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1.
What is GapKit?

GapKit 2.0, by Marco Bruzzone, is a completely rewritten update of GapKit 1.0 , an authoring program originally written by Graham Davies and published by Camsoft in 1982. The original GapKit 1.0 program was designed to facilitate the production of gap-filling exercises by language teachers for use with their students. The basic aim of GapKit 2.0 is the same, but the new program runs under Microsoft Windows 3.1 or higher and incorporates a range of new multimedia features, making it one of the most up-to-date and flexible programs of its type. GapKit 2.0's features include:

Teacher's Program

The Teacher's Program includes:


an easy-to-use click-and-drag facility to indicate which words, parts of words or phrases are to disappear;


a facility for specifying a range of alternative acceptable answers, up to 30 per gap;


a facility for indicating for each gap whether the computer should ignore punctuation and the absence or presence of capital letters;


a facility for including a hint line for each gap to help the student focus on the correct answer;


a facility for specifying that the hint line for each gap should appear immediately when the student selects the gap or only after s/he has made a wrong attempt at guessing the answer;


a facility for associating a sound file with any gap so that the student may be given an audio clue;


a facility for associating a graphic image with any gap so that the student may be given a visual clue;


full on-screen word-processing facilities and compatibility with text created in most other word-processors. Includes advanced features like paragraph borders, search, cut and paste, multiple documents, unlimited text length, page breaks, variable paragraph spacing, left, right and centre tabs, left, right and centre align, margins and document width, formatted printing etc.;


a wide range of fonts in different sizes and various combinations of screen colours;


the possibility of creating multiple-choice exercises with distractors specified by the teacher or chosen at random by the computer;


a conversion program to convert exercises created with GapKit 1.0 and Wida Software's Gapmaster;


extensive on-line help.

Student's Program

The Student's Program includes:


a point-and-click facility for choosing which gap the student wishes to attempt;


hint lines and audio or visual clues;


an 'intelligent' analysis and feedback routine which homes in on the answer that the student is aiming at, linked with a partial matching routine that indicates which letters or parts of the answer the student has got right;


an attractive screen display, with a range of fonts and screen colours;


the possibility of enlarging the font of the text and of the multiple-choice window up to any size to help partially-sighted students;


fully mouse-driven control or keyboard-only commands to help students with co-ordination difficulties;


resizeable program window to accommodate any screen definition and size;


extensive on-line help.

Hardware and software requirements

You need the following hardware and software to run GapKit 2.0:


An IBM PC or compatible computer. Computers equipped with the following processors are recommended:


386SX


386DX


486SX


486DX


Pentium


4Mb RAM. 8Mb RAM is better.


DOS 3.1 or higher (e.g. 5.0 or 6.0).


Windows 3.1 (or higher).


An MPC-standard soundcard:


SoundBlaster Pro


SoundBlaster 16


(SoundBlaster-compatible cards are now virtually standard.)


A Super VGA card capable of displaying 640x480 resolution in 256 colours. The appropriate video driver software must be correctly installed on your system. It is most important that you install the video drivers supplied with your equipment. Don't assume that the standard Windows drivers will be adequate; most problems arise because the software supplied by the manufacturer of your video card, i.e. the OEM video driver, has not been installed correctly - or not at all.


Stereo speakers or headphones (as supplied with most popular Walkman-type audiocassette players).


A microphone: 600 Ohm low impedance with a 3.5 mm jack plug (similar to most popular stereo audiocassette player/recorders).


A mouse.


At least 520K of conventional memory (after loading drivers).


A hard disk drive with adequate free space.


You must also ensure that the necessary sound drivers are installed on your system and that the sound level is correctly adjusted.

N.B.
GapKit 2.0 files containing just text and pictures will run successfully on networks, but if your files contain large amounts of sound in succession you may find delays on all but the fastest networks.
2.
How to use GapKit

This section is divided into three parts:


2.1. Installation instructions


2.2. Using the Student's Program


2.3. Using the Teacher's Program

2.1.
Installation instructions

GapKit is distributed on 3.5" floppy disk media.

First, you need to back up your distribution disk and install the program on your hard disk. GapKit cannot be run direct from a floppy disk.

If you find in your package a red addendum sheet marked "WARNING - READ THIS FIRST", you have purchased a copy-controlled version of GapKit. This version is made with a special disk that cannot be duplicated and you should disregard the instructions about making and using a backup copy of the distribution disk. You should instead install directly from the distribution disk.

