Help
2 P J;L &= [‘1%_' f' “4 iﬁ v_:] Create POF » %Cnmmem&merkupv o?_f.Sand for Review = ﬂv Zv
|L':,'|]} seect g FE - [ [ | @ me |- @ QY- wr | @ren -
4
2 -
s s
g
=
2
2
INCLUDES:
MICRO-ErrorChecker v.2006
PLUS
Simplicity Ten-Key Development +.2006
Simplicity Database Data Entry Development +v.2006

% Simplicity Kevboarding Tutorial v.2006
£ MEC Supplementary Materials (212 timings and production problems)
3 On screen display of Supplementary Materials problems

v. 2006 i
o = [1of1z0 | b Bl 3 O U= H
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5. Display/Print Mini-Supplementary Solutions:

& Untitled - MICRO-ErrorChecker, Plus v.2006 Copyrighted 1985-2006
File Edit Yiew Format ScreenFont  Simplicity Flus  Supp. Materials BEEE = MEC Help

D)= nle[[r e|fseoefre] ufB] T

Close teacher menu

Editfcreate Class
Dbase Utility
Key builder
Remove keys

=

Set Simplicity Availability
Set Ackivities to Display
Set Available Format: Summaries

MEC User Manual
Simplicity User Manual

Supplementary Blackine Copies

Teacher Data Entry Problem Creation

53

|~
|

Pg1,Ln7, Col 10

es available

Mini-5 olutions POF files

" Tables
" Letters ™ Legal
" Manuscripts " Financial

" Outlines

Cancel

2 Adobe Acrobat Professional - [MECMemoSolutions. pdf]

Z File Edit Wiew Document Comments Tools Advanced window Help
2 & rLEU L:» WE b (? . 65 ﬁ ﬁ Create PDF ~ ,5:3 Commert & Markup = @7 Send for Review - Iﬂ - Z -
{\rﬂ]}saed RN :‘|@m ® [P v | @ren-

»
@
f -
= —
£ =
=
2 ——t N
2 I
Jmmoue (. tss sams tecat ETICE  (BEA Une aimplified farmar)

o wwein sk
[ e o
enipn 4. Radiey
R

% Commnaciatior on ¢ sexp Thie wecaley. 3 hege g e & sisiias
]
£ Otorta 1. Witen
& ret

v
g E 4 | 1of 14 | R’ i’i vy W Ll |H|HH all.
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6. Display/Print Supplementary Blackline Copies:

& Untitled - MICRO-ErrorChecker, Plus v. 2006 Copyrighted 1985-2006
MEC Help

Change password
Close teacher menu

Editjcreate Class
Dbase Ukility
Key builder
Remove keys

=

Sek Simplicity Availability
Seb Activities ko Display
Set Available Format Summaries

MEC User Manual
Simplicity User Manual

Mini-Supplementary Solutions

Teacher Data Entry Problem Creation

53

|~
|

Pgl,Ln7, Col 10

filles available

Blackline PDF files

" Tables
" Letters " Legal
" Manuscripts " Financial
" Dutlines " Writings

Canecel

2 Adobe Acrobat Professional - [MECMemoBlacklines. pdf]

Z File Edit Wiew Document Comments Tools Advanced Window Help = 8 4

2 @y H L:\, WE_v (?v GlJ ﬁ ﬁCreate FOF - Aca Commert & Markup @57 Send for Review - iﬁv Zv
[Tt | R ] ([ @ [mx - @ [0 | @ren

(3RS

i Bookmarks

MMO0LANP (PICA: Use memc form)
MMOO1ENP _ (PICA: Type heading captions--BOLD, one-inch TM)
MMO01CNP (PICA: Use simplified format)

Special instructions: Omne-inch side margins.

TC: Ewelyn N. Ashley
FROM: Gloria K. Wilson
DATE: [current date]
SUBRJECT: “EMPHASIS ON WOMEN" WORKSHOP

Evelyn, I wanted you te know that "Emphasis on Women" was
one of the finest events, in my opinion, we have ever had at this
institution. You set the stage yourself with your very
professional attitude. You and your committee should be
congratulated on the smooth scheduling and careful selection of
participants. ) ) )

1 was particularly pleased with the presentations given by
our students whe have either completed or are currently in
nontraditional vocations. I just wish we could have had their
presentations taped. Janeen certainly didn't look like a diesel v

o 4 4 15 |[p PI|© © [

Comments

T
immfiss T

]
.
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7. Teacher Data Entry Problem Creation:

&+ Untitled - MICRO-ErrorChecker Plus v.2006 Copyrighted 1985-2006
Fila Edit View Format ScreenFont Simplicity Plus  Supp. Materials BIEESES MEC Help

D\ﬁ

i ‘ ; ; S| =B Change password
B

Close teacher menu

Edit/create Class
Dbase Uity
Key builder
Remave kevs

[

Set Simplicity Availability
Set Activities to Display
Set Available Format Summaries

MEC User Manual
Simplicity User Manual

Mini-Supplementary Solutions
Supplementary Blackline Copies

Pg1,Ln7, Col 10

% Simplicity TWO - Exercise Design

Program Help ﬂ

Thig software is licenced for the exclusive use of
MICRO-ErrorChecker Flus Software

Create a new exercise

Load and edit an existing exercize

Cluit
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KEY

BACKSPACE

BACKSPACE

DEL

END
ESC
HOME

INSERT

INSERT

PAGE DOWN

PAGE UP

RETURN

TAB

CURSOR DOWN
CURSOR LEFT
CURSOR LEFT

CURSOR RIGHT

COMMANDS SUMMARY

MODES

TET WP

WP

TET WP

TET WP
TET WP
TET WP

TET

WP

TET WP

TET WP

TET WP

TET WP
TET WP
TET WP
TET WP

TET WP

OPERATION

Backspace

Redisplay lines

Delete character

End of Line

Escape
Beginning of Line

Insert character

Insert ON/OFF
End of Page

Begin of Page

Exit Review

Tab

Cursor down
Cursor left

L margin release

Cursor right
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DESCRIPTION

If correction is on, removes
character to the left of the current
cursor position, and moves cursor
one character left. If correctionis
off, cursor does not move..
See CTRL+F8 below. To
redisplay the blank lines
compressed at the top of a page,
place the cursor on line 6 at the
left margin and backspace. To
compress these blank lines strike
CTRL+F8.
With correction ON, removes
character at current cursor position,
and repositionstext on the lineto
the right of current cursor postion.
With correction ON, removes
cursor to end of current line.
Exits current job or activity.
With correction ON, moves
cursor to first character on
current line.
Inserts a blank space at current
cursor position, and repositions
text on the lineto the right of
current cursor position.
With correction ON, turns insert
mode on or off.
With correction ON, moves
cursor past the end of the page.
With correction On, moves
cursor to the first line of the current
page.
Exits from Review Work in
progress. (ESC also exitsfrom
Review Work.)
Move cursor to next tab stop.
Move cursor down 1 line.
Move cursor 1 position left.
Left margin isreleased when
cursor left key pressed while
cursor is at the left margin.
Move cursor 1 position to right.



CURSOR RIGHT

CURSOR UP

CTRL+A

CTRL+D

CTRL+E

CTRL+N

CTRL+T

CTRL+END

CTRL+HOME

CTRL+F1

CTRL+F2

CTRL+F3

CTRL+F4

CTRL+F5

CTRL+F6

CTRL+F7

CTRL+F8

TET WP

TET WP

TET WP

ET WP

TET WP

TET WP

TET WP

TET WP

TET WP

TET WP

TET WP

TET WP

TET WP

TET WP

TET WP

TET WP

WP

R margin release

Cursor Up
Savejob as...
Set decimal tab

Error-check

New job/activity

Set regular tab

End of document

Beginning of doc

Dédete document

Clear all tabs

Erase copy

Pica pitch

Elite pitch

Student record

Deleteline

Compress/

decompresstop lines
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Right margin is released when

the cursor right key is pressed

with the current cursor position
being at the right margin.

Move cursor up 1 line.

Save the current job under a
different filename.

Direct command from typing

screen to set adecimal tab at cursor
position.

Error-check document currently

in memory. This key may be pressed
in the typing screen only.

End current job and begin a new
job/activity.

Direct command from typing

screen to set aregular tab at

cursor position..

Move cursor to the end of the
document.

With correction ON, move cursor

to the first line of the document.
Remove document from the

student storage disk. The program
will prompt the user to enter the
filename to be removed.

Remove al tab stops for the

current line and al blank lines which
follow the current line.

Remove current document from
memory and prepare to begin a new
document.

Changes pitch to Picafor the current
line and all blank lines which follow.
Changes pitch to Elite for the
current line and al blank lines which
follow.

Provides accessto display, print,

or backup the student's individual
record. Thisfeatureis available
only from the main menu.

Removes the current line, and
repositions subsequent lines.

Any blank lines from line 6 to

the first line below that is not

blank is compressedto bring first
non-blank line up to line 6or to
display all the blank line that have
have been compressed. The number
of compressed blank linesis stored



CTRL+F9

CTRL+F10

CTRL+ALT+B

CTRL+ALT+E

CTRL+ALT+F

CTRL+ALT+J

CTRL+ALT+K

CTRL+ALT+M

CTRL+ALT+R

CTRL+ALT+F9

CTRL+ALT+U

CTRL+SHFT+B
CTRL+SHFT+C
CTRL+SHFT+D
CTRL+SHFT+L
CTRL+SHFT+N

CTRL+SHFT+P
CTRL+SHFT+R

TET WP

TET WP

TET WP

ET WP

WP

ET WP

TET WP

ET WP

WP

TET WP

ET WP

ET WP

ET WP

TET WP

TET WP

TET WP

TET WP
TET WP

Insert line

Screen refresh

Add/Delete Bold

Expand ON/OFF

Paragraph format

R justify ON/OFF

Superscript

Margin center

Find/Replace
Save form

Bold & Underline

Bold ON/OFF
Center ON/OFF
Double line spacing
Set left margin
Next 7 lines

Previous 7 lines
Set right margin
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in theprevious "end of page” line at
the rightedge. To redisplay the blank
lines, strike CTRL+F8 or strike BS
(backspace) at the the left margin on
line 6.

Inserts a blank line at the current
line position, and repositions
subsequent lines.

Redisplays the current typing
screen.

Add or remove bold character at
current cursor position.

Turn the automeatic expand
(spread) typing on or off.

Reformat the current paragraph
using the margins, tabs, spacing, and
pitch currently shown on the status
line.

Turn the automatic right
justification feature on or off.

Turn the automatic superscript
feature on or off. Thisfeatureis
available only from the typing
screen.

Center the text on the current line
between the margins. If the current
lineis blank automatic centering will
be turned on.

Search for specified words, may
replace selectively or replace all.
Save the current document as a
form.

With correction ON, add or
remove underline and bold from the
character at the current cursor
position.

Turn the automatic bold feature

on or off.

Turn the automatic centering
feature on or off.

Changes line spacing to double
spacing.

Set the left margin at the current
cursor position.

Move the cursor down 7 lines.
Move the cursor up 7 lines.

Set the right margin at the

current cursor position.



CTRL+SHFT+S TET WP  Singleline spacing Changes line spacing to single
spacing.

CTRL+SHFT+T TET WP  Tripleline spacing Changes line spacing to triple space.

CTRL+SHFT+U ET WP  Underline ON/OFF Turn the automatic underline
feature on or off.

CTRL+SHFT+W TET WP Next word Move cursor to the first character
of the next word.

CTRL+SHFT+X T ET WP Previous word Move cursor to the first character
in the previous word.

SHFT+TAB TET WP  Previoustab Move the cursor to the previous
tab stop.

SHFT+Und TETWP  Add/DeeteUnd Underscore the character at the
current cursor position.

F1 TET WP Display WPM rate

F2 T ET WP Clear single tab

F3 T ET WP Display timer

F4 T ET WP Next screen (Supp. Mat. display)

F5 T ET WP Load form

F6 T ET WP Print document

F7 T ET WP Load document

F8 WP Hanging indent

Fo TET WP Save document

F10 T ET WP Command screens

F11 TET WP Reveal spacesShow spaces that have
been typed by the student with a”
character.

F12 T ET WP Previous screen (Supp. Mat display)

Alphabetical Listing of all key functions:
KEY FUNCTION DESCRIPTION

Activity/job, New
Activity/job, Save
Activity/job, Save as
Add/Delete Bold

Add/Deete Underline
Add/Déete Underline & Bold
All, Tabs clear

Arrow key to move cursor

Beginning of document
Beginning of line

Beginning of page

Bold, Add/Delete

Bold mode

Bold and Underline, Add/Delete

Center existing line

KEY

CTRL+N

F9

CTRL+A

CTRL+ALT+B
SHIFT+ALT+underscore key
CTRL+SHFT+U

CTRL+F2

UP-, DOWN-, LEFT-, RIGHT-arrow key

CTRL+HOME
HOME

PguP
CTRL+ALT+B
CTRL+SHFT+B
CTRL+ALT+U

CTRL+ALT+M
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Center mode

Character, Delete

Character, Insert (blank space)
Check, Error

Clear, All tabs

Clear, Single tab
Clear memory
Command screens

Compress blank lines

Copy

Copy (text) in memory, Erase
Current job/activity, Print
Current job/activity, Save
Current job/activity, Save as
Cursor movement keys

Cut

Decimal tab, Set
Delete/Add Bold
Delete/Add Underline
Delete/Add Underline and Bold
Delete character

Delete document

Delete line

Display timer
Document, Beginning of
Document, Delete
Document, End of
Document, Erase
Document, Load
Document, Print
Document, Save
Double line spacing
Down, Scroll 7 lines

Elite pitch

End of document

End job/activity

End of line

End of page

Erase copy in memory
Error check

Existing line, Center
Expanded text

Find/Replace

CTRL+SHFT+C

DELETE
INSERT
CTRL+E
CTRL+F2

F2
CTRL+F3
F10

Ctrl+F8
CTRL+C
CTRL+F3
F6

F9
CTRL+A

UP-, DOWN-, LEFT-, RIGHT-arrow key

CTRL+X

CTRL+D
CTRL+ALT+B
SHFT+under score key
CTRL+ALT+U
DELETE
CTRL+F1
CTRL+F7

F3
CTRL+HOME
CTRL+F1
CTRL+END
CTRL+F3

F7

F6

F9
CTRL+SHFT+D
CTRL+SHFT+N

CTRL+F5
CTRL+END
ESC

END

PgDn
CTRL+F3
CTRL+E
CTRL+ALT+M
CTRL+ALT+E

CTRL+ALT+R
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Form, Load
Form, Save

Hanging indent

Indent, Hanging

Insert character (blank space)
Insert line

Insert mode

Initialize for student use

Job/activity, New
Job/activity, Print
Job/activity, Save
Job/activity, Save as

Justify, Right

Left margin release
Left margin, Set
Line, Beginning of
Line, Center existing
Line, Delete

Line, End of

Line, Insert

Line spacing, Double
Line spacing, Single
Line spacing, Triple
Load document
Load form

Margin, Set left

Margin, Set right

Margin release (left)
Margin release (right) -->
Memory, Clear document in
Minutes, Word per
Mode, Bold

Mode, Centering

Mode, Insert

Mode, Superscript

Mode, Underline
Movement, Cursor
Multiple activity

Next word
New job/activity
Next 7 lines (scroll down)

Next Supp. Mat. display screen

F5
CTRL+ALT+F9

F8

F8
INSERT
CTRL+F9
INSERT
CTRLH+

CTRL+N
F6
F9
CTRL+A

CTRL+ALT+J

<L
CTRL+SHFT+L
HOME
CTRL+ALT+M
CTRL+F7

END

CTRL+F9
CTRL+SHFT+D
CTRL+SHFT+S
CTRL+SHFT+T
F7

F5

CTRL+SHFT+L
CTRL+SHFT+R
<--

CTRL+F3

F1
CTRL+SHFT+B
CTRL+SHFT+C
INSERT
CTRL+ALT+K
CTRL+SHFT+U

UP-, DOWN-, LEFT-, RIGHT-arrow key

CTRL+M

CTRL+SHFT+W
CTRL+N
CTRL+SHFT+N
F4

46



Page, Beginning of

Page, Compress

Page, End of

Paragraph, Reformat

Paste

Pica, Elite

Pitch, Pica

Pica pitch

Placement, Expanded text
Previous 7 lines (scroll up)
Previous Supp. Mat display screen
Previous word