Follow the following installation instructions carefully. It is assumed that the user has a basic knowledge of DOS and Windows.


Switch on your computer, wait for it to finish booting.


Make a backup copy of your GapKit distribution disk.


Start Windows.


Insert the backup of the GapKit distribution disk in Drive A.


Maximise the Program Manager by double-clicking on the Program Manager icon.


Select File and then Run. When the Run dialogue box appears type A:INSTALL and then click the OK button. Replace A: with B: if you have inserted the GapKit disk in drive B.


This will start the GapKit installation program. Click on OK to confirm that you wish to install GapKit.


You will now be asked to confirm that you wish to install GapKit in the C:\GAPKIT directory. Click on OK, unless you have a very good reason for giving a different name or different drive.


After a short while the Registration Details dialogue box might display in the middle of the screen. Enter your name, the institution's name and address and the program serial number. You will find the serial number on the registration card that comes with the package. It is important that you enter this number correctly or the program will fail to work. Click on OK when you have entered all the information correctly.


Wait until all the GapKit files have been transferred to your hard disk.


Click on OK to confirm that a new group of icons entitled GapKit can be created under Windows Program Manager.


The current README file will be displayed. This contains last-minute updates of information about GapKit. Please read this file. It is important.


Exit the README file by double-clicking on the Close box (top left). If you wish to read this file at a later date it can be called up under Windows Write, or from the GapKit program group, and printed.

You will find that a new GapKit group has been added to Program Manager. The installation is complete.

2.2.
Using the Student's Program

The teacher is advised to begin with the Student's Program in order to gain familiarity with GapKit. A number of sample exercises are supplied with the package in order to demonstrate GapKit's range of facilities. See section 4.

2.2.1.
Starting the Student's Program


Switch on your computer, wait for it to finish booting and then start Windows.


Maximise Program Manager by double-clicking on the Program Manager icon.


Open the GapKit group by double-clicking on the GapKit group icon.


Start the GapKit Student's Program by double-clicking on the GapKit Student's Program icon in the GapKit group.

The Student's Program opens with a copyright notice. Click on the OK button or press <Enter> to clear the copyright notice

The screen displays the following message:

Select a file to start:

Click on File on the Main Menu bar and then click on Open

There are initially only three items on the Main Menu bar: File, Options and Help.

2.2.2.
Starting an exercise


Click on File on the Main Menu Bar.


Click on Open when the File submenu drops down.

When you click on Open a list of ready-made GapKit exercises will be displayed in a dialogue box. Select any exercise, i.e. a file ending in .GK, by clicking on its name with the mouse and then clicking on the OK button.

The exercise will appear as text in which certain words, parts of words or phrases have been deleted and replaced with red squares.

2.2.3.
Selecting a gap

You can attempt to fill in the gaps in any order. There are two ways of indicating which gap you wish to attempt:

SYMBOL 183 \f "Symbol" \s 10 \h
Using the mouse: Move the mouse pointer to any red square. When the mouse pointer changes to a hand, double-click the left button. The red square will then change to indicate what kind of gap you are attempting to complete.

SYMBOL 183 \f "Symbol" \s 10 \h
Using the keyboard only: Move the insertion caret using the cursor keys to any red square. The caret must appear just before the red square. Pull down the Gap menu using the short cut key combination <Alt+G> and press <Enter> to select the Select command. Alternatively press <Ctrl+G> without first opening the Gap menu.

When you have selected the gap you wish to attempt you will find that the red square will change to an icon - or up to three different icons.


If a question mark in a bubble appears then there is no additional help available and you have to start completing the gap in the Input Box at the foot of the screen.


If an ear icon appears then there is an audio clue available and you can click on the Listen button at the right of the screen if you want to hear it. See 2.2.7.


If a picture icon appears then there is a picture clue available and you can click on the Picture button at the right of the screen if you want to see it. See 2.2.8.

You will notice that in the Gap menu there are two other options: Next and Previous. Selecting either of these options enables you to move from gap to gap, forwards and backwards. You can also use the short cut keys shown next to the menu entries: <Ctrl+N> or <Ctrl+P>.

2.2.4.
Entering an answer

You make your attempt to answer in the large white Input Box at the foot of the screen. This is labelled: Enter your guess. The cursor should flash in this box when you select a gap. If you cannot see the cursor, move the mouse pointer into the box and click once or press <Tab> once or more times until the cursor appears in the box.

Type your answer and press <Enter> or click on OK.