Previous tab

Print document (current job/activity)
Print setup

Rate, WPM

Record, Student
Reformat paragraph
Refresh screen

Regular tab, Set
Replace/Find

Reveal spaces

Reverse tab

Review work (current job)
Review work/ Exit

Right justify

Right margin release  -->
Right margin, Set

Save as (current job/activity)
Save document (current job/activity)
Save form

Screen, Refresh

Scroll down 7 lines

Scroll up 7 lines

Set left margin

Set right margin

Set tab, Decimal

Set tab, Regular

Setup, Print

Single line spacing

Single, Tab clear

Spaces, Revea

Student record

Superscript mode

PgUp
CTRL+F8
PgDn
CTRL+ALT+F
CTRL+V
CTRL+F5
CTRL+F4
CTRL+F4
CTRL+ALT+E
CTRL+SHFT+P
F12
CTRL+SHFT+X
SHFT+TAB

F6

CTRL+U

F1

CTRL+F6
CTRL+ALT+F
CTRL+F10
CTRL+T
CTRL+ALT+R
F11
SHIFT+TAB
CTRL+W
RETURN or ESC
CTRL+ALT+J

CTRL+SHFT+R

CTRL+A

F9
CTRL+ALT+F9
CTRL+F10
CTRL+SHFT+N
CTRL+SHFT+P
CTRL+SHFT+L
CTRL+SHFT+R
CTRL+D
CTRL+T
CTRL+U
CTRL+SHFT+S
F2

F11

CTRL+F6
CTRL+ALT+K
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Tab clear, All
Tab clear, Single
Tab, Previous
Tab, Reverse

Tab set, Decimal
Tab set, Regular
Timer display
Triple line spacing

Underling, Add/Delete
Underline and Bold, Add/Delete
Underline mode

Up, Scroll 7 lines

WPM rate

Word, Next

Word per minute rate
Word, Previous

CTRL+F2

F2

SHIFT+TAB
SHIFT+TAB
CTRL+D
CTRL+T

F3
CTRL+SHFT+T

SHIFT+under score key
CTRL+ALT+U
CTRL+SHFT+U
CTRL+SHFT+P

F1
CTRL+SHFT+W
F1
CTRL+SHFT+X

All of the features described above are on the COMMAND SCREENS and inthe MENU
bar

HEAD-ErssiC Btk Soliviaie commahd:

Screen 1.. L
End jobifeccimity B8
TerarChick deoussiir [erliE

Idtinlize Cecltl
Bulbiple mctiwvity [ocltd
Bugin raw Job  CheltH
Lol decumanr 7
Lowd form F5
Talece deouksnwr CorliFl
Bardaw gkl LR ... (CElVE
Bl revied .. Berarn
RQuera curwece ok F2
Swra marrews jJab ar [eErlid
Acint currmt ok FE
Franr astup oo ltD
Accuny stadeck racord [hclHRE

— R4l mardl fennsiesled|

Palicq liva CTEL+RD
Iosern Lipe  Crrl+¥3
Evsiece dagoesnc  Crel4Fd
Firdlaplacs  Corlddledd
B to wubrara:
Huxt word  Cerldéthintd
Prewlons sopd  CrEL+Shin+
Beroll wp 7 lines Grrltdhiu+l
Farell desm 7 llnes  Crrlddhdc Rl
Feseroe tab  Shim4Tal
Hegimnig af lime Hooe
Ecel 0f Lirm  Bred
Bagamnaryg of pupe  Fplp
Bl of pags Fiin
Begln of Gomaesis  Coal-Hkaes
Tod of dioossnc  Corlddngd
“Eht menu

Do Grrlid ~Wiew menu -
Gopy  Chrlts Displey timer J3
Pasca  Cral+y WFH rata Bl

[elece charsctar [Delets
Tooecr modeipecsd  Troare

Baveal spaces 111
Betrash scresi Crrl+FLD

| Erit Comnsnds |

Herk sceasn |

MICRO-ErrorChecker Software commands Screen 2 of 2 E|

Screen 2:
Format menu

Centering Corl+Shfc+C

Margin centering Corl+Alo+d

Expand mode Ctrl+lAlt+E

Right justify Corl+llctd

Format menu continued

Set line spacing submenu:
gingle spacing Corl+Shivts
Double spacing Corl+Shicil
Triple spacing Corl+ShictT

Underline mode Corl+Shictl Zet margins submemu:
Bold mode Corl+ShittB get lefv margin  CorltShictl
Superscript  Corl+Alodk Zet right margin  Corl+Shic+h

Insert mode Insert Set tabs submenu:

Hanging indent F& Set regular tab Ctrl+T
Beformat par Ctrl+ilctF Set decimal tab Ctrl+D
Compress page Ctrl+F3 Clear tabs submenu:

Addfdelete und or bold submenu:
Underline Shit+Und

Clear single tab FZ
Clear all tabs CtrltFz
Eold Ctrl+Alt+E
Underlinefbold CtrltAletll
Margin releases submenu:
LM release <--

Teacher mena
Teacher menu submenu:

Save form CErl+tilt+F3
MM release -—-%

3et pitch submemu:
Pica pitch Ctrl+Fd
Blite pitch Ctrl4FS

Previcus page

Problem copy display
Next display screen Fd
Previous display screem F1Z
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ERROR-CHECKING & KEY BUILDING PROCEDURES
WHAT DOES THE ERROR-CHECKER CHECK:

MICRO-ErrorChecker isboth a content and format/style error-checker! The software compares the
text of the student-typed document with ateacher provided key.

The following types of content errorswill be identified:

Spelling Errors Capitalization Errors
Punctuation Errors Extra Word Errors
Omitted Word Errors Transposed Word Errors
Errorsin Headers Spacing errors*

Errorsin Footers Underline Errors

New Line Errors Bold Errors

Broken Word Errors Superscript Errors

Run Together Words

* Checks the horizontal spacing between words, including the appropriate number of
horizontal spaces between sentences.

The following types of format errorsfor production work will be identified:

Starting line Ending line

Margins Line spacing

Pitch Indentations

Horizontal centering Vertical centering

Widow lines Orphan lines

Headers Footers

Tables: Starting line on subsequent pages
Tabs/Margins Number of blank lines between elements
Spacing/L eaders/etc.

KEY PREPARATION

Each document for which error-checking is required must have a key prepared. MICRO-
ErrorChecker includesaKEY BUILDER program available from the Teacher menu. Keys may
be created from MICRO-Error Checker documents, older MICRO-Typewriter documents, and
ASCII text files. You may either type the document yourself, or may use a student's document. 1t
is recommended that you use a good student's document to save time.

ENTRY TO THE KEY BUILDER PROGRAM

The Key Builder is accessed from the Teacher menu and then choosing Key builder. The following
screens include a step by step process for building a key for atimed writing, paragraph drill, or
linedrill; the process for building a key is the same for all three types of drills. Prior to building
a key it isnecessary to have a copy of a MICRO-Error Checker document saved on disk. For
this keybuilding exercise, atimed writing will be assumed; therefore, it is recommended that you
type (in Simplified Word Processing mode) and save the following as timed writing before
proceeding with the following illustration.
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Now is the time for al good men and women to come to the aid of their country.
You can assist in this worthy cause by being a good citizen and helping in your
community by being a volunteer in public activities.

Remember, don't ask what your country can do for you, but rather what can you
do for your country.

The timed writing should be saved as: Timingl.

NOTE: Additional information concerning the creation of production job and exam keys can be
found on page 53, KEY BUILDER FOR A LETTER PRODUCTION KEY).

KEY BUILDER FOR A TIMED WRITING KEY:
Teacher menu:

Sdlect Teacher menu and choose Passwor d:

& Untitled - MICRO-ErrorChecker Plus v. 2006 Copyrighted 1985-2006
File Edit ‘iew Format ScreenFont  Simplicty Plus  Supp. Materials BEEEIES MEC Help

i | U T I

R T e R

Enter your password:

Enter password: [ EI
. ¥
Pg1,Ln7, Cal 10
Caneet
Keybuider — Load 2 Source Document 3|
~Document Source Type
Creating a New Key Using:
) ) = Micro-ErrarChecker Document

Again select Teacher menu and choose Key builder:  ASCH Text File
Keybuilder — Load a Sour ce Document: Editing an Old Key Using:

" Freviously Created Key

Sdlect MICRO-Error Checker Document; click
on OK and Load the M1 CRO-Error Checker . .
docu i Timingl. Exit Kesbuilder |

NOTE: Thistimed writing (timingl) should have
been typed using MICRO-ErrorChecker in the Simplified Word Processing mode.
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¥ pybmaiicinr

CRacking Inlormstion

K eybuilder — Checking Information: | " Sourca Type | MEC Dotimen
& Timed wrting Documam fila nesnwec ming1
£ Pamgraphdnll Facorting Typs
The default Key Type, when a B Pl
MICRO-Error Checker Fraducian; ™ Erdlt-Sie o ecord
. . . i Didi Dot wnia 1o mcord

Document is loaded, is Timed i SO - e
writing.  Legaldocument, i

£ Manuzcnpt

" Latier e A= e =
NOTE: If the document |oaded " hemo r
were either a Paragraph drill . =
or aLinedrill, youwouldneed | -
to select the appropriate Drill ] temntmiermrns o i 15 o
Key Type. e e

The default Recording Typeis:
Writetorecord.

E-\ill'.q_uh.ildnr| Bst Sins AT

NOTE: If the key wereto be an EXAM key, select EXAM--Writeto record. If the results of

an error check SHOULD NOT BE recorded in the Student Record, select Don't write to

record. YOU WILL HAVE THE OPPORTUNITY TO CREATE ALL THREE

RECORDING TYPE KEYS.
Keybuilder — Optionsand Instructions:

AsaTimed writing Key Type, you
only have two Options. Save key or
Edit text.

If you have not proofread the document
carefully, select Edit text and proofread
and make any necessary corrections.
When ready, select Save key and click on
OK. Savethekey as Timingl.

Keybuilder — Key saving options:

NOTE: There are 3 Recording
Types for saving keys. You will
be given an opportunity to
create one, two, or three keys
for this document. If you do not
wish to make an additional key,
you may select Exit Keybuilder
or Make aNew Key.

Fupbuddan — Dphiznt snd Inchecinma

Vo Topeme | T watineg

Re o g Type:
O

Documenfle name:
Froca dunes

W¥rika B0 e ool

© Eamis)
' Ecii sl
'

b (03 s e Bk R T
=]

Ireviuchiom

Llg e opinn o wevem baoth an EmorCheckerEeefie snd
mhan = Ky Fdmetnr e Hesd mmy be neloesched tor sdimg i
changes are needed by be mescs ister

Fiat Kmobuaichee | o | Dietns b Phwebbar A arrrbin |

Keybuilder -- Key saving options

Do youwant to save an additional key?

[F*YES', check the recarding type:

O See | iiite e cardt ey

" Save an "ExXAM-Write to record” key

" Save a "Don'twrite to record” key

Select Exit Keybuilder for this

. ExitKeyhuilder ¢

Make a New key

i)

Al

Ok tha O baltn i Ao 2ol s

(5 I

exercise.
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Y ou have completed the exercise to create a new timed writing key. 'Y ou may repeat this procedure for
both a Paragraph drill and aLinedrill if you desire. Be sure to create the drills and save them as
MICRO-ErrorChecker documents before using the Keybuilder to create keys.

KEY BUILDER FOR A LETTER PRODUCTION KEY:

The following keybuilding procedures are applicable to all six (6) production types: Outline,
Table/Financial statement, L egal document, Manuscript (report), Letter, and Memo. The
Table/Financial statement and any other document that contains a Table or Business Form
require additional keybuilding functions--these will be explained at the appropriate place during
this production keybuilding procedure. Type the following as a letter in MICRO-ErrorChecker
(Simplified Word Processing mode).

Directions:

Modified block letter with paragraphs indented
Pica pitch

Margins: 10 and 75

Paragraphs indented 5 spaces

Dateline on Line 16

[use current date] | Mr. John Q. Public | 257 West Broadway | Salt Lake City, UT 84101 |
Dear Mr. Public: |

Thank you for your recent inquiry about our new product line. We are sending you
our most recent catalog published on May 31, [use current year].

If you place an order by December 31, [use current year], you will receive a 20
percent discount in addition to the free promotional gift mentioned in the catalog.

To rush your order, call our toll-free number 1-800-555-3345. [ Type the phone number

in bold] Operators are standing by 24 hours a day to take your order.

Sincerely, | [Use your name here] | Vice President of Marketing | [reference initials]

The Letter should be saved as; L etter.
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KEY BUILDER FOR A LETTER PRODUCTION KEY:

Teacher menu:

Select Teacher menu and
choose Key builder (or choose
Password if Key builder item
isinactive and enter your
passwor d). < — -

Keybuilder — Load a Sour ce Document:

~Document Source Type

Creating a New Key Using:

Sdlect MICRO-Error Checker Document; click on e ,
+ Micro-ErrarChecker Document

OK and Load the MICRO-Error Checker document Ree T B

named: Letter.

Editing an Old Key Using:
 Previously Created Key

NOTE: This production document (letter) should

have been typed using M1 CRO-ErrorChecker in the ExitKeybuilder | oK I
Simplified Word Processing mode.

Keybuilder -- Checking Information

Keybuilder — Checking Information: ke Source Type: [MEC Domumart
D"”(S- Timed writing Documentfile name: | letter
© Paragraph drill ~Recording Type
The derau": Key Type7 Whm a  Line grwllp o Wrg\te:/opre:urd
MICRO-ErrorChecker Document is | Feeten € Exa e o ecard
loaded, is Timed writing. Since this € Teble/Financial steternent Brodueon = P
. " Legal document

document is a letter, select the K ey © Manuscipt e

. & Leiter - Production — Headers/Footers
Type as. L etter. © Memo ™ Second-page headerpage numher
The derault ReCOFdI ng Type Is: ™ Second-page footer/page number

~ Production — Document Seftings
™ Check for widow and arphan lines

0 il Margin talerance +/- (0-15 spaces) 0 il\ndeminntnlerance +- (0-15 spaces)

Firstline page 1:T Anyline I Centered verically or range fram line |6 =t linefs jl
First line on all subsequent pages hegins on line b

Last line for text on each page: I Any line or range from line |55 ﬂtu line |60 ﬂ

Exit Keyhuilder | Feset All Production Settings | Change Source Type | Ok I

Writeto record.

NOTE: If the key wereto be an EXAM key, select EXAM--Writeto record. If the results of
an error check SHOULD NOT BE recorded in the Student Record, select Don't write to
record. YOU WILL HAVE THE OPPORTUNITY TO CREATE ALL THREE
RECORDING TYPE KEYS.

NOTE: At this point in the exercise, ignore the other Production sections (Production --
Headers/Footers and Production — Document Settings); these sections will be covered in
detail in DOCUMENT SETTINGS FOR FORMAT CHECKER on page 60.
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Keybuilder — Optionsand Instructions:

Asal etter Key Type, you have several
Options available.

Edit text--if you have not proofread the
document carefully, select Edit text and
proofread and make any necessary
corrections.

Mark VARIABLE text--if you have
any items in the document that may be

Faiy Tt | Liher
Facordng Ty | Wite onscond
Dipticens
o
T Ecktinet
T Wik VARIADLE e
P e
™ e {

T Bask b hor MLLTIFLE EFACING cheiech, (™ Lnrind
T Werkcaat bor LIME-HY-LINE chack il
I bk bt i HOREONTAL CEMTERIG © Ui
T bk el Koo COLUIM Y TAELE ARESS

- A :

Dincuman! e name: | ek

Frocamims

Click the CF bafion o cantrus.

nEnIcarn

b i nplien & aovs bcth on EmcrChinches Kaey Sl cnd
wlunm Fey bmbwr Ela that ey b rs el e weking
ChAnge B e m e o ke nas ke

Edtfamiide | Bennowey | Rmwenmcheckmgomenn | [ o

done differently by your students (i.e.

current date, reference initials, using their own name in the closing, or using only the current
year), you will have the opportunity to mark these areas and replace them with bracket
commands that the error checker recognizesin order to not mark errors that should not be
marked. Select Mark VARIABLE text and mark the required areas.

Instructions:

1. Left click mouse and hold mouse button down on the starting character of the variable

to be marked.

2. While holding left mouse button down, move cursor to last character in the variable

being marked.

3. Release the left mouse button and you will be taken directly to the Keybuilder —
Bracket commands dialog for selection.

Keybuilder — Bracket commands
(Mark VARIABLE text):

If you have marked the current date
at the top of the letter, select the
[date] bracket command and then
click on Insert Bracket Command
button.

Koy Thpee: | Listiar Fincoming Type. | Wit 10 second
Seled sppmpneie breckeicommand
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I [angcai] = A et owwicd by [l ta] i [shionchaia] .. & datsrwith o wilin B yanr)
" [prdims] - A paganubarapgeans hene. Fonae or srabic sk iy be esed
i ~ REdasenca inBk: nalr o pasr o 4 ABC ABC w2 DUNE, 6 )

" Juanianka“m o] - anishk e oor kiing of B frouch nowonds

[ i ] =i et chof Tha pumnhier of choyks st b Haean fn and o

" byeen]
T rm'n]

= Ay 4 digk rumber begemng wth 19 ar 10
-Yeneble piphabehc ketme. Hemb e oflefer mus be bekesan moand 8

Wenebie fewd permmeiam
Hrechs! Commard:
[oati]
Prssrretzrs sat
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Mark Variable text to mark another item. Mark the year 1998 and press ESC. Select the [year]
bracket command and then click on Insert Bracket Command button.

Select Mark Variable text to mark another year 1998. Select the [year] bracket
command and then click on Insert Bracket Command button.

Sdlect Mark Variabletext to mark =S

. 1 H Faary Ty, Litier RAacomdng Type | wris in reoond
the signer’s name. After marking Sl e
the signer's name; select the r [dak] - bl Kyl dinks it mpp B 9, s 24 1900 0 24 i 1909

H N . T [shondak] - Deda withoul yaes sk 8 pa e hena (5. Wach 31 .of 31 kanch
ga”able/\;nhn]bbraliket Commagd’ I [mryrints] = A dmis nlowed by [deie] or [ehondate] & dste wih arwthou s wee]

man T [pram™x) -Apage number sppears hens, Fomes or srsbic numesls my be uzsd
G.?tlon 0 t _IS ra:: et com T ] - Pl i rrecee it s ikt eppsar b [1a, AEC ABCwE DAVE k)
requires additional mput for them . [ueristbila”m ] -varisbis baf consieing of m heough n wonks.
- . r [d@"m™n] -ariahls numenc digis. The rambe rof o giis mustbes betwsen moand n

and n variables in the bracket * fyser] ik g b ring wth 10 o 80

Comn]and % the m Varla.ble to 1 Crm™n] =wanahks slphabyeic kitam Murnbses of lafers mishbe bolwedn moand n
and the n variableto 6. Thismeans | vensbsims perarete:

that the marked areawill permit Flsseeia — [ ] m simiiicasorwars

any input from 1 word to 6 words. "%‘Eﬁ]— 5 2] inl e rumboer ot wards

The content of this marked area

WILL NOT bee-ror CheCked Enuii Earyilcies | R m e Oyl o Sra ciion I | I ot B e o e recd I

Click on Insert Bracket Command button.

NOTE: If you wereto select (page numbers) [pnum”x], (digits) [d*m™n], (letters)
[1*m”n], you will be required to provide the x or m and n parameters. |f you select
[pnunrx] bracket command, you will also be required to indicate whether the page
numbers should be Arabic or ROMAN numerals.

Select Mark Variable text to mark thereferenceinitials. Select the [ref] bracket command
and click on the Insert Bracket Command.

Since your have completed all variable items, you are now at the Keybuilder-Options and
Instructions dialog.

NOTE: This letter does not have the following items active: Create/Edit sample
HEADER, Create/Edit sample FOOTER, and Mark text for BUSINESS FORMS
AREAS. These items are inactive because the document is only a one-page letter and it
does not contain a business form. Snce we know the letter does not contain any columnar
or table areas, we do not need to select thisitem. All four of these items will be discussed
in the SPECIAL ERRORCHECKER INSTRUCTIONS section on page 63.

ATTENTION: To cancd any line-by-line marking for Mark text for
MULTIPLE SPACING check, Mark text for LINE-BY-LINE check,
Mark text for HORIZONTAL CENTERING, Mark text for
COLUMN/TABLES AREAS, and Mark text for BUSINESS FORM
AREAS. Select the appropriate "unmark” button and click inside the
marked area.

The ESC key is used to return from the text area to the previous dialog
box.
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The Mark text for MULTIPLE SPACING check option will not be used for this letter
key. This option is used only when the spacing between words (elements) isto be ignored
and not checked. Lineswhich contain tabular items which may have variable inter-word
(inter-element) spacing should be marked for M ultiple Spacing.

Select the Mark text for LINE-BY-LINE check. A singleline or any group of contiguous
lines that should be checked aline at atime should be marked for line-by-line checking.
Mark the area from the dateline down through the salutation as a single block to be checked
line-by-line. Also mark the area from Sincerely down through reference initialsas a
second block to be checked line-by-line.

The letter contains no lines which should be centered horizontaly between the margins;
therefore, the option Mark text for HORIZONTAL CENTERING isnot used in this
letter key.

All options for this letter have been completed; select Save key and click on OK.

KQ/bU”der — Variable Keybuilder -- Yariable Yertical 5pacing
Vertical Spacing:

Wariable Yertical Spacing

If the number of blank lines between any bwo paragraphs [or other elementz] may wary

There are S)rne prOdUCtlon fram ane student ta anather, vau should select YES far this Yanable Yertical Spacing

documents which may have R

the number of blank lines If thiz option iz selected, pou will be quened between each paragraph as to whether
wariable vertical spacing iz bo be uzed and the limitz of the wariation.

between some elements that

can have a variable number of

blank lines acceptable.

Therefore, if you would like to Mo |

permit, for example, 2 - 5

blank lines between Sincerely

and the Signer's name, you would select YES. If there should be no ar eas which would

alow for avariable number of blanks lines, select NO.

DO YOU WANT TO SET VARIABLE VERTICAL SPACING?

%ect Y ES for thIS Foybmilder - Yamalion Babeonn Pamgranhs
example. Vit betnezen Paragizght

D 4o A b v varkalion iith & b o blank Erea Baivacan Bhes thaa pars pracheefol o ohee?
After every hard returnin Endlef panagiaph Jobireeri 1 & of Paga 1. Liva 2

Erd Pargiagh i ST

the document, the S J""”“‘”Tﬂ'ﬂ?’% W BE PLACED BETWEE K FARABRAPHE ELEMENTE? -
variation between Slar o patacy phalarrd 2 & on Page 1, Lina 42
paragraphsdialog R & inbed o e Eﬁ m lTs 4

appears for your decision.

™ ey nurber of bank: lrvs soqeplabis

i Embiide | Lo Siran Fwbmpionig | [ AecdVmmmnkm |
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Keybuilder — Variation Between Paragraphs.
For all the items from the dateline to Sincerely, you should click on Follow Key Spacing.

When you see the dialog box that contains Sincerely and [variable®171], select A
limited range required and set the first parameter to 2 and the second parameter to 5.
Thiswill allow avariation of from 2 blank linesto 5 blank lines between Sincerely and
the (signer'sname) [variable®2"5].

NOTE: If this were a multi-page document and one par agraph ended at the bottom of one page
and the next paragraph began at
the top of the next pageand if a

student set the margins different
than the key, these two paragraphs il S el S e s b

Foybnsldnr - Hlank Linsz Belween Paragrashs

Filank Lirer Bevsen Paspaphe

might be end and start on the same L e e

page; therefore, the keybuilder ‘::“::L S FUAN DS et A T A TS
needs to know how many blank SRl B A M TG T T

lines should be between the Henw ey ok o - B0 A7 7]

paragraphs/elements if these two

paragraphs/elements end and start il it

on the same page. If the
keybuilder discovers this situation, you will see the following Keybuilder --Blank Lines Between
Paragraphs dialog.
Keybuilder --Blank Lines Between Paragraphs
Set the number of blank linesto 1.
Click on Record in Key button.
When all of the variable vertical spacing areas have been queried, you will see the Save Key
diadlog appear. Savethekey as. Letter.
When you see the Keybuilder — Key saving options dialog, you may save all three

Recording Types of keys. After saving the key(s), click on Exit Keybuilder button to
conclude this exercise.

57



KEY/DOCUMENT TYPE DEFINITIONS

The Keybuilder — Checking Information dialog allows the instructor to set Key Type,
Recording Type, and for production jobs set whether headers or footers will be needed for the key
being created.

HEADERS AND FOOTERS

These two options appear only if the Key Type has been set for a Production document (anything
other than a Timed writing, Paragraph drill or aLine drill.) 1f the second and subsequent pages of
the document will include a heading (even if it is just a page number) or if all the pages will include
afooter (again, evenif it isjust a page number) the option should be selected and checked. 1f
either of these items are selected, it will be necessary to create a sample header or footer. An
option to Create/Edit a sample HEADER and/or Create/Edit a sample FOOTER will be
activated in the Options section of the Keybuilder -- Options and Instructions dialog.
REMEMBER: Once a sample header or footer has been created, it will also be necessary to
remove the actual headers and/or footers from the key document (use the Edit text option).

DOCUMENT TYPE DEFINITIONS
Timed Writings and Drills
TIMED WRITING:

A timed writing consisting of one or more paragraphs that must be typed in sequence beginning
with the first paragraph. If the timed writing consists of more that one paragraph, the paragraphs
cannot be typed out of sequence. However, if the entire timed writing has been completely typed,
the student may return to the first paragraph and repeat the entire timed writing more than once.

PARAGRAPH DRILL:

A paragraph drill consist of one or more paragraphs that may be typed independently of each other
(even in arepetitive manner--a single paragraph may be typed more than once.) If the paragraph
drill contains more than one paragraph, any combination of paragraphs may be typed in any order
and any number of times. Thisis different than a timed writing which must be typed in sequence.

LINEDRILL:
A line drill consist of severa drill lines. Each drill line must be a single line and generaly ends
with some type of punctuation mark. Drill lines are error checked one line at atime; therefore,

wordwrap should not be used for Line Drills. Line drill error-checking alows any combination of
linesto betyped in any order.
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Production Exercises

Production exercises will be checked for both content and format. The following Key Types are
available for error-checking:

OUTLINE:

The horizontal spacing must match the horizontal spacing in the key. May contain headers and/or
footers.

TABLE/FINANCIAL STATEMENT:

Automatically uses multiple spacing check for content errors. May contain headers and/or footers.
The format checker will check the number of spaces between columns, use of leaders, etc..

LEGAL DOCUMENT:
May contain headers, footers, tables, etc.
MANUSCRIPT:

May contain headers, footers, tables, etc. If you are ever in doubt asto what type of key to use,
thisisthe one.

LETTER:

May contain headers, footers, tables, etc.
MEMO:

May contain headers, footers, tables, etc.

RECORDING TYPE DEFINITIONS
Writeto record:

Keys of this type will write the results of the error-check to standard areas (timed writing,
paragraph drill, line drill, or production) of the student's record.

EXAM--Writeto record:
Keys of thistype will write the results of the error-check to the exam portion of the student's
record. Examsin the student record may be sorted several different ways, with averages computed
if the exams are sorted for a selected date.

Don't writeto record:

Keys of thistype will NOT write the results of the error-check to the student record.
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DOCUMENT SETTINGSFOR FORMAT CHECKER
NOTE TO PREVIOUS ERROR-CHECK ER USERS:

All error-checking keys that you have prepared with Version 8 will work with Version 2006 of
MICRO-ErrorChecker Plus 2006. However, any production keys previously made on versions
earlier than Version 7 will ONLY CHECK for content errors until you rebuild the key using the
Keybuilder in Version 2006 (or Version 8) and setting the required format checking features.

NOTE: Theold keysfor Linedrills, Paragraph drills, and Timed writings DO NOT need to be
rebuilt with Version 2006.

IMPORTANT CAUTION: Any keys rebuilt with Version 8 or Version 2006 WILL NOT work
with versions 7 or earlier version of the MI CRO-Error Checker; therefore, if you will ever have a
need to use your old keys with a version earlier than version 8 of M1CRO-Error Checker, you
should make backup copies before rebuilding the old keys.

Keybuilder — Checking Information:

Soums Tyes: | HEC Comyment

The Production sections (Production — I~ Tined wring e
. . ™ Perngmaph cnl Pemorciing Tope
Pitch, Production — Header s/Footers, * Lina chil [ r—
. . Frihanthoi A do recaid
and Production — Document Settings) are ~ fudrie P Dt cand
active only if the Key Type is set for one of S S b
. W
the prOdUCtlon types' = LE'”WW Froduction - Hesd s Fooiers
T Whatiesy S e B Gy s

. i . I SeoncHaege fooleypegs mimb e
Production — Pitch defaults to either P Han=Camn e e
PI CA Or I Chook forsidow and orphes Ene=s H--d-:-:hrkmln-ﬁ-&;rl?_::l mrdeon m--fl_il
ELITE - [U_EI Wargm clameres < 0-15apaess) [I Sndasion icieancs - [0-15 spacas

, [Pmm:ino: ~Pich . | Firstinmpoge 11 Amglng T ormngefoming[lE = mlnrirél
dmdlng on fRics] B First ire oncdl subramgusnt pocs s begine on ire B
how the ptCh Lask B bt 0 o pumecpa T v i o s E'illn-lm __EJJ_ZI

W I

5mr¢_,-1:.i|r.m| Fu-:wupmr.ud.unsmgs»| Chmgnsm:m‘.’wp-al ok |

was set in the original MICRO-
ErrorChecker document. The pitch can
only be changed if the Source Typeis: ASCII Text File.

Production — Header 9Footers:

If the document requires either headers or footers to be typed, the appropriate box must
be checked. NOTE: Generally, a document will have only headers or footers, not both!

The basic format checking will be done according to the original format of the document from
which the key is created. Be sure that the document from which the key isto be created is accurate
in terms of its formatting. The key builder will scan the key document to determine spacing,
margins, etc.

NOTE: The active items in the Production — Document Settings section will vary depending
on the production Key Type selected.

The format checker will provide for the variations and/or tolerances as selected above. A brief

description for each item in the Production — Document Settings section above will now be
given:
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Check for Widow and Orphan lines:

If this box is checked, the document will be checked for a single paragraph line a the bottom and
top of pages. Thefirst line of a paragraph that isisolated at the bottom of a page is referred to as
awidow line and will be marked as aformat error. Likewisg, if the last line of a paragraph is
isolated at the top of a page, thisis referred to as an or phan line and will be marked as a format
error. If you do not wish widow/or phan linesto be marked as format errors, do not check this
box.

Margin tolerance allowed:

If you are willing to accept margin settings different from the margins set in the key document, you
may set the margin tolerance from 1 to 15 spaces (plus or minus) from the margins set in the key
document. NOTE: The checking of margins will be done only when the margins of the student's
document indicates that the margins have been changed; otherwise, the checking of margins will
only be done once for thefirst line of the document being checked. NOTE: If the key contains a
business form that contains columns and the specific tab settings ar e not specified, you must set
the margin tolerance allowed to provided sufficient variation to accommodate a reasonable
starting position of any marked non-columnar line.

Indention tolerance allowed:

If you are willing to accept the size of the indentation to be different from the key document, you
may set the indention tolerance from 1 to 15 spaces (plus or minus) from the first indention in the
key document. NOTE: The checking of indentations will be done the first time an indentation
occurs in the student's document. Once an indentation is identified as being acceptable within the
indention tolerance range, all subsequent indentations will be required to be the same for
consistency of appearance.

Firg line page 1:

Y ou may set the starting line for page 1 to fall within arange or accept ANY. If the starting line
for page 1 islessthan or greater than the range, this will result in aformat error.

Fir< line on subsequent pages (excluding header):

Defaultsto line 6.
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Last linefor text on each page (excluding footer):

If you desire that the last line of each page (except the last page) be keyed within a certain range
(usualy from line 55 to 60), you may specify that range or you may set it to ANY. NOTE: If any
multiple-page document requires a page--located befor e the last page--to end high on the page,
theLast linefor text on each page (excluding footer) should be set to ANY to avoid a format

error.
Header lines (lines 1-5):

If headers are used in the document, you must designate that the headers be within a certain range.
When the range is set, the entire header must begin and end within this range or aformat error will
result.

Footer lines (lines 61-65):

If footers are used in the document, you must designate that the footers be within a certain range.
When the range is set, the entire footer must begin and end within this range or a format error will
result.
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SPECIAL ERRORCHECKER INSTRUCTIONS

Keyhuilder -- Options and Instructions

Recording Tvpe: | Write to record Documentfile name: | leter

-Options -Procedures

Click the OK button to continue,

Edit text

~
T hark VARIABLE text

" Create/Edit sample HEADER

" Create/Edit sample FOOTER

 pdark text for MULTIPLE SPACING check © Unmark
 hark text for LINE-BY-LINE check ' Unhdark
 bark text for HORIZOMTAL CENTERING € UnhMark
 Mark text for COLUMMNTABLE AREAS

o bt e ] B o ek A A
ek et for EUEINEE S EEEM AREAS

~Instructions

Use this option to save both an ErrorChecker Key file and
alzo a Key Master file that may be reloaded for editing if
changes are needed to be made later.

Exit Keybuilder Begin New Key Return to Checking Information | 0] |

The
Options section of The Keybuilder -- Options and Instructions dialog alows the teacher to
customize the error-checking of each document. A description of each item follows.