The computer will try to match your answer with its stored list of answers. If your answer matches any one of the stored answers the feedback will be

Correct. Well done!

and the gap will be filled in with your answer.

If your answer does not match one of the stored answers the computer will attempt to determine which one you are aiming at. This routine is very sophisticated. The letters in your answer will be compared with those in the stored answer that appears to be closest to your answer. If any letters match the feedback will be

Partly right!

and the Input Box will display which letters match. You can now make a second attempt at the answer by filling in the missing letters. You can continue to do this as often as you like, but after three attempts the Reveal button will become available. If you are not able to get your answer right you can press this button and the answer will appear in a box. Once you have given a correct answer to a gap, or used the Reveal button, the computer will automatically move you on to the next gap, but you can choose a different one if you wish. See 2.2.3.

2.2.5.
The Hint Line

Immediately above the Input Box is the Hint Line. This has a yellow background and may have been set up by the teacher to give you a little hint on completing the gap you are attempting. The hint may appear before you make your first attempt, or it may appear after you have made a wrong attempt. It depends on how the teacher has set up the exercise. See 2.3.1.5.3.

2.2.6.
The Choices button

If the teacher has activated the Choices option for the gap you have selected, the Choices button at the top right of the screen will become active. You can tell it is active because the word Choices turns from grey to black. If you click on this button, or move to it pressing the <Tab> key and then pressing <Enter>, the Choices window will open, asking you to choose a correct answer from a list. These answers may have been pre-selected by the teacher, i.e. there will be one correct answer and several tricky distractors, or the teacher may have decided that the computer should select the distractors at random from the correct answers of other gaps, i.e. the correct answer may be fairly obvious! See 2.3.1.4.

To select one of the choices, move the mouse pointer to the answer you wish to choose and click on OK. Alternatively, move up and down the list using the keyboard <Up Arrow> and <Down Arrow> keys and press <Enter>. The computer will give you feedback as described above. If one of the answers you choose is incorrect but if some of the letters match the correct answer you will be told that you are partly right.

2.2.7.
The Listen button

If the teacher has created an audio clue for the gap (see 2.3.1.5.1.), the red square indicating a gap will change to an ear icon and the Listen button at the right of the screen will become active when you select the gap. You can tell the button is active because the word Listen turns from grey to black. If you click on the arrow beneath the word Listen, or move to it by pressing the <Tab> key and then pressing <Enter>, you will hear an audio clue to help you complete the gap. You can hear this as often as you like, simply by clicking on the arrow. If more than one audio clue is available, you will see two arrows, one pointing left and one pointing right. Click the left arrow to hear the first clue and the right one to hear the next clue. If only one audio clue is available, only one arrow will be visible. Click on this arrow, which will alternate between left and right, to hear the same clue as often as you like.

2.2.8.
The Picture button

If the teacher has created a picture clue for the gap (see 2.3.1.5.2.), the red square indicating the gap change to a picture icon and the Picture button at the right of the screen will become active when you select the gap. You can tell the button is active because the word Picture turns from grey to black. If you click on the arrow beneath the word Picture, or move to it pressing the <Tab> key and then pressing <Enter>, you will see a picture to help you complete the gap. Click on OK at the bottom left of the picture, or press <Esc> to remove it from the screen. You can enlarge this picture by moving the mouse pointer to one of the sides of the picture and dragging it outwards. If more than one picture is available, you will see two arrows, one pointing left and one pointing right. Click the left arrow to see the first picture and the right one for the next picture. If only one picture clue is available, only one arrow will be visible. Click on this arrow, which will alternate between left and right, to view the same pictures as often as you like.

2.2.9.
Help

If you click on Help on the Main Menu bar you will be able to search for help on any aspect of the GapKit Student's Program. The Help menu offers you the choice of consulting the help Contents, or you can click on Search to help you find a particular key word. The help files contain a summary of this manual.

Help files are displayed in standard help hypertext format, i.e. you can move from topic to topic by clicking on anything that is green and underlined.

You exit Help by clicking on the Close box at the top left of the Help window.

If you are not familiar with the Windows help system, you can select Using Help from the Help menu.

2.2.10.
Options

The Options menu is intended for the use of the teacher only and is password-protected. You cannot gain access to its submenu unless you enter the correct password. Initially the password is blank and you only need press <Enter> or click the OK button when the Password dialogue box appears.

The Options menu has the following submenus:

2.2.10.1.
Program Fonts

Select this option if you are not satisfied with the appearance of the default font used for the Choices window or the Input Box. You cannot select the size of the font from this dialogue box, but only its typeface.