Save key:

This option will save the completed key to the path specified when the class file was created for
thisclass. The key must be saved before beginning a new key or exiting the Keybuilder
program. Theinstructor could change this path (at the Save Key diaog) if he or she wanted to
put the files on afloppy disk to give to an instructor or to another school which was licensed to
use MICRO-Error Checker Plus2006. The software defaults the file name to the name of the
source document. Obvioudly, this name may be changed at the Save Key dialog. This
filename must not include a period in the filename since the software will automatically add the
extension '.~ky' for the key file and '.~ms for the master file. NOTE: If you have |oaded the
document named Reportl and have selected the Recording Type as EXAM--Write to record,
the software will automatically modify the filename as to reflect the Recording Type as:
Reportl EX. Likewise, if the Recording Type were Don't write to record, the filename for
the saved key would be: Reportl NO
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NOTE: If abusinessform is detected in the key, you will get the following reminder dialog:

BUS. ness for m in kw Keybuilder -- Business Form in Key E

ATTENTION

If you have aready marked the
business form, click on
Continue and proceed.
However, if you had forgotten
ather to Mark FIRST/NEXT
form area and/or Mark
LINE-BY-LINE, clicking on
the appropriate button will
take you directly to the next
step to accomplish this task.

Thiz key includes a business farm. [F any part of this form requires input of rows and columns, that
part of the form must be marked [the row and column areaz] uzsing the Mark FIRST/MEXT form area.

If the exact margin and tab zettings are MOT given to the students, pou MUST provide adequate
tolerances to allow for student wariations in the setup (i, margin, indention, first column position, and
intercolumn tolerances).

If the Key Type iz designated az a T able/Financial statement, the form is automatically checked
LIME-BY-LIME; otherwize, be sure to mark the entire business form as LIME-BY- LINE!

Gota Mark FIRST/MEXT form area Go to kark LINE-BY-LIME

For example, click on the Goto Mark FIRST/NEXT form area button and the following
appears:

Keybuilder — Business Form
Marking Options:

Eepdvmbiin - Himisariy Fasw b Qe

Eey Topm | Kamiscigl

Apcoming Tupe: | Wiinein micond

Select theMark FIRST or NEXT e ) ik
form ar% Optlon. ﬁ'i.’hll\.HFIET or NEXT doem Areed Lk FIFST or HE=T fa i s

1. Lot ki e e ook e
b choes oy i Etan g
Inp othe ame o bs marked

™ Wark MORFCSOLLRAMAR Enes ol form ares ™ Lismesk

WUST EELECT SND MSEE ALLFORM ARCAT

Click on Mark button.

2, While hol ding ek moa e baodon
BT TRCRAR DA O bt i
Mighuctiong O Hhe e b i ekl

After you have marked al of the First
and/or Next form areas, strike ESC to

go to the next dialog:

Lkgaar ik 0o b rosaih e s v i enar 2 form
mren hos mokipen iumber of colmns ancior wericsl
el iy oGt o bl e L S e e O i e
HMOTE: Mark ol coniquous krer sx @ angla meskng

S Llnmre Marsl: Eevhuidng-Haring Forme.

1. Pl besses ko se ko g e
e | bes rrearkesd s | fom sme

Nk othe LAk bR 1 ooavin e

Eutbaybuaider | B M iy Meskirg Finabed | [

Keybuilder — Specific
Columnar Settings: aptans

* BelNTERCOLIMNmiprancasl [ e 0
™ Samm o= Koy ¥ Difemm hen Key

Arceateble vaneon iom Key I_u-il 1 ITﬂ

Erybuiden - 5peclic Calimaa Selbng:

Y ou will have the opportunity
to set intercolumn tolerances
that permit variance from the
key the set number of spaces

.o B FIRST COLLMNInlamance: [TART
indicated here.

™ Motokmshce = Talerero dllowed: | BHY il

~Nohce
Sat githerar both of fhe=3 bam3 [Aocepinbis vanaioninm ke o aliowior a minus ForpleEin
W Elian from T3 Fesde 18l eatinga. Allintercoblen sfacing must parni the SO0ME waralion Trom
#ma Fierd

The first column tolerance
permits the starting of the first
column (or left edge of the
form) to beset a + or --
number of spacesin variation
from the key.

Be sureto Mark NONCOLUMNAR lines of form area. When you have completed the
marking in the Keybuilder — Business Form Marking Options dialog, click on the Marking
Finished button which will return you to the Keybuilder — Options and Instructions dialog.

Exk hiswtniider

——
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At this point, you have the opportunity to mark the business form for line-by-line checking if
you have not already done so. After completion of marking the business form, select the Save
key option and click on the OK button. Y ou will again have the Keybuilder — Business
Form in Key dialog appear. Thistime you should click on the Continue button to complete
the saving of this key.

Variable Vertical Spacing:

When saving a production job key, you will be provided with the opportunity to provide
variable vertical spacing (the number of blank lines allowed between elementsin the key). |If
there are any such places between paragraphs or other elements where you would permit a
variation in the number of blank lines, select the YES button. For example in aletter, you may
allow from 2 to 5 blank lines in the space where the signer places his or her signature. Also, if
you have a multi-page document and a paragraph or other element ends at the bottom of one
page in the key and a new paragraph or the next element begins at the top of the next pagein
the key, you will need to select the Y ES button and provide information about how many blank
lines you will alow if the last line of the first paragraph/element and the first line of the next
paragraph/element happen to end up in the student's document on the same page (this can
happen if the student's margin settings are not the same as the margins settingsin the key!) The
number of blanks lines may be only 1, but the format error-checker need to know!

K Wb[_“ |der — VariableVertical Keybuilder -- ¥ariable Vertical Spacing
SpaCi ng: Yanable Yertical Spacing

If the number of blank lines between any two paragraphs [or other elements] may vary
CI|Ck on the NO button to §(| p the Lrgtr?oﬁ.ne student ko another, you should select YES for this Varniable Yertical Spacing
Va.r | abl e Va“ca] %ad ng Option. If thiz option iz zelected. vou will be queried between each paragraph as to whether

variable vertical spacing is to be uzed and the limits of the ariation.

Click on the Y ES button to select the
Variable Vertical Spacing option for
this exercise.. Yes

DOYOU WANT TO SET WARIABLE VERTICAL SPACING?

The software will search through the key document and locate every hard return which provides
the place where a decision on the number of blank lines will be made. The following dialog

Epyblda -- Failation Eabwees Farapaphs

Keybuilder — Variation
Between Paragraphs:

Wariathan Belween Paiagraphs

Daceonr wank bor alloms wastiory in The nimben of blank linas betmzen thase Ima porageaphedelemants ¥

Enclu'palanaph febersant 1 & oh Paaﬂ Line 31

Thisdiadog appears each time O ame o Aned L BT WA BE PLACED HETWEEM PARAGRAPHE EEENENTET
for your decision. i su.lLP::ﬂ.::ﬁf::uﬁ_ ED

[ A runber of Blark ines scospdsbls

Evt Eepbusder | Coancel Smee | Follom Fimp Spacing | Fiexoid Vasiation n Kep I

Whenever this dialog box appears, you make the decision whether to alow a variable number
of blank lines between the two paragraphs/elements. If the decisonis NO variation to be
allowed, click on the Follow Key Spacing button. The software will continue it search for the
next logical location for a decision.
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If your decision to to alow a variable number of blank lines between the two
paragraphs/elements, select either Any number of blank lines acceptable or A limited range
required. If you select the first option, after checking the box, click on the Record Variation
in Key button. However, if you select the second option, after checking the box, indicate what
the two parameters will be (from x to y number of lines allowed); then click on the Record
Variation in Key button.

If the software finds a paragraph or element that ends at the bottom of a page and the next
paragraph or element begins at the top of the next page, you will see the following dialog box

Keybuilder — Blank Lines Between Paragraphs:

A decision on the number of blank linesisrequired. Theformat error-checker must know
how many lines will be permitted if both elements are found on the same page. Y our options
areto select ANY or a

number between 1 and 9. For SRS IR s

normal line spacing between ik e ebuton otk
paragrapns e deraut of L S R R e e
ine shou accepted.
. Erd ol hoel R} F 1. Ln= i
When ready, click on Record B e N BT e
. l-:---HI:I'A' &N T BLANE LIMES Mol EE PLACED EETWEEN PARSGRAFPHEELENWEMTEY -1
n Key button Shark ofparagrach 2 | This e he dlat of tee s eooid pamacacld

Slui ol peregsghe'ssrant 2on Pagp 1, LmE
Huws reanp bk s [0 Sicr &7 |1—j

Esit Kaybadldal Careal Sava

When all decisions have been
made, the software will take
you directly to the Save Key
dialog box. Unless you must
change the filename or the storage location (path), all you need to is click on the Save button
and both the Key file and the Master file will be saved.

Saving other Recording Types of Key filesand Master files:

We recommend that you save all three types of Key and Master files at the sametime. This
procedures will save significant time in the preparation of EXAM-Writeto record keys and
Don't writeto record keys. Thereason for having a REGUL AR key and an EXAM-Write
to record key prepared is that the student record keeps track of al activitiesin two different
location in the student record; one location is for regular production work and the other
location is for examinations. The third Recording Type (Don't writeto record) isfor an
activity that you do not want the results recorded in the student record.

RECOMMENDATION: In order to maintain control over which error-checking keys are
available to the students on any given day, you may want to save each Recording Typein a
separate subdirectory/folder. To give you areminder to change the path at the Save Key dialog
box, areminder message is displayed if you click on the Save Key Different Path button.

For example, you may want to create the following subdirectories/folders:

C:\Program FilessM ECPlus2006Setup\keys EX\
C:\Program FilessM ECPlusSetup\keys NO\
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After each Recording Type of key

and master is saved, the following diadlog
box appears to give you and opportunity Remember: If necessary, change the path to the new subdirector/folder!
to save the same key as a different
Recording Type with a minimum of
effort:

Keybunder — Key Keybuilder -- Key Saving Options Ed
Saving Options:

Do wou want to sawe another key as a different

Fecording Type?

[f vES', check the Recording Type:

£ EaneiE e e re e ey

& Save an "Exab—Write to recard" key

" Sawe a "Don'twrite to record” key

Y ou will receive
this reminder if
you click on the

SaveKey Make a New Key Save Key Different Path

Different Path

button. Exit Keybuilder Save Key Default Path
Edit text:

Use this option to edit the text of a document. It is recommended that the key document text be
edited so that no line ends with a non-required hyphen (this will allow students to hyphenate
words at the end of aline without an error being generated.)

Mark VARIABLE text:

Use this option to designate text that may change from student to student but yet should be
marked correct. Such variable items include date, reference initials, year, and personal
names. The directions for marking variable text appear in the Keybuilder -- Optionsand
Insgtructions didlog and in the Keybuilder -- Bracket commands dialog.

The following types of variable text are available, and are shown with an example:
[date] A full legal date must appear at this location
ORIGINAL TEXT: "...on March 25, 1995 you..."
MARKED TEXT: "...on [dat€] you..."
[shortdate] A date without ayear must appear at this location.

ORIGINAL TEXT: "...on March 25 you .."
MARKED TEXT: "...on [shortdate] you..."
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[anydate]

[pnum”x]

[ref]

A date dlowed by either [date] or [shortdate] will be acceptable at this

location (i.e. a date with or without a year.)
ORIGINAL TEXT: "...on March25you ..."
MARKED TEXT: "...on[anydat€] you..."

A page number appears here. Roman or Arabic numerals may be used.
The x is replaced by the page number of the first page of the document
(most often 1.)

ORIGINAL TEXT: "Thisis page 3 of this..."

MARKED TEXT: "Thisispage [pnun*1} of..."

Reference initials must appear at this location.

(i.e. SEW, SEW:rss, PM/rs, €etc.)
ORIGINAL TEXT: "SEW:rss"
MARKED TEXT: "[ref]"

[variable®m”n] Variable text consisting of a minimum of m words and a maximum of n

[d*m~n]

[year]

words must appear here. The text the student types at this location is
limited to a maximum of 20 words or 80 characters, whichever comes
first, and a punctuation mark counts as a separate word. If a student was
to type their own name as part of the signature block, an appropriate
variable marking would be [variable®2"7]. The minimum number
ofwords was set at 2 so that they must include both afirst and last name,
and the maximum number of wordswas set at 7 just in case John M.
Brown, Jr. isin the class (four actual words in John's name and three
punctuation marks.)

CAUTION: DO NOT use two adjacent [ variable™™n] markingsin
either vertical or horizontal placement. If you want a student to type
their own address as the return address, an appropriate variable
marking would be [variable*4"20]. The minimum number of words was
set at 4 so that the student must include at least a street name, city,
state, and zip; and the maximum number of words was set at 20 to allow
the maximum number of words possible. A single variable marking is
used even through the street address and the city, state, and zip will be
on separate lines.

ORIGINAL TEXT: "...nameis John M. Brown, Jr."
MARKED TEXT: "...nameis [variable2"7]"

Variable text consisting of a minimum of m digits and a maximum of n
digits must appear at thislocation.

ORIGINAL TEXT: "...I will be 17 yearsold..."

MARKED TEXT: "...I will be [d"1"3] years..."

A 4-digit number beginning with 19 or 20 must appear a
this location.

ORIGINAL TEXT: "...I will retirein 2018."

MARKED TEXT: "...I will retirein [year]."
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[I"m~n] Variable text consisting of a minimum of m alphabetic characters and a
maximum of n alphabetic characters must appear at this location.
ORIGINAL TEXT: "My first nameis Royce."
MARKED TEXT: "My first nameis[I*1720]."

Create/Edit Sample HEADER:

This option will allow the creation or editing of a sample header that will appear on the second
and all subsequent pages. The header may be on one, two, or three lines. Y our may select
from four options.

Keypbuilder -- Sample Header

wau”der —_ San‘]p|e Header: KeyType:lEtter ' Recording Type: | Don'twrite o record |

Selectthe type of header wanted

% One-line spread header:
" MultiHine header
" Only the page number placed at center of line

Be sureto read the Instructions " Only the page nurber atthe right margin
section of thisdialog box for each | | . iane
type of header selected.

MultiHine and singledline spread headers must begin atthe left margin.

A single-line header with anly a page number MUST contain ONLY the

Select the One-l ine Spread [enum”x] bracket command and be positionad atthe center or atthe right
header and click on OK. margin.

NOTE:
One of the following Enter ALL STUDENT DOCUMENTS MUST HAVE THE HEADER TYPED

BETWEEMN LINES 1-5 ON PAGE 2 AND ALL SUBSEQUENT PAGES.

sample header dialog boxes

appears for the single-line spread Exit Keyhuilder Cancel Header Function | oK |
header:

This dialog box will appear . e

Fiecaorcing Thps: | Dlontwie o recond

for the Production Key e
Types of Manuscripts, Leftmargin Camrier peint Fight mergin
Outlin&s, and Tables: Lire ||I'-11IT-.151'~:¢V--|:¢|-: !“_ [ !pn.;f.';'
Evanplas [menuscnphe, oulnes, teble
[Tt of iocurent | I [ptrni™1]

FEMEMEBEF! Aumy hiesddar hat has bean hipad inhiewop ass of any
pege must he emoved berore finabzing His ke

Evibestuiter | CorcelFircion | DhengaHesseiTie | Crermecstiienter | [ o6 ]

Enter sample header
Th|S dla|Og bOX Wl” appeal‘ Key Type: | Lettar Fecording Type: | Dan'twrite to recard
for the Pr Oduct|0n K ey One-line epread header
Types Of L ette- S and :.(eﬁ_margin ‘C(eﬂarpmm Right mﬂg}inl
M emos. Line 1|Ms. Juanita Q. Doe [pnum™1] ] [clate]

Examples (letters, memos)
|Ms Juanita Q. Brown |[pnum”1] | [date]

REMEMBER! Any header thathas been typed in the top area of any
page must be removed before finalizing this key!

Exit Kewbuilcer | Cancel Function Change Header Type Clear/Reset Header | QK I
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This dialog box will
appear for the
Production Key Type
of Legal:

Enlai #ample hiades

oy Thpe L:gul. dooament Recordng Typs: Can'writa 1o recard

One-ine spreand headar
Leftimangin Cantarpoin Fiighl mang i
|t |<— —2|
Lin=1| |

[HOTE: Leqgal documank pEneralk: heva iohere!

REMEMBER Aot hieacksr ihathas biesan wped in e iop orea of anmy
poge musthe emoved befiore inakzing his ke

E'nu'lKu'yb-..ildurl Cancal Funcion ] Chenge Headar Typs | - CleagPessi Headet | | ak I

Enter the three elements of asingle-line spread header:

1. At the left margin usualy a name or document title.
2. At the center point, the page number.
3. At theright margin, the date.

For this exercise, click on the Change Header Type button and select M ulti-line header and

click on the OK button..

One of the following Enter sample header dialog boxes will appear for the multi-line header:

T —— ——

This dialog box will
appear for the
Production Key Types
of Manuscripts,
Outlines, and Tables:

This dialog box will
appear for the
Production Key Types
of Lettersand Memos:

o Type Chrdine Reconding Tepe:| Don'twiila 1o racord
~MukHing hesder
Lan resgin
[4— Exampkas [ranuscnps, pullngs, lablasl
L= 1] Triia of Diocurnant Tile ol Document
Lina 2|F=ga [pnum™1] Fage [prm 1]
Lina 3| Ulsuedhy blmnk]

REWEMBER! Any header that has beentypad in e iop aaa of amy
e st b remoed bedane dnakzng Fis keyl

Ext Faantunlciar | Cancal Furction Change Headar Type | CleayFas e Header | ak I

ke Tope | Lette Facording Type: Diont wita 1 tecard
Kudtriing Faeder
Lt mengin
Fdi Ewamples fakars, mamas):
Linm H{Ms. Jusnites 3. Doa m. hamnibs Ol Brown
Lina 2|Fee [pnim”1] & [pnum”1]
Ling 3[daie] clnte]

FEMEMBER! Ay hig ook i 1as Bean poed nihe 0poen of iy
page musl e moved DeforE firalizig Tis ke

EcilKnybuId:rJ CmmlFurﬂ:im] Chenge Headar Typa ﬂuﬂ.r.'ﬁ.ﬂs:l.l'hud:fj o, |
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This dialog box will e |

appear for the Key Type | Lagaldocimant B e TR AT
Production Key Type  Mukil= hessar
of Legal: Lot masgh

Lira 1

Lira 2

Lirm 3

[MOTE: Lagel dacumerts gansrelby haus foatersd

AEMEMBER! Anyhasderte has bean hped #the np anas of amy
paga nusl be mnoved befan finalizing ths keyl

E1&1Knyhu|HErJ Cancel Funchan I Cherge Headsr Type I CbmﬁusuleﬂerJ Dk I

Enter the three elements of a multi-line spread header:
1. At theleft margin on thefirst line, a name or document title.

2. At theleft margin on the second line, the page number.
3. At theleft margin on the third line, the date.

For this exercise, click on the Change Header Type button and select Only the page
number placed at center of line and click on the OK' button..

Entes sample heades

Ky Twper Lethar Fiezording Type | Dontwiile lo recond

Sirgleding header—canterad page number onky
Carkar palnt
[ Fiha fret cane of thie

|[|:|nm1’1] i'{— tacumark is nat paga 1.

change e numbar.

FEMEMBER! Ary he sdar that has been typad in the op smas of amye
pam2 gt be remaad befor ||I'|B]LE|I'I|; thig w

For this exercise, click on the Change Header Type button and select Only the page
number at the right margin and click on the OK button..

End i-ample Beade

Hese Tomae: | Lt Plecording Type: | Dantwite i econ
Sindeding hasclar-ighi mar gin pags nimbsar ank
== l1ha firsi page alths

[pnum'1]ﬂl‘— dacurmentis not pege 1.
= changs the number.

FEMEREER] Arey hoader thal haa baan hpad riba bop ances of sme
pEga must he ramowed befora finalirng this lend

Exi r.q..n..lunr] Cﬂnmlan:{nn] Cmrqnl—hn:lnrr:.-pn] l:ﬂnarl-Fhﬂannadnr] B

NOTE: Legal documents generally do not have headers; they usually
have footers.
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NOTE: Once the sample header has been created, the actual headers must be removed from
the key source document. Removal of the actual headers from the key allows the student's
pagesto break at alocation different from the page break in the key without generating an
error.

Create/Edit Sample FOOTER:

This option will alow the create or editing of a sample footer that will appear on the bottom of
all pages. Please review the information in Create/Edit Sampel HEADER for more
information. The procedures and similar; only the actual dialog boxes will refer to "footer"
instead of "header."

Mark text of MULTIPLE SPACING check:

Use this option to designate text that may have a variable number of spaces between words,
such as atable or financial statement. Thisfeature is automatically set for keys designated as
TABLE/FINANCIAL STATEMENT; you will only need to mark text for a multiple spacing
check in other types of keys, such asletters, memos, and manuscripts, that include tabular
material in the document. CAUTION: marking text for multiple spacing check should be
done after all editing of the document is complete (creation of sample headers and footers,
removing the actual headers and footers, marking text for variable checking, etc.) If the key
is edited in any way after the document is marked for multiple spacing checking, it will be
necessary to recheck the markings.

To mark text for multiple spacing checking:

1. Left click mouse and hold mouse button down on the starting line of the areato be
marked. (You may be at any column on that line.)

2. While holding left mouse button down, move cursor to the last line of the areato be
marked. (You may be at any column on that line.)

3. Release left mouse button and the area will be marked for multiple spacing.

If there are additional blocks of text that should be checked using multiple spacing
checking, they may be marked by repeating the above steps. To Unmark any block of text,
click on the Unmark radio button and follow the directions on the screen.

NOTE: Mark the largest contiguous block of text that is applicable rather than mark
smaller adjacent blocks of text independently.

Mark text for LINE-BY-LINE check:

Use this option to designate text that should be checked line-by-line. Examples that should be
checked line-by-line are: dateline, insgde address, salutation, closing, referenceinitials, and
closing notations of aletter; headings, subheadings, and tables in manuscripts and legal
documents; etc. In genera, any text that should not be wordwrapped differently that it appears
in the key.

NOTE: Mark the largest contiguous block of text possible. For example, in a letter the

dateline, address, and salutation would all be marked as one block rather than three
separate blocks. (The blank lines between the e ements are included in the marking.
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CAUTION: Marking text for line-by-line checking should be done after all editing of the
document is complete (creation of sample headers and footers, removing the actual
headers and footers, marking text for variable checking, etc.) If thekey isedited in any
way after the document is marked for line-by-line checking, it will be necessary to recheck
the markings.

To mark text for line-by-line checking:

1. Left click mouse and hold mouse button down on the starting line of the areato be
marked. (You may be at any column on that line.)

2. While holding left mouse button down, move cursor to the last line of the areato be
marked. (You may be at any column on that line.)

3. Release left mouse button and the area will be marked for line-by-line checking.

If there are additional blocks of text that should be checked using line-by-line checking, they
may be marked by repeating the above steps. To Unmark any block of text, click on the
Unmark radio button and follow the directions on the screen.

Mark text for HORIZONTAL CENTERING:

Use this option to desisgnate text line(s) that should be checked for horizontal centering
between the margins.

NOTE: Mark the largest contiguous block of text possible. For example, in a multiple
line centered heading, all of the lines should be marked as one block rather than each line
separately. (The blank lines between the centered lines are included in the marking.)

CAUTION: Marking text lines for horizontal centering should be done after all
editing of the document is compl ete (creation of sample headers and footers, removing
the actual headers and footers, marking text for variable checking, etc.) If thekeyis
edited in any way after the document is marked for horizontal centering, it will be
necessary to recheck the markings.

To mark text lines for horizontal centering:

1. Left click mouse and hold mouse button down on the starting line of the areato be
marked. (You may be at any column on that line.)

2. While holding left mouse button down, move cursor to the last line of the areato be
marked. (You may be at any column on that line.)

3. Release left mouse button and the area will be marked for horizontal centering.

If there are additional blocks of text that should be checked for horizontal centering, they may be
marked by repeating the above steps. To Unmark any block of text, click on the Unmark radio
button and follow the directions on the screen.

IMPORTANT: Do not use this marking feature to mark centered headingsin
tabled/financial statements; use the Mark text for COLUMN/TABLE AREAS.
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Mark text for COLUMN/TABLE AREAS:

Use this option to mark all areas of thetable. These markings allow the format checker to
know where specific table areas begin and end.

Keybuilder -- Table Marking Options

Key Type: ! Letter

Recording Type: | Witite to record

~Options - FProcedures

Mark EMNTIRE tabl
" Unmark = it

1. Left click mouse and hald mouse
buttan down on the starding
line of the areato be marked.

 Mark all CENTERED headings © Unmark
 Mark NON-COLUMMNAR lines € Unmark

 Mark ONLY COLUMN headings ¢ Unmark| | & ¥hile holding left mouse buttan
down, mowe cursorto lastline

%ect ea:h Of the  Mark ONLY BODY of takle  Unmark ofthe area being marked.

five Options inthe _Instructions 3. Release left mouse button and the

order pre%qta:I and se this option to mark the first to the last line e wlRematac Bs e SR REis
mark the fitct Click on the Mark button to continue.
appropriate part of

the table according

to each of the five

Options Ewxit Kevbuilder | Begin Mew Key arking Finished | Mark I

To mark text lines for each of the five Options::

1. Left click mouse and hold mouse button down on the starting line of the areato be
marked. (You may be at any column on that line.)

2. While holding left mouse button down, move cursor to the last line of the areato be
marked. (You may be at any column on that line.)

3. Release left mouse button and the area will be marked the respective option.

If there are additional blocks of text that should be marked, they may be marked by
repeating the above steps. To Unmark any block of text, click on the Unmark radio button
and follow the directions on the screen.

Keghiilden — Spocilic Calimes 5olling

After Mark ENTIRE table Dydiane:
has been completed, the & BolNTERCCLLMH ok ances] | -2 fo

: H " Semeackay ¥ [Caflorant hen Koy
following K eybuilder — st e oKy 22 0 77 2
Specific Columnar Settings R E AT i THETEABEES,
appears to give yOU the ¥ Maleedsmused T Cpenlesders [ Clossd lesdes T Eiher op=n or closed
opportunity to designate the T
intercolumn S)aﬂ ng I" Mamlaeaca  F Tokmnca sllowd: I?EI
tolerances allowed (if any) =

[=-]

betW%’] COIUmnS, %t Whetha' St wiher orboih of the s e ms [Aocephsblswanel on from Kesd o sllowior aminas & orplie (4]

i i n T thia Kyt bl aatingsc &0 imarcokemn § pecing mist pam i he SAWE waristion fram

leaders (and type of leaders) the Kyl
areto beused in atable, and

the tolerance for the starting Btk tiler
point for the first column of
the table.
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1. Set INTERCOLUMN tolerances: If you check this box, you will be permitted to
set atolerance from minus 0-9 spaces to a plus 0-9 spaces from the intercolumn
spacing set in the key document or you may set ANY to allow for any number.
REMEMBER: The format checker requires a minimum of 3
spaces between columns.

2. Set LEADER status: If leaders are included in the key document, you must
designate that leaders will be used. Y ou will aso be given the opportunity to
designate the type of leaders used: OPEN, CLOSED, or EITHER.

3. Set FIRST COLUMN tolerance: If you check this box, you will be permitted to
set atolerance from 1-9 spaces (plus or minus) from the starting point of the first
column in the key document or you may set ANY to allow for any starting point.
(You may be at any position on that first line.)

Mark all CENTERED headings:
Use this option to mark all horizontally centered headings in the table.
To mark lines to be centered horizontally over the table:

1. Left click mouse and hold mouse button down on the starting line of the areato be
marked. (You may be at any column on that line.)

2. While holding left mouse button down, move cursor to the last line of the areato be
marked. (You may be at any column on that line.)

3. Release left mouse button and the area will be marked for centered headings..

If there are additional blocks of text that should be checked for centered headings, they may
be marked by repesating the above steps. To Unmark any block of text, click on the
Unmark radio button and follow the directions on the screen.

Mark NON-COLUMNAR lines (includes Braced Heading Lines):

Use this option to mark all non-columnar and braced heading linesin the table. Any line that
should not be checked as a columnar line (for example, headings within the body of the table--
like the headingsin a balance sheet: ASSETS, LIABILITIES, CAPITAL.

NOTE: If braced headings or non-columnar lines are marked within the table, DO NOT
set any tolerances. |If you have already set column or intercolumn tolerances, you should go
back to 1) Mark ENTIRE table and uncheck the boxes for tolerances. CAUTION: Mark
any braced heading/non-columnar/horizontal ruling linesin a column heading area
and/or body area before marking the column heading area and/or body area.

Mark ONLY COLUMN headings:

Use this option to mark the column heading area of the table. The format checker uses this
marking to determine if the tabs have been set properly.
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To mark the column heading area of the table:

1. Left click mouse and hold mouse button down on the starting line of the areato be

marked. (Y ou may be at any column on that line.)

2. While holding left mouse button down, move cursor to the last line of the areato be

marked. (Y ou may be at any column on that line.)

3. Release left mouse button and the area will be marked for column headings.

If there are additional blocks of text that should be checked for column headings, they may
be marked by repeating the above steps. To Unmark any block of text, click on the

Unmark radio button and follow the directions on the screen.
Mark ONLY BODY of table

Use this option to mark the body area of the table. The format checker
determine if the columns are starting at the proper place.

To mark the body of the table:

uses this marking to

1. Left click mouse and hold mouse button down on the starting line of the areato be

marked. (Y ou may be at any column on that line.)

2. While holding left mouse button down, move cursor to the last line of the areato be

marked. (Y ou may be at any column on that line.)

3. Release left mouse button and the area will be marked for the body of the table.

If there are additional blocks of text that should be checked for body of table, they may be

marked by repesating the above steps. To Unmark any block of text
radio button and follow the directions on the screen.

Mark text for BUSINESS FORM AREAS:

, click on the Unmark

Use this option to mark all areas of the business form. These markings alow the format

checker to know where specific business form areas begin and end.

K Tl | Ledar

Recording Typar | Wrie oomcomd
(iphions
1% ik FRET of MEAT im ereal  LJmnk
™ WAk MOR-COLRRAR Inas of fomm srea © Unmak
MUET EELECT &MD MARE ALL FORMARESS

nriuchons

Lieahig 0 pior 0 mark esch diierent m aee. Akm
= gnhas = ciferentnumber of column e andsor variicel
aligniren of columng fan anctharaime ol hisbem
MEITE: Wk sl pontiguiou s Ines s o single msking

Foa Uanrs Manusl: Eayhiuldng ki Foms

Frocecunes

FIRST or HEXT ko i rss

1. Lat dick mouse and hold maikse
bt dios on the staming
ire ofthe area o e merked

2 Wil b ol it Berkt i Cad Bl BirRon
dowm, s umor o bsstine
gl e prees being marsked

3 Felegse bt mouss buton ad e
aremwll e medosd s e om anes

Cllck e kark buknn i cominue

Exi Kaybuildar Hioin hies Kine

Ferbirsg Firishiand | [ =
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Special Information for Marking Business Forms

Business formsthat are checked line-by-line (exceptions include the memo form and any
business form that allows INSERT mode/wor dwr ap features) usually are setup in
columnar form (examples include invoices and purchase orders). Usually the top part of a
form (invoices, purchase orders, etc) may be recognized as being setup in columnar form;
therefore, the top part of the form should be marked as a separate form area.

1. Set INTERCOLUMN tolerances: If you check this box, you will be permitted to set a
tolerance from minus 0-9 spaces to a plus 0-9 spaces from the intercolumn spacing set in
the key document or you may set ANY to alow for any number. REMEMBER: The
format checker requires a minimum of 3 spaces between columns.

2. Set FIRST COLUMN tolerance: If you check this box, you will be permitted to set a

tolerance from 1-9 spaces (plus or minus) from the starting point of the first columnin
the key document or you may set ANY to alow for any starting point.

Example of an Invoice form areas:*

INVOICE

< Cel 1 > <-=—= Col 2 —--->
Date < This is the top
Inveice KNo. < Form Area wilh
Cust. Order No. < 2 cclumns.
hipping Via < MARK AS A SEPARATE
< FORM AREL!
Quantity Description Unit Price Tetal
<=Col 1->|< Col 2 > <== Col 3 =>|<= Cecl 4 =>

This is the bottcm
Form Area with

4 columns.

MARK ES A SEPARATE
FORM AREA!

ANNNNAA

*|f specific tab positions for each column in the form are not required, the key
should have sufficient tolerances set for margin tolerance and I ntercolumn
tolerances and First column tolerance.

To mark the entire table or each form area:

1. Left click mouse and hold mouse button down on the starting line of the areato be
marked. (You may be at any column on that line.)

2. While holding left mouse button down, move cursor to the last line of the areato be
marked. (You may be at any column on that line.)

3. Release left mouse button and the area will be marked for the entire table or form area
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If there are additional blocks of text that should be checked for the entire table or form area,
they may be marked by repeating the above steps. To Unmark any block of text, click on
the Unmark radio button and follow the directions on the screen.

After Mark FIRST or

NEXT form area has been
completed, the following
Keybuilder — Specific
Columnar Settings appears
to give you the opportunity to
designate the intercolumn
spacing tolerances alowed (if
any) between columns and the
tolerance for the starting point
for the first column of the
form.