2.2.10.2.
Increase Font size and Decrease Font size

Select either of these options to increase or decrease the size of the font in the main exercise text, the Hint Line, the Input Box and the Choices window. When you select one of these options a further submenu displays a number of minus or plus signs. Select multiple signs for a big change or a single sign for a small change in the size of the font. Note that these options are only available if all font sizes in the text are the same. If you intend to enlarge the text for visually impaired students, ensure you use the same font size when you create the exercise in the Teacher's Program. You can, of course, still use different font faces and colours.

2.2.10.3.
Directories

When you select this option, the Default Directories dialogue box appears. Use this dialogue box to set the default directories where GapKit should look for text files, audio clips or picture files. Setting the default directories allows you to choose any directory, either on the local computer or on a file server and shelter the student from the complication of having to select a directory before any file becomes available. If you have stored different sets of exercises in different directories, and their associated sound or image files in others, you must ensure that the set of default directories you select corresponds to one set of exercises. See also section 5.2.3. for a discussion on how best to use default directories for different groups of students.

2.2.10.4.
Gap Format

The default font used to display a gap is Arial. If this font is not installed on your machine, you can use the Gap Format option to select another font that might give similar results. When you select this option a window opens and the full character set of the chosen font is displayed. You can change the font in the Gap Font pull-down list, click on the preferred character set and click on Select. You can also alter the colour of the gap character by clicking on the colour icon. When you are satisfied with your choice click on OK. Note that if you intend to use the Increase Font Size or Decrease Font Size options, the gap character will also change size. Ensure that the font you select can be scaled. For instance, do not select the System font as this is available only in a limited number of sizes and it might look very odd when enlarged outside its range.

Tip
A useful font for alternative gap shapes is WingDings if you have it.

2.2.10.5.
Change Password

Use this option to set or change the password and prevent unauthorised access to the Options menu. See Appendix 5.1 for details

2.2.10.6.
Save Options
You must use this option to save your choices to disk. Unless you do so, GapKit will revert to the previous settings the next time you start it up again. The options you have selected will be saved in the file GKS.INI in the directory you started GapKit from. See also 5.3.2. for a discussion on file organisation.

2.2.11.
Ending the exercise

When you have completed an exercise by filling in all the gaps the Input Box will turn grey. No score is indicated while the student is doing the exercise and no score is indicated when the exercise has been completed. This is deliberate, as GapKit is not intended to be a testing program; rather it aims to offer the student a stimulating exploratory environment. Once you have completed an exercise you close the file down by clicking on File on the Main Menu bar and then on Close. To leave the GapKit Student's Program completely you click on File on the Main Menu bar and then on Exit. If you wish to start a new exercise, follow the instructions at the beginning of this section.

2.3.
Using the Teacher's Program

Once you have worked through the Student's Program, you can try your hand at creating your own exercises. Follow these instructions carefully.


Switch on your computer, wait for it to finish booting and then start Windows.


Maximise Program Manager by double-clicking on the Program Manager icon.


Open the GapKit group by double-clicking on the GapKit group icon.


Start the GapKit Teacher's Program by double-clicking on the Teacher's Program icon in the GapKit group.

The Teacher's Program opens with a copyright notice. Click on the OK button or press <Enter> to clear the copyright notice.

The next screen is initially blank, apart from the Program Title bar, the Main Menu bar and the Toolbar.

There are initially only three items on the Main Menu bar: File, Options and Help.

Beneath the Main Menu bar is the Toolbar, which initially contains only two icons: the Create new document icon and the Open existing document icon.

You should work systematically through the Teacher' Program, exploring all the possible options.

2.3.1.
Creating a new GapKit exercise

Having started the Teacher's Program, you can begin creating a new exercise:


Click on File on the Main Menu bar.


Click on New when the File submenu drops down.

Alternatively, click on the Create new document icon on the Toolbar.

This operation will open a new document window, initially labelled Untitled. The Main Menu bar and the Toolbar now include more items, which are described in detail below.

Maximise the document window by clicking on its upward pointing arrow (top right).

Note that you can have several documents open at the same time and you can easily switch between them.

2.3.1.1.
Typing the text

Typing the text is straightforward. If you have used a Windows word-processor before you will find that the GapKit Teacher's Program behaves in much the same way. Begin by typing a few sentences in the document window.