Ciptinne

7 EetINTERCTLL MM krancen] [ 2t 41
I SemnaasKay F Diflerant hien Kay
Accemishls vanation fom Key [ 2 EI t Fﬂ

© S FRET DOUIMY inlorance: [ o5
I Mamlesnce ¥ Tolemnce sllowed: | +-1 i'

hoiloe

St mither orboth ofthe s deme [Socepisbboanalon from Ked 1o silowfor amenae Clorphe (4]
b s R e b v e A SO Lo e ) L EE 1 1R 1R ELAVE e atinin i

the Freyd
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KEY BUILDING PROCEDURE

The following list of steps provide a guide for creating and verifying keys.

1

10.

Obtain a source document--preferably a M1 CRO-Error Checker Plus 2006 or version 8
document . (Use astudent's document or type the document yourself.)

Make certain that a copy of this source document has been saved on the storage disk. (It
will be necessary to reload the document later when you are in the Key builder program.)

Accessthe Key builder program from the Teacher menu and load the source document.
(Remember the Teacher menu is accessed first entering your password and then select the
Teacher menu again and choose Key builder.

Do appropriate editing, marking, etc. of the source document.

Savethe KEY. The path for saving the key is defaulted to the path enter in the classfile
when it was crested. NOTE: If you change the path in the Save Key dialog box, the saved
key will not be available to the program since it will be looking for the key at the default
location specified by the classfile.

Exit the Key builder (you will be back to the Menu bar area of MICRO-Error Checker
Plus 2006..

Select File menu and choose L oad document and load the source document from which you
created the last key (you do not need to print the document at this point).

Press ESC and when the Document data dialog appears, click on Check document for
errorsbutton. When the Open KEY File dialog box appears, select the name of the last
key you created (this should be the key for the document you just loaded). There should be
no errors since the key was made from the source document. |If errors occur, you need to
correct the key; re-enter the Key builder and make the necessary corrections (see step 3
above).

Select Return to current job and click on the Continue button. Edit the current job and
make several errors and changesin all variable areas (if applicable).

Press ESC and when the Document data dialog appears, click on Check document for

errorsbutton. When the Open KEY File didlog box appears, select the name of the last key
you created (this should be the key for the document you just loaded). There should be no
errors since the key was made from the source document. If errors occur, you need to correct
the key; re-enter the Key builder and make the necessary corrections (see step 3 above).

11.

Verify that the errors have been identified properly. (If the KEY isnot correct, re-enter

the Key builder and correct the key.)
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SAMPLE KEYS

Onthe MICRO-ErrorChecker Plus 2006 program disk set are 4 sample keys:

1. Timed Writing (filename: TW1)

2. Paragraph Drill (filename: PARDR1)
3. Line Drill (filename: LINEDR1)

4. Letter (filename: LETTER1)

The text for these exercises follows:
TIMED WRITING (TW1):
Directions. Typeal' and 3' timing

Thisis a sample timed writing that you may practice on to test the error-checking
capabilities of Micro-ErrorChecker Software. This timed writing is a short three

paragraphs long.

Asyou test the error-checking of this timed writing you may want to deliberately
make severa errorsto ensure that the error checker will catch the errors properly.

Remember, atimed writing must be typed in sequence beginning with the first line
of thefirst paragraph. If you finish the timed writing before the time period is complete,
repeat the material starting with the first paragraph.

PARAGRAPH DRILL (PARDR1):
Directions. Type each paragraph for 1'; type both paragraphs for 2'
Remember, a paragraph drill may contain one or more paragraphs. Each
paragraph may be typed independent of the other paragraphsin the drill.
If you desire to type this second paragraph as a three-minute timing you may do so.
Y ou may also type the paragraphs in any sequence you desire.

LINE DRILL (LINEDRZY):

Directions: 1. Type each linetwice; DS between lines
2. Typelines1 and 3 twice; DS type lines 2 and 4 once

The typing screen will display a document currently in memory.
Thedrill line must be a single line that ends in punctuation.
Drill lines are error checked aline at atime from the start.

A paragraph drill may consist of one or more short paragraphs.
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LETTER (LETTERY):

Directions. Type the following letter as a modified block letter with paragraphs indented;
use mixed punctuation.

Formatting directions:
Margins should be set at 10 and 75.
Paragraphs should be indented 5 spaces.
Key current date on Line 16.

[use current date] | Ms. Jane R. Sullivan | 3945 East Thunder Ridge Court | Cedar Falls,
|A 50613 | Dear Ms. Sullivan: |

Thank you for your recent inquiry about our new product line. We are sending you
our most recent catalog published [use the last day of the previous month--for example
March 31, 1995].

If you place an order by December 31, [use current year], you will receive a 20
percent discount [underline the words 20 percent discount’] in addition to the free
promotiona gift mentioned in the catalog.

To rush your order, call our toll-free number 1-800-555-3345. [Type the phone
number in bold.] Operators are standing by 24 hours a day to take your order.

Sincerely, | [Use your name here] | Vice President of Marketing | [referenceinitials]
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General Overview:

Student Record Keeping

Your MICRO-ErrorChecker Plus 2006 package comes with a built-in database to track the progress
of classes of students. This data base consists of three types of files: classrall files, student data
files, and backup files. These files are created through the MICRO-Error Checker Plus 2006
Edit/Create Class. Using the database manager, you can manipulate the information stored in
these three types of files.

Here is an explanation of what is stored in each of the three file types:

Class Roll Files:

Student Data Files:

Backup Files:

Class Roll Filesare used to store lists of student names currently enrolled in,
deleted from, and transferred from a particular class. These files, found in the
records path, are named classrec.<ext>. "<ext>" isathree digit representation
of the class code. For example, the classroll file for class 1 is named
classrec.001.

Student Data Files record the results (words/minute, total words etc.) of a
particular student's Timed Writings, Line Drills, Paragraph Drills, Productions
and Exams. Score results are added to student data files when a student error-
checks higher document. The name of a particular student's data fileis
determined by combining the first four letters of higher last name, the first three
letters of higher first name, and one more letter determined by the software.

The three digit file extension is again determined by the class code. For
example, the student data file for Paul G. Mayfield enrolled in class 1 would be
named "mayfpaui.001". These files are kept in the records path.

Backup files are smply copies of Class Roll and Student Data files. They can
be used to restore information should it ever become lost. They use the same
name as the files they back up except that they use a different file extension.
This different file extension is determined by replacing the numeric digits of the
original file extension with corresponding letters. For example, the backup file
for "classrec.001" would be named "classrec.aab". The backup for
"mayfpaui.020" would be named "mayfpaui.aca’.

The MICRO-ErrorChecker Plus 2006 Database Manager and the Student Records Menu System
described in this chapter manipulate the information stored in the above files.
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Dhase Utility - MICRO-ErrorChecker

Class Roll File: Current Roll: ool select Class |

@ Add Student Student: Paul G. Mayfield Selectl Next | 4—— Main View
' Delete Student
 Edit Student Max Errors: 002 Min Time: 003:00 Ranking: NetWords

" Restore Student
" Reset Roll

Student Data File:

" Add Score 4—— Function Input iew
' Delete Score Enter Name: |

" Edit Score

" Reset Scores Add Name to Current Class Roll |

Other:

" Print { Display
" Merge | Transfer
" Backup ! Restore

Exit Data Base |

4— Mezsage View

g

Function Selection View

The MICRO-ErrorChecker Plus 2006 Database M anager

Y ou can manipulate any of the information in the class roll and student data files using the
database manager utility.

The Four Main Views:

The database manager is split into four views. An explanation of each view is described
below:

TheMain View

The purpose of this view isto inform you as to the current class roll and current
student being worked on. The maximum errors, minimum time, and score ranking
standards of the current class are aso displayed here. Pressing the Select Class
button in this view will change what appears in the Function Input View alowing you
to select different class on which to work. Likewise, pressing the Select button
changes what appears in the Function Input View allowing you to select a different
current student on which to work. Alternatively, you can change the current student
by pressing the Next button which sets the current student to the next student enrolled
in the current class alphabetically.
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The Four Main

Views of the Data Base Manager (continued):

The Function Sdect View

The purpose of this view isto select the kind of operation you wish to perform on the
database files. These kinds of operations are divided into three categories: operations
on the classroll file, operations on the student datafile, and other operations. By
clicking on the bullet to the left of each function name (with your mouse), you change
what appearsin the Function Input View. Then, filling out the information requested
in the Function Input View, you complete the operation and save any modifications to
the database files.

The Function Input View

The purpose of this view isto collect the information necessary to carry out any given
operation. For example, if you selected Add Student from the Function Selection
View, the Function Input View would show aform that would allow you to input the
new student name. It would also provide a button that you would press to commit the
name you entered to the current classroll file. Using the Function Selection View in
conjunction with the Function Input View allows you to completely manipulate the
database files.

The Message View

The purpose of this view isto communicate any information to you concerning the
operations you perform. For example, after successfully adding a student to the
current classroll, the message view displays a message confirming the success of the
addition. Had an error occurred when adding the student to the class rall file, you
would have been appropriately informed through the message view.

Now that you are familiar with the layout and purpose of the above views, you can teach yoursdlf to
use the database manager. Try clicking on some of the bullets and pressing some of the buttons.
Ten to fifteen minutes of experimentation will be worth the entire rest of this chapter.

Therest of this chapter describes how to use the fourteen different forms that appear in the Function

Input View.



The Fourteen Forms of the Function Input View:

Adding a Student: Clicking on the Add Student bullet in the Function Selection View causesthe
following form to appear in the Function Input View:

WEII:-:-:-u Utility - MICAD-ErrorChecken

Glass Rall File: Current Fuodl: i Belect Clags
EAdd Student Student; . Eon Warner Seleet| Mest
™ Delete Student
 Edit Student Max Errars: 002 Min Time: 003:00  Fonking: Met'Words

™ Aeslore Student
= Reset Aoll
Student Data File:
™ Add Seore

T Delete Score Enter Name: |
™ Edit Score
I~ Aeset Scores Add Name ta Current Cla== Rall |
Mher:

I~ Primt | Display

T Merge ] Transfer
™ Backup § Restore

Exit Data Base

If you click inside the box to the right of the Enter Name: prompt, you can enter ina
new student name. Pressing Add Name to Current Class Roll then saves this namein
the current classroll file. The current classroll is displayed inthe Main View. After
adding a student, be sure to read the message that will appear in the M essage View.
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Deleting a Student: Clicking on the Delete Student bullet in the Function Selection View causes
the following form to appear in the Function Input View:

E Dhase Ubkity - MICAD-ErreChecken

Class Roll File:

" Add Student

& Delete Student
" Edit Swudent

" Restore Student
= Resct Roll

Student Data File:
' Add Score
" Delete Score

= Edit Score
" Reset Scores

Other:

" Print | Display
" Merge | Tranafer
" Backup | Restore

Exit Dala Base

Current Roll: o Select Class
Sludent: Paul . Maytield delect| Mext

Max Errors: 002 Min Time: 003:00  Ranking: Met Words

Richard B. Blood
Paul G. Mayfield
A. Randy Quade
3, ElVon YWarner

Select Mame:

Lo

Tiie Saleed Naing i Ciss Mol

Sludent deleled from roll file;
Frances R. Andersen

All currently enrolled students will appear listed in the Select Name box. To deletea
student, scroll through this box until the name you want to delete appears and click on
the name with the mouse. Y ou will know that you selected the name because it will
appear highlighted in blue and the Main View will show the current sudent to be the
name you selected. At this point, smply press the Delete Selected Name from Class
Roll button. Again, make sure you monitor the M essage View to confirm your action.

If you now click on the Print/Display bullet in the Function Select View, and then
click on the Display Class Roll button in the Function Input View, and then press
the Deleted button in the Roll Display Window, you will see your deleted student

listed.
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Editing a Student Name: Clicking on the Edit Student bullet in the Function Selection View
causes the following form to appear in the Function Input View:

FH D bace Ukly - MICRD-EnmiChacker

Class Foll File:

T Add Stdent

7 Delete: Student
w Edit Stdent

" Restens Student
" Resel Foll
Sudent Data File:
™ Add Score

T Delete Score

~ Edit Soone

" Hesel Scores
Diher,

" Primd | Display

" Merge § Transher
T Backup [ Restore

Exit Data Aase

Current Aol oo Selert Class I
Student: Paul G. Maytield Select "E}II

bz Errors: 002 Min Time: 003:00  Ranking: MetWorde

Richard B. Bland
Paul 6. Mayfield
Genrge L. Nielsen =
R, Ranidy Gule x

Select Name,

Enfter Mew Mame! |Gtilﬂﬁ L. Nelsen| |

Change Selected Name 1o New Mame |

All currently enrolled students will appear listed in the Select Name box. To select a

student name to edit, scroll through this box until the name you want to edit appears
and click on the name with the mouse. Y ou will know that you selected the name
because it will appear highlighted in blue and the Main View will show the current
student to be the name you selected.

Next, click on the box to the right of the Enter New Name prompt box. Thiswill
alow you to enter the new spelling for the selected student.

When these two steps are completed, press the Change Selected Name to New Name
button to make the new spelling take effect in the classroll file.  Again, make sure you

monitor the M essage View to confirm your action.

After the change, the current student name (displayed in the Main View) will be the
newly edited student name that you entered.
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Restoring a Student: Clicking on the Restore Student bullet in the Function Selection View
causes the following form to appear in the Function Input View:

Dhase Utility - MICRO-ErrorChecker

Class Roll File:
i~ Add Student

Current Roll:

" Delete Student
i Edit Student

* Restore Student
" Reset Roll
Student Data File:
i~ Add Score

" Delete Score

i~ Edit Score

" Heset Scores
Other:

" Print { Display
" Merge | Transfer
" Backup / Restore

Exit Data Base |

otndent

Max Errors: 002  Min Time: 003:00 Ranking: NetWords

=] E3

ool Select Class |
Alice C. Keller Selectl Next |

Select Name:

Frances R. Andersen
Bewverly 5. Fredericks
Pamela D. Phillips

R. Randal Quade
Randy R. Quade

Testore Seiecied Student to Ciass Holl|

Student restored with previous data file:

Alice C. Keller

All currently deleted students will appear listed in the Select Name box. To select a
student name to restore, scroll through this box until the name you want to restore
appears and click on the name with the mouse. Y ou will know that you selected the
name because it will appear highlighted in blue and the Main View will show the
current student to be the name you selected.

To restore this name, press the Restore Selected Student to Class Roll button.
Again, make sure you monitor the M essage View to confirm your action.

If you now display the classroll (see "Displaying the Class Roll File") you will see
that the student you restored has been moved to the enrolled list.

*NOTE: Restoring a student is different from restoring his’her data file.
"Restoring a student” re-enrolls him/her in a classroll file fromwhich he/she has
presumably been deleted. "Restoring a student data file" replaces the information
in a student data file with the information contained in that data file's backup file.
For information on "Restoring a student data file", see "Backup options' in this
chapter.
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Resetting and/or Deleting the Class Roll File: Clicking on the Reset Roll bullet in the Function
Selection View causes the following form to appear in the Function Input View:

E“j'[lllﬂli‘.‘ Uikky - MICRO-ErrorChecke

Class Roll File:

T Add Student

™ Delete Student
" Edit Student

" Restore Student
& Resct Rolf

Shedent Data File:
 &dd Score
 Delete Score

T Edit Score

T Resel Scores
Other:

= Primt | Di=play

" Merge | Transfer
" HBackep [ Heslore

Exit Date Base I

Current Foll: o Select Class
Shident Alice C. Keller El:ll:ctl Mext
Max Errors: D07 Min Time: B03:00  Hanking:  Net Words

Use EXTREME care with these options!
They erase all class roll and backup information.

Rezet the Clazs Roll Delete the Class Foll |

As the prompt warns, these options are extremely dangerous as well as useful. Y ou
should only use them to clean up your diskswhen aterm ends. They erase all the
information in the class roll, student data, and backup files. Pressing Reset the Class
Roll deletes all student data and backup files and sets the class roll file to empty.
Pressing Delete the Class Roll deletes all student data files and backup files and
deletes the current classroll file aswell. Only the MICRO-Error Checker Plus 2006
Edit/Create Class can create anew classroll file.

Y ou should use Reset the Class Roll at the end of aterm if you want to "start fresh”
at the beginning of the next term. Using this option requires you to re-enter in all
student names into the reset classroll file (using the Add Student bullet). Thisis
what you want if enrollment changes from one term to another. If, however, you want
to reset all the student data filesin the current roll file without removing all names
from the current roll file, use the Reset Scores bullet in the Function Selection View.
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Adding a Scoreto a Student Data File: Clicking on the Add Score bullet in the Function
Selection View causes the following form to appear in the Function Input View:

wn-hns.n Litilitp - MICRD-EnoeCheckes
Class Roll File: Current Eoll mol Select Class
" Add Student Studont: Alice C. Keller Select| Mes

T Delete Student
™ Edit Student

™ Restore Student
™ Hes=et Aaoll
Studemnt Data File:
& fdd Score

™ Delete Score

T Edit Score

T RAeset Scores
(Hher

= Print | Display
™ Merge [ Transfer
™ Backup } Restore

Exil Data Base

Max Errors: 002 Min Time: 003:00  Ranking:  Met Words

Exercige Name! MEC
Words: Erors: [0 | Date: 06703798 il:‘-_:—l
Checks: (1 Edits: |l |Tim|=: 10:1% am _%lﬂil

Saved As!

GWhE Elapsed: 001:00 — :{
owM 50 | wwm: 50 | coreetion: On ﬂ
Zenie s Timed Writing Change Type ] fuld Score as Shml

The Exercise Name, Saved As, Words, Errors, Checks, Edits, GWM, NWM, and
CWM fields can be edited by clicking the mouse in the box to their immediate rights
and typing in the values to which they should be set. All other fields are edited by
pressing the corresponding increment and decrement buttons. Select the score type of
the score you will add by pressing the Change Type button until the desired score type
is displayed to the right of the Score is: prompt.

When you have the desired values entered for all fields, press the Add Score as Shown
button. Thiswill add the score that currently appears to the current student's datafile
(the current student is displayed in the Main View).

The following table describes the meaning of each field:

Exercise Name:

Saved As:
Words:
Errors:

Date:

Checks:

Edits:

Time:

GWM:

NWM:

CWM:
Elapsed Time:
Correction
Exercise Type:

The exercise name (the name of key document used by the Error
Checker).

The document name (as saved on disk).

The total number of words.

The total number of errors.

The error-check date.

The number of times the exercise was error-checked.
The number of times the exercise was edited.

The time of day the exercise was error-checked.

The Gross Words per Minute rate.

The Net Words per Minute rate.

The Cut-off Words per Minute rate.

The total elapsed time taken for the exercise.

Whether the correction feature was ON or OFF.

The type of exercise (only valid for exams/productions).
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Deeting a Score from a Student Data File: Clicking on the Delete Score bullet in the Function
Selection View causes the following form to appear in the Function Input View:

Dbase Utility - MICRO-ErrorChecker

Class Roll File: Current Roll: oo1 Select Class |
€ Add Student Student: Alice C. Keller Select| Next |
(" Delete Student

 Edit Student Max Errors: 002  Min Time: 003:00 Ranking: NetWords

" Restore Student

" Reset Roll Exercise Name: Saved As: [TW1.MEC
Student Data File:
udent Data File Words: Errors: El Date: 06/05/98

" Add Score
& Delete Score Checks: Edits: El hHme: $0kam
© Edit Score GWM: Elapsed: 001:00

C Reset S
Oth:je . CWM: NwM: [0 ] Correction: On

" Print } Display

" Merge { Transfer
" Backup  Restore Score: Timed Writing | Next | Prev | Change Type | Deletel

Exit Data Base |

Lol s e el
Lele el [l
lelelele

Use the Change Type button to select the score type of the score you wish to delete.
Then press the Next Button (next score in record) or the Prev Button (previous score
in record) until the score you wish to delete appearsin the fields of this form.

When you have selected the score to delete, press Delete to remove it from the current
student data file.

*NOTE: Editing any of the fields in this form has no effect. You must select the

score you wish to delete by using the Change Score Type Button, Decrement Score
Button, and the Increment Score Button.
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Editing a Score in a Student Data File: Clicking on the Edit Score bullet in the Function
Selection View causes the following form to appear in the Function Input View:

[ Dbase Utility - MICRO-ErrorChecker IH[=] E3

Class Roll File: Current Roll: 001 Select Class |
€ Add Student Student: Alice C. Keller Sclem| Nex1|

" Delete Student
 Edit Student Max Errors: 002  Min Time: 003:00 Ranking: NetWords

" Restore Student

C Reset Roll Exercise Name: Saved As: |TW1.MEC
Student Data File: =
YWords: Errors: EI Date; 06]105f98 :I

 Add Score

 Delete Score Checks: El Edits: El Time: 11:10 am
s
Edit Score GWM: Elapsed: 001 :00

" Reset Scores

Other: CWM: NwM: [50 ] Correction: On

" Print } Display
" Merge { Transfer
(" Backup | Restore

Exit Data Base |

lelelele

ool [o]s

-

A A A A B

Score is: Timed Writing | Mext i Prev | Change Type | Savel

Use the Change Type button to select the score type of the score you wish to delete.
Then press the Next Button (next score in record) or the Prev Button (previous score
in record) until the score you wish to delete appearsin the fields of this form.

Once you have the score you wish to edit displayed in the fields of this form, use the
mouse and keyboard to edit any of the various fields to the new values you desire.
Then press the Save button to commit the changes to the student datafile.

Monitor the M essage View to confirm the success of your action.
The following table describes the meaning of each field:

Exercise Name:  The exercise name (the name of key document used by the Error
Checker).

Saved As The document name (as saved on disk).

Words: The total number of words.

Errors. The total number of errors.

Date: The error-check date.

Checks: The number of times the exercise was error-checked.

Edits: The number of times the exercise was edited.

Time: The time of day the exercise was error-checked.

GWM: The Gross Words per Minute rate.

NWM: The Net Words per Minute rate.

CWM: The Cut-off Words per Minute rate.

Elapsed Time:  Thetota elapsed time taken for the exercise.

Correction Whether the correction feature was ON or OFF.

Exercise Type:  Thetype of exercise (only valid for exams/productions).
Resetting Student Data Files: Clicking on the Reset Scores bullet in the Function Selection

View causes the following form to appear in the Function Input View:
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w Dbaze Utility - MICRO-EnoChecker

Class Roll File:

™ Add Student

T Dedete Studend
™ Edit Student

™ Restore Student
™ Heset Aoll
Student Data File:
™ Add Score

™ Delele Score

r Edit Score
*Heset Scores

= Print | Display
™ Merge | Tranzter
™ Backup f Restare

Exil Data Base

Currend Hall? (111} Select Class
Student: Alice C. Keller Eelaml et

Max Errors: 002 Min Time: 003:00  Ranking:  Nel Waords

U=se EXTREME care with this oplion!

It will recet the current student's reconded scores.

Resct Corrent Data File | Aceet All Data Files |

As the prompt warns, these options are extremely dangerous as well as useful. They
erase al the information saved in student datafiles. Thisis useful when you start a
new term with the same class and wish to start recording scores from scratch. It is
also useful to give a student with a corrupted data file a new data file from which to
work.

Press Reset Current Data File to reset the current student's data file leaving him/her
with no recorded scores. Press Reset All Data Filesto reset the datafile of every

student enrolled in the current classroll file.

*NOTE: Itisstrongly recommended that you backup the class (see backup
options) before using these options. Thiswill allow you to rever se the effects

of using these options if you choose to later.
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Print / Display Options: Clicking on the Print / Display bullet in the Function Selection View
causes the following form to appear in the Function Input View:

b Ndily - MECRI-E poiChsckes !ﬁmg
Class Foll Fibe: Gurrent Foll: o Select Class
© Add Student Shudent: #lice C. Keller Select | Mewt
O Delete Stedent
 Edit Student Max Errors: 082 Min Time: 00300  Rankimg: MetYWonds
" Hestare Stadent
" Reset Boll
Gaudent Dats File: Class Foll Oplions; Student Fecerd Optiens:
£ Add Goore [ play Clags Faoll I Digplay Seores |
© Dielete Score Display Fasswords | Swdent Record o Printer |
 Edsl Score
-
Hesel Sceres Options Tor Boih:
BN oo Class Summary to Printer |
& Print { Diplany]
 Wenge | Transler
" Backup { Aestore
Exit Data Base

Press Display Class Roll to bring up the Roll Display Window (see Roll Display
Window).

Pressing Display Passwords also brings up the Roll Display Window, but the students
have their passwords displayed along with their names.

Press Display Scores to bring up the Student Score Display Window (see Student Score
Display Window).

Press Student Record to Printer to send areport of the all the current student's recorded
scores to the default printer. Make sure the printer is available, connected, and ready.

Press Class Summary to Printer to send areport to the default printer containing the

following: 1- a printout of the classroll file, 2- a print out of the student record for each
enrolled student in the current classroll.
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Merge/ Transfer Options: Clicking on the Merge / Transfer bullet in the Function Selection
View causes the following form to appear in the Function Input View:

Sending Mame Box —l

Sending Stud { Code: —— Sending Caode Box

Receiving Stud } Code: 4—— Receiving Code Box

Merge Records | Transfer Records

Receiving Mame B0y ———

To transfer a student from one class to another:

?  Type the name of the student to transfer in the Sending Name Box

2 Typethe code of the class in which this student is currently enrolled in the
Sending Code Box

? Typethe class code to which this student should be transferred in the Receiving
Code Box.

2 What's contained (if anything) in the Receiving Name Box has no effect on the
transfer.

? Pressthe Transfer Records button to complete the transfer. Make sure you
monitor the M essage View to confirm the success of your action.

To merge two student records:

?  Type the name of the student sending the merge in the Sending Name Box. The
sending student in a merge is the student whose record will be erased after the
two student records are merged.

?  Typethe code of the class in which the sending student is currently enrolled in
the Sending Code Box.

2 Typethe name of the receiving student in the Receiving Name Box. The
receiving student in a merge is the student whose record will be retained after
the scoresin his/her student data file are merged with the scores in the sending
student's data file.

? Typethe class code of the classin which the receiving student is currently
enrolled in the Receiving Code Box.

?  Pressthe Merge Records button to complete the merge. Make sure you monitor
the M essage View to confirm the success of your action.
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Backup / Restore Options: Clicking on the Backup / Restore bullet in the Function Selection
View causes the following form to appear in the Function Input View:

F DBaze Uilily - MICRD-EnoiCheckes

Class Foll File:

T add Student

T Delele Student
" Edit Student

" Hegtore Student
" Bezet Hall
Student Data File:
T kil Ecaore

T Delete Soore
 Edit Seore
T Hescl Sceres

Oher:

T Print | Display

T Merge [ Tramsfer
= Backup | Resione

Exil Dala Baze

Current Roll; ma
Shden: Alice T, Keller

Max Errors! 802 Min Time: 0073:00

Ranking:

Gelect Chass
seleat| Next|

Net ¥ords

Backup Class |

Backup Foll | Backup Swient Data File |

Restore Clags 1

Restore Foll | Restore Student Date File |

The following explains what each of these buttons does:

Backup Class

Backup Roll

Backup Student Data File

Restore Class

Restore Roll

Restore Student Data File

Updates the backup files for the current classroll
file and the student datafile for each currently
enrolled student.

Updates the backup file for the current class roll
file.

Updates the backup file for the current student's
datafile.

Replaces the information in the current class roll
file and the student data file of each student
enrolled in the backup class roll file with the
information found in their respective backup
files.

Replaces the information in the current class roll
file with the information found in its backup file.

Replaces the information in the current student's
data file with the information contained in his/her
backup file.

Be sure to monitor the M essage View to confirm the success of your action.
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Changing the Current Class Roll: Pressing the Select Class button in the Main View causes the
following form to appear in the Function Input View:

E‘?EI bare Wiility - HICRD-EnoeChecker

Class Holl File;

" Add Student

T Delete Student
T Edil Shudent

" Reatore Stedent
" Hesel Roll

Stwdent Data File:
" Add Ecore

T Delete §cone

T Edil Score

T Hesel Scores
Diher:

T Primt | Display
T Merge § Transfer
" Backup [ Aestore

Exit Data Base

Current Flolk o1 select Class
Student: Alice C. Keller Eclﬂtl Me=t
Max Eprors; 002 Mim Time: 00300 Hanking:  Net Wonls

Please enler new Class Code! E'_%I

Switch o new Class Cndbl

Y ou may select the class code of the new class you which to view by typing the code in the
box to the right of the Please enter new Class Code prompt or by using the scroll controls
to increment or decrement the currently displayed value. Then, pressthe Switch to new
Class Code button to load in the new class. Make sure you monitor the M essage View to
confirm the success of your action.
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Changing the Current Student: Pressing the Select button in the Main View causes the following
form to appear in the Function Input View:

FH Dbaxe Uity - MICRD-EsroChecker

Clages Foll File:

T Add Student

T Delete Student
T Edit Swdent

© Restore Studen
" Hexel Boll
Stadent Dot File:
T Bud Seore

T Delete Score

T Edit Bcore

" Aesel Scores
Dier:

T Print | Display
T~ merge § Transler
" Backup | Restone

Exil Data Hase

Current Roll;
Student;

Max Errars: 002

ool
Alice C, Keller

Min Time: 003:00

Seloct Class I

Hanking: MNel Wands

Eelect Mamae:

Hichard B. Blomad
Alice C. Keller
Paul G, Mayii=ld
Georgs L, Mielsen
F. Bandy Quade

All currently enrolled students will appear listed in the Select Name box. To select a
new current student, smply scroll through this box until the name you want to select as the
new current student appears and click on this name with the mouse. Y ou will know that
you selected the name because it will appear highlighted in blue and the Main View will
show the current student to be the name you selected.
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The Roll Display Window: Clicking on the Print / Display bullet in the Function Selection View
and then pressing the Display Class Roll button or the Display Passwords button in the Function
Input View causes the following window to appear.

Clazz Roll Dizplay _ |O]

Enrolled Students: 6

Richard B. Blood
Alice C. Keller
George L. Nielsen
RH. Handy Quade
R. Randy Quail

Enrolled Deleted Transferred Print | Feturn

Pressing Enrolled lists the students enrolled in the current classroll (when the
window is first opened, the enrolled students are listed by defaullt).

Pressing Deleted lists the students that have been deleted from the current classroll.

Pressing Transferred lists the students that have been transferred from the current
classroll.

Pressing Print sends areport listing the currently enrolled, deleted, and transferred
students (if any) to the default printer.

Pressing Return returns to the Database Manager.
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The Score Display Window: Clicking on the Print / Display bullet in the Function Selection

View and then pressing the Display Scores button in the Function Input View causes the
following window to appear.

Score Display Window [_ (O

Paul G. Mayfield < Header Section
Timed Writings: 06112798
Multiple saves of the same exercise name allowed

Exercise Saved fis Date Done At Cor ERc/fm GW HW CW Time Wrd Ed Ch
Tu3 TH3 86/89 11:12p on @s8 52 52 52 @1:88 52 a 1
T2 TH2 B6/87 11:28p on 178 49 39 49 91:88 49 a 1 < Score Display Box
™H ™H B6/84 11:28p on 1/8 48 38 4B 91:80 48 a1
Ty TWh B86/13 11:17p on 2/8 51 31 51 @1:88 51 a8 1
Min Time: 1:00 Max ErrsfMin: 2 Total Scores: 4 (4 qualify) < Footer Section
Average NWPM: 40.0 Average Errorsimin: 1.0
WARNING - LESS THAN 10 SCORES MEET THE STANDARDS )
< Sort Order Section

Sort Order: [ Save [ Name [N Date [N Recent [N Grouped [FUnique

Return | Print Scores | Mext Student | NextScnreType'

Thefirst linein the Header Section shows the current student. The second line displays
the type of scores being displayed along with the current date. The third line indicates how
the software deals with multiple scores saved with the same exercise name.

The Score Display Box lists the scores recorded of the current type. The following
explains the information that appears in the columns of this box:

Exercise The exercise name (the name of key document used by Error Checker).
Saved As The document name (as saved on disk).

Date The error-check date.

Done At The time of day the exercise was error-checked.
Cor Whether the correction feature was ON or OFF.
Er The total number of errors.

GW The Gross Words per Minute rate.

NW The Net Words per Minute rate.

Ccw The Cut-off Words per Minute rate.

Time The total elapsed time taken for the exercise.
Wrd The total number of words.

Edits The number of times the exercise was edited.
Checks number of times the exercise was error-checked.

The Footer Section displays information pertinent to the scores displayed in the Score
Display Box. If you select a score by clicking on it (in the Score Display Box) with
your mouse, the qualification status of that particular score will be displayed in the
Footer Section if the current score type is Paragraph Drill, Line Drill or Timed
Writing -- otherwise the exercise type of the selected score is displayed. See
"Qualifying Scores' on the next page.
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The Score Display Window (continued):

Pressing Return returns to the Database Manager.
Pressing Print Scores sends the information currently displayed to the default printer.
Pressing Next Student displays the scores of the next student enrolled in the current

roll file.
Pressing Next Score Type changes the type of scores displayed (exams, line drills
etc.).

The Sort Order:

Line Drills, Paragraph Drills, and Timed Writings are always displayed in order of
rank where qualifying scores with higher word/minute rates and fewer errors rank
highest. Scoresthat do not qualify (see "Qualifying Scores') are either placed at the
bottom of the list or smply not recorded if the list is full of qualifying scores. The
Database Manager records only the best ten scores of these types and displays only as
many of these ten as you specify in the M1 CRO-Error Checker Plus 2006 Setup.