2.3.1.2.
Typing foreign characters

If you are using a UK keyboard layout you can generate accented characters with special dead keys. You first press the dead key - which represents the accent or diacritic you wish to use -and then follow it with the character that requires that accent or diacritic. The dead keys have been chosen to be mnemonic and are identical to those used in Word for Windows 6.0. You must press the <Ctrl> key at the same time as the specified key to generate the correct dead key. Note that some dead keys appear on the shifted key, so the <Shift> key must also be pressed at the same time as the <Ctrl> key in order to generate the accented character. For example:

To generate ç press <Ctrl+comma> followed by c
To generate ñ press <Ctrl+Shift+~> followed by n
Ctrl+
generates

` or \ then a, etc.
vowels with grave accent - à À ò Ò ù Ù è È ì Ì
' or / then a, etc.
vowels with acute accent - á Á ó Ó ú Ú é É í Í
: then a, etc.
vowels with Umlaut - ä Ä ö Ö ü Ü ë Ë ï Ï
~ then a, etc.
ã Ã ñ Ñ
@ then a
å Å
& then s
generates ß
This method will not work on other keyboard layouts and should not be used. For instance, if you have set up your computer with a French keyboard layout you will only get strange characters or nothing at all when you try some of the dead keys.

2.3.1.3.
Marking text to appear as gaps

Once you have typed a few sentences, you can mark selected parts of the text as gaps. To mark text which is to appear to the student as a gap you can use the keyboard or the mouse. Using the mouse is easier.

2.3.1.3.1.
Using the mouse

If you wish to select a whole word as a gap, position the caret on any part of the word and press the right mouse button. This causes the Gap List dialogue box to open.

If you wish to mark only part of a word, or more than a single word, position the caret at the beginning of the text you want to mark, press the left mouse button and, keeping it pressed, drag the cursor to the end of the text you wish to mark. Now press the right mouse button to open the Gap List dialogue box. Alternatively, you can click on Edit on the Main Menu bar and then click on Gap...

2.3.1.3.2.
Using the keyboard

You mark a word, part of word or phrase you wish to turn into a gap by positioning the caret at the beginning or end of the text you wish to disappear and then holding down the <Shift> key and simultaneously pressing the <Right Arrow> or <Left Arrow> key.

To mark a complete word, position the caret at the beginning or end of the word, hold down <Ctrl+Shift> together and simultaneously press the <Right Arrow> or the <Left Arrow> key.

Having marked the text you wish to appear as a gap, hold down the <Ctrl> key and press the letter G. This causes the Gap List dialogue box to open.

2.3.1.4.
The Gap List dialogue box

The caption of the Gap List dialogue box displays New Gap if you are creating a new gap, and the number of the gap if you are editing an existing gap. Gaps are numbered in the sequence in which you have entered them and not necessarily in the sequence in which they appear in the text. If you delete a gap and then create a new one, the new one will take the number of the deleted one.

You list the anticipated answers - or distractors - in the Gap List dialogue box. The dialogue box can be expanded to enable you to add extra features to your GapKit exercises - see 2.3.1.5. Initially, however, the dialogue box appears in its contracted form.

When you create a new gap, the text is displayed in the Input Box at the top left of the Gap List dialogue box exactly as marked in your document. You can edit the text in this box. It can be any length you require and it can include spaces or punctuation marks. To add this text to your list of answers, click on the Add button. The text will now appear immediately below in a List Box that displays the list of answers you wish to enter for that gap. Your document screen will always display the first entry in the list in a red strike-through font. Note that if the text in the list is wider than the List Box, you can scroll it left and right with the horizontal scroll bar at the bottom of the List Box.

The List Box can contain a set of alternative correct answers or one correct answer and a set of distractors. If you are creating a list consisting of one correct answer and a number of distractors you must ensure that the correct answer is the first one in the list and you must also click on the Distractors list check box - see below.
Three buttons on the right of the Gap List dialogue box are used to manipulate the list of answers or distractors:


Add - Use this button to add an answer or distractor to your list of gaps. First, enter your answer or distractor in the Input Box, and then click on the Add button to add it to the list. The answer or distractor will be added to the bottom of the list in the box below the Input Box.


Remove - Use this button to remove an answer or distractor from your list. First, click on the answer or distractor you wish to remove. The answer or distractor will be highlighted and displayed in the Input Box. Click on the Remove button to remove the answer or distractor from the list.


Replace - Use this button to edit an existing answer or distractor. First, click on the answer or distractor you wish to edit. The answer or distractor will be highlighted and displayed in the Input Box. Edit the answer or distractor in the Input Box and then click on the Replace button. Your edited text will replace the highlighted answer or distractor in the list.

You cannot insert an entry in a particular location in the list and this is generally not necessary as alternative answers and distractors are always shown in random order in the Student's Program. The only exception is when you want to insert a different text as the first entry in the list. Follow these steps to insert a new entry as the first entry:


Click on the first entry in the list. The entry will appear in the Input Box.


Click on the Add button. The entry will be duplicated at the bottom of the list.


Replace the text in the Input Box with the new entry.


Click on the Replace button.

When you create a list of answers they are perceived by the computer as a list of alternatives - unless the teacher specifies otherwise. Below the List Box containing the alternatives you will find four check boxes. These check boxes are used to set specific options for the gap you are working on. They are initially set to a default condition for you, but you can change them to suit the purpose of the exercises you create. An 'x' indicates that the box is checked. If the box is blank then it is unchecked. You change the contents of a box from 'x' to blank or from blank to 'x' by clicking on the relevant box.


Enable 'Choices' - This option is checked by default. Uncheck it if you do not want to activate the Choices button for the student. This feature could be useful if you have prepared sound or picture files for this gap and you want the student to use them if s/he needs help instead of relying on a list of possible correct answers. If Enable 'Choices' is checked the computer will select a list of distractors at random from other gapped words in the text and mix these with the list of alternatives specified by the teacher - unless the Distractors list has been checked - see below. When the student clicks on the Choices button in the Student's Program the correct answer(s) and the random distractors will be displayed to the student who then has to select one of the alternatives.

Punctuation significant - This option is checked by default. Uncheck it if you create a gap that contains punctuation marks or tabs and you do not consider them an essential part of the answer.


Capitals significant - This option is unchecked by default. Check it if you want the students to enter the correct capitalisation. German nouns, for example, should begin with capital letters.


Distractors list - If the Distractors list box is unchecked the distractors are taken randomly from other gaps in the text - see above. Thus some of the distractors might be totally unsuitable for the gap and it could be an easy process of elimination to select the right one. When you check the Distractors list option the list of answers you create in the List Box is treated as a set of one correct answer, i.e. the first on the list, followed by any number of distractors up to a maximum of 30 including the correct answer. The list of choices presented to the student in the Student's Program are then taken only from those you have created for this gap. You must also check the Enable 'Choices' box as well as the Distractors list box. For example:


Question on document screen


He --- the house early in order to catch the 7.30 train to London.


Contents of List Box


left


departed


retreated


withdrew


Check Enable 'Choices'

Check Distractors list
The correct answer must be the first one in the list, but the answer and the distractors will appear in random order in the Student's Program.

Three more buttons are visible in this pane:

· Expand - This button is marked with ">>" when the contracted box is displayed and with "<<" when it is expanded. Click on this button to open the Gap List dialogue box and display the multimedia section. See 2.3.1.5.

· Cancel - Click on this button to abandon your changes and return to the document window.

· OK - Click on this button to save your changes and return to the document window. Note that if you have changed the first entry in the List Box, the new entry will replace the highlighted text in your document.

2.3.1.5.
The expanded Gap List pane

When you click on ">>" in the Gap List box, the expanded pane opens. This contains three more sections:

Sound files

Picture files

Hint line

The expanded pane is only available when you have added at least one entry to the List Box. If you do not plan to add hint lines or to associate sound and pictures with your gaps, you might prefer to work only with the contracted pane.

2.3.1.5.1.
Sound files

Use this section to add sound clips to the gap. The files must be in WAV format and you can easily create them with the recording utility provided with your sound card. You must create the sound files before starting GapKit and store them in the default directory used by GapKit. See 2.2.10.3.

The sound pane contains two List Boxes and three buttons.

The right hand List Box shows all the sound files the program has found in the directory you specified in the Default Directories dialogue box (see 2.2.10.3.). Note that the full path of this directory is shown above the list box.

The left hand List Box shows the sound files that are to be attached to the current gap.

You can attach up to 30 sound files to a gap. The student will be able to listen to them in turn pressing the left and right buttons in the Student's Program window (see 2.2.7.). The three buttons in between the list boxes are:

· Add - Click on this button to add the highlighted file in the right List Box to the left List Box.

· Hear - Click on this button to listen to the highlighted file in the right List Box.

· Remove - Click on this button to remove the highlighted file from the left List Box.

2.3.1.5.2.
Picture files

You use this section of the expanded