The Sort Order Selector is only enabled when the current score type is either Exams
or Productions. It isused to select the order in which exams and productions are listed
in the Score Display Box. By clicking on the appropriate check box, you select one of
the following sort orders:

Save Lists the scores in the order in which they were saved (error-checked).

Name Lists all scores with a given exercise name. Y ou are prompted for the
name when you click on the check box.

Date Lists the scores by order of their recorded dates.

Recent Lists all scores whose recorded date fals after a date that you are
prompted for when you click on the check box.

Grouped Lists the scores in aphabetical order using the exercise name.

Unique Lists the scores in aphabetical order using the exercise name such that

scores with the same exercise name are listed only once. When you use
this sort order, the "Ch" column in the " Score Display Box" is changed to
"#" to indicate that the number of occurrences of a particular exercise
name are displayed in that column.

Qualifying Scores:

A score "qudifies’ if it isa Line Drill, Paragraph Drill, or Timed Writing and if it
has fewer than the "maximum errors standard” for the current class. Timed Writings
must also meet the "minimum time standard” for the current classto qualify. If
multiple saves of the same exercise name are not permitted (as designated in the
Setup), then only the first, last, or best score saved will be considered to qualify
depending on the designation through the Setup.

The Footer Section displays how many scores qualify (if applicable) as well as

whether the number of scores that qualify meets the number of scores that the class
requires as designated in the M1 CRO-Error Checker Plus 2006 Setup.
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The Score Display Window (continued):
Selecting Scores:

Whenever alist of scores appears in the Score Display Box you can point to any of
the listed scores and click the left mouse button. This will "select” the clicked-on
score. When a scoreis selected, it is highlighted in blue and additional relevant
information concerning the score is displayed in the footer section. When aLine Drill,
Paragraph Drill, or Timed Writing is selected, its qudification status is displayed in
the footer section. When an Exam or Production score is selected, its Exercise Type is
displayed in the footer section.

Exam Summaries:
When you display exam scores by date (by clicking on the date check box in the Sort

Order Selector), you can bring up the "Exam Summary Window" by selecting a score
in the Score Display Box.

MEC Exam Summary I ]

3. ElUon Warner
B6/12/98

Exam Summary:

Production Count: 3 Time Elapsed in Prods: 26 min 15 sec
Av. prod. errors/min: B.1 Gross words/min (prods.): 28.8

This summary includes the following scores:

Exercise Saved As Date Done At Cor ERc/fm GW HW CW Time Wrd Ed Ch

181B1 181B1 86718 11:18a on 1/2 18 16 18 65:380 168 8 1

183C2 183C2 86718 11:17a on /1 21 21 21 67:80 146 8 1

18903 18903 B6/18 11:24a on 2/3 24 16 24 12:1% 388 B8 1
Continue Print

Thiswindow calculates the total time elapsed, average errors, and word/minute rates
for every exam score recorded with the same date as the score you selected.
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The MICRO-ErrorChecker Plus 2006 Student Record Menu System

Score Display Window |_ (O]

5. ElVon Warner
Timed Writings: 06/12/98
Multiple saves of the same exercise name allowed

Exercise Saved As Date Done At Cor ERc/fm GW HW CW Time Wrd Ed Ch

TUS
TU3

TH2

TUS 86/89 11:13p on 1/8 42 39 42 @3:088 126 8 1
TH3 86/86 11:17a on 1/8 41 38 41 @83:688 123 8 1
TH2 86/85 11:16a on 8/8 48 48 4@ B3:680 128 B8 A1

86/ 085 81:36p g3:88 117 A 1

Min Time: 1:00 Max ErrsfMin: 2 Total Scores: 5 [4 qualify]
Average GWPM: 40.5 Average Errors/min: 0.3 -> Selected score qualifies.

Sort Order: ¥ Save [ Mame [[Date [N Recent [N Grouped [N Unigue

Heturn | Print Scores Next Student | MNext Score Type

You'l notice that the layout of the Student Records Menu System looks almost
identical to that of the "Score Display Window" under the Database Manager. In fact,
they operate in exactly the same manner except that the push buttons at the bottom
perform different functions. Here is a summary of the push buttons for the student
menu system:

Pressing Next Score Type changes the type of the scores displayed (" Timed Writings'
etc.).

Pressing Reload reloads the displayed scores from the data file. Thisis only useful if
the student menu window is left open while the student continues to type and error-
check exercises in the word processor (i.e., update the student data file from the word
processor).

Pressing Print sends areport of the currently displayed scoresto the default printer.

Pressing Print All sends areport of all recorded scores in the student datafileto the
printer.

Pressing Backup backs up the current student data file. This button is only enabled if
the backup option in the MICRO-Error Checker Plus 2006 Setup was designated as
Backup MENU.

Pressing Exit closes the Student Menu System Window.
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TROUBLE SHOOTING

Please trouble shoot the problem before calling for Technical Assistance

Important information is contained in several sections of the manual. The solution to your problem may
be covered in one of these sections.

1. Read QUICK REFERENCE FOR MICRO-ErrorChecker Plus 2006 (User's Manual, page 1).

2. Read the EQUIPMENT REQUIREMENTS (User's Manual, page 17).

3. Readthe INSTALLATION OF MICRO-ErrorChecker Plus 2006 (User's Manual, page 9).

4. Readthe ORIENTATION TO MICRO-ErrorChecker Plus 2006 (User's Manual, page 26).

5. Trouble shoot the problem

a

Printing Problems-Micro-ErrorChecker Plus 2006 uses the Windows Default Printer. |If
printing problems occur make certain that the correct printer has been set as the default printer,
that the printer is currently connected, and operating properly. To test the printer go to START-
>SETTINGS->PRINTERS, and double-click on the desired printer. Pull down the PRINTER
menu and make sureit is set asthe DEFAULT printer. From the properties option on the
PRINTER menu you may also print atest page to be certain that the printer is operating

properly..

Printing Problem -- Margin(s) iSare not the correct size. Please see item 5aabove. This
problem may also be caused by an incorrect alignment of the paper feeding into the printer.

Select PICA and then type a character at space number 1 (the left edge of the screen) and print
the page. This character should be printed at the left edge of the paper (flush with the perforation
on continuous form paper). Adjust the paper guides on your printer if the character is not flush
with the left edge of the paper.

Line spacing problem--printed copy is double-spaced when the line spacing is set for single
spacing. Thisisaprinter problem (see 5a above).

No directory of saved documents. This problem is generally aresult of an incorrect drive or
path specified in the Edit/Create Class option on the Teacher menu. Double check the Storage
Path specified. Other possibilities are a damaged diskette, or the wrong diskette being in the
drive.

Path Does Not Exist Error and other disk related errors. These errors may occur when the
storage disk is damaged, unformatted, or not in the disk drive. The error may also occur when a
network mapping is unavailable. Disk errors aso occur when disk drives need cleaning, when
drive heads need realignment, when the diskette has been damaged, and/or when the diskette has
worn out. For errors relating to floppy disks, identify the source of the difficulties by following
these steps.

104



1. Visudly check the diskette surface for fingerprints, pencil or pen marks or other signs of
physical damage. If damage is evident, replace the diskette.

2. Check the diskette for hidden damage (bad sectors, etc.) It will be necessary to use adisk
utility for this check. If the diskette shows hidden damage, replace the diskette.

3. If the diskette shows no damage, the disk drives should be cleaned. Disk drives should be
cleaned on aregular basis. Frequency of cleaning is based on hours of use, externa
sources of dust (chalkboards, windows, students, etc.)

4. If the above three steps do not solve the problem, it may be necessary to align the disk
drives. Alignment of drives requires a qualified technician, and may be rather expensive.
The less expensive solution to this problem isto format the diskette in the actua drive
that will be used with the diskette, and then to not use the diskette on other computers or
in other drives on the same computer.

Some common disk related errors are listed below with their common causes:

Cyclic Redundancy Check: Fingerprints on the disk or other physical damage will often be
the cause of thiserror. Try adifferent diskette. If the error persists, drive cleaning or
alignment may be the problem.

General Failure: The diskette has either not been formatted, or is formatted in a manner that
isincompatible with the disk drive. (i.e. a high density diskette in a double density drive.)
Sector Not Found: Probably a damaged diskette. Try adifferent diskette. If the error
persists, clean the disk drive and check the alignment

Network problems. Most network problems are caused by incorrect drives and pathsin the
Edit/Create class item of the Teacher menu or the incorrect network accessrightsfor users.
The drives and paths specified in the Edit/Create class item of the Teacher menu of MICRO-
Error Checker Plus 2006 must be valid drives and paths and must be available at all times
Micro-ErrorChecker Plus 2006 is being used. See page 108 for information on network access
rights. To check the availahility of a specific network drive and path double-click on the My
Computer icon; if the specified drive or path is not available in My Computer, it will not be
available to MICRO-ErrorChecker Plus 2006 either.

Movement of cursor displaysunwanted character. The screen display is out of
synchronization with memory. Press CTRL-F10 to bring the screen and memory into
synchronization.

Delete key beeps. One of the following functionsison: Center, Justify, or Decimal Tabs.
Turn these functions off for normal delete operation.

No forms are available on thisdisk. The Form Path specified in the Edit/Create Class item of
the Teacher menu isincorrect. Redo the Edit/Create Class for this particular class.

Any key beeps. Correction is OFF, and your cursor is not positioned at the end of the document.
Move the cursor to the end of the document (press CTRL-END).

Input/Output error. Thiserror often indicates that the storage disk isfull. This error may also
indicate a damaged diskette.

Dot command invalid in thislocation. A MICRO-ErrorChecker key was created for a
multiple-page document indicating that a second page header or footer existed, but no sample
header of footer was created for the key. Return to the Key builder and load the previoudy
created key. Select Create/Edit sample HEADER or Create/Edit sample FOOTER. After
creating the sample header or footer, remove all headers or footers from the text and re-save the
key. (Seethe section on the Key builder for more information.)
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Before phoning for assistance, please have the following information available:

a) Haveacomplete listing of the current options set in the Edit/Create Class options for the class
or be at a computer where you can access the Edit/Create Class dialog for the concerned class.

b) Computer make and model including memory size.

c) WINDOWS 95/98 or Windows NT/2000/XP version number.

d) Printer make and model.

€) Network name and version number (if applicable.)

When phoning for assistance please call from a phone at a computer workstation.
TECHNICAL ASSISTANCE: 1-801-277-9444
Technical Assstance Hours: 9:00 am - 2:00 p.m. Mountain Time Zone
NOTE: In an effort to keep our software prices as low as possible for the schools, thisisnot a

toll-free number; however, we do provide the technician's service to you at no additional
charge.
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SECURITY

MICRO-ErrorChecker Plus 2006 provides several means to assure that students do not falsify the
results of their work and not copy from other students. These means include the following:

Edit Counts Each MICRO-ErrorChekcer Plus 2006 Document
storesin it the number of timesit was edited. By
requiring students to hand in only documents that have
azero edit count, you insure that they have not
corrected mistakes from a previous document.

Check Counts In addition to edit counts, each M1 CRO-Error Checker Plus 2006
Document stores the number of times a particular exercise is error-
checked. Documents that have only one check count and a zero edit
count have legitimate scores that have not been falsified.

Encryption of documents All MICRO-ErrorChecker Plus 2006 documents are

encrypted before they are saved to the storage disk to
ensure the integrity of the data they contain.

Notice that for best security, the edit count must be 0 and the check count must be 1
for any given document.
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Most Networks:

APPENDIX A
SPECIAL NETWORK CONSIDERATIONS

The following describes the file attributes and user access rights associated the with directories that you
specify through the setup program:

Directory

Program®*

Records

Keys

Storage

Attributes User Access

All Files Shareable / Read / Write Students Read / File Scan
Teachers Read / Write/ Create
Delete/ File Scan

All Files Shareable / Read / Write Students: Read / Write/ Create
File Scan/ **

Teachers:  Read/ Write/ Create

Delete/ File Scan/ **
**Recommend giving both Students and Teachers FULL RIGHTS

All Files Shareable / Read / Write Students; Read / File Scan
Teacherss  Read/ Write/ Create
Delete/ File Scan

Should either be afloppy or a network drive letter mapped to the individua's home
directory. (Therewould be no subdirectory indicated in the setup.) Each individual
should have al rights to his’her storage drive.

(*NOTE: On a standard hard disk installation this would be c:\Program
FilesMECPIus2006\.)

NOTE TO NT/2000 SERVER USERS: Whengranting accessrightsonNT/2000 Servers
use the " Special Access Privileges' to grant the rights listed above to both the directories
and to thefilesin the folders. (For somereason on NT Server 4.0, the use of "All Rights'
sometimes does not actually grant any rights.)
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Lantastic Specific Guiddines:

The following describes the file attributes and user access rights associated the with directories that you
specify through the setup program:

Directory
Program

Records

Keys

Storage

*NOTE:

Attributes

All FilesREAD ONLY* Directory = Shareable
classrec.### Files: READ ONLY*

All Other Files: Read / Write Directory = Shareable
All Filess READ ONLY* Directory = Shareable

All Files: Read / Write

When the files in these directories are to be modified (see below), you must temporarily
give them read/write attributes (read only / read-write attributes can be granted to files
and folders by selecting the file or folder inMY COMPUTER and selecting
PROPERTIES fromthe FILE menu). After the modification is complete, change their
attributes back to read-only. The following table explains when to make these attribute
changes:

Directory When it needs to have its attributes changed
Form When running the M1 CRO-Error Checker Plus 2006

(MICRO-ErrorChckerPlus2006->Teacher->Edit/Create
class) the program files need to have read/write access.

Records When running the Database Manager
(MICRO-ErrorChecker Plus2006->Teacher->Student
records). The student record files need to have read-write
access.

Keys When running the Key builder utility
(M1 CRO-ErrorCheckerPlus 2006->Teacher->Key
builder), all files should have read-write access.

For the convenience of the teacher, it is recommended that the network administrator
create batch files to modify the above attributes.
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APPENDIX B
POLICY TEMPLATES

Installation of Micro-ErrorChecker Software makes entries to the Windows Registry. Networks using
individual or group user profiles providing a Custom Windows Registry to the user at logon time should
use Policy Templates to add the necessary entriesto the Custom Windows Registry. Abbreviated
instructions follow. For more detailed information, please see your Operating System's documentation.

Example of Abbreviated Instructionsfor Using Policy Templatesfor Windows NT:

1. Create atext file containing the text shown below. (The file shown isfor avery basic Windows NT
installation. Please customize the file as reauired for your specific network configuration.) Savethe
filewith a.ADM extension.

Copy the text file to the C:\WINNT\INF folder on the server.

Select Start -> Programs -> Administrative Tools -> System Policy Editor.

Select Options ->Policy Template.

Select Add.

Navigate to the C:\WINNT\INF folder and double-click on the file you created.

Click on OK.

Select File -> Open Registry.

Select the appropriate registry. (If you aren't sure, it is probably L ocal User, but please check with
your network administrator.)

10. Click on the plus (+) sign to the left of the S. E. Warner Software Settings. Click on the individual

check boxes and enter the correct path or link.

11. Click on OK.

12. Select File -> Exit.

13. Select Yesto save changaes to the registry.

COoONOUORAMWDN

; Policy Tenplate for M cro-ErrorChecker Software Version 2006
; Sets Registry Entries for MEC2006 when Policies are in use.

CLASS USER

CATEGORY 'l SEWset MEC2006

KEYNAME " Sof t war e\ SEWar ner\ M CRO- Er r or Checker\ 2006"
POLI CY 'l Set Pat hIVEC

PART 'l Pat h EDI TTEXT
VALUENAME "Program Pat h"

END PART

END POLI CY

POLI CY 'l Set Def aul t sPat hiVEC

PART 'l Pat h EDI TTEXT
VALUENAME "Defaults Path"

END PART

END POLI CY

END CATEGORY

[strings]

SEWSet MEC2006="S. E. Warner Software Settings MEC2006"

Set Pat hMEC="Set Program Path for M cro-ErrorChecker 2006"

Set Def aul t sPat hMEC="Set Defaults Path for M cro-ErrorChecker 2006"
Pat h="Pat h"
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WARRANTY STATEMENT

SI TE LI CENSE DI SKS
Use the software for 90 days and then if not conpletely satisfied,
return it for a refund. |If a purchaser receives any master disks
that are defective, please return themimmediately for a
repl acenment.
GENERAL STATEMENT
There are no warranties beyond those described on the face hereof

and all inplied warranties, including inplied warranties of
fitness and nerchantability, are hereby excluded.

ORDERS 1-801-277-9444

TECHNI CAL ASSI STANCE 1-801-277-9444
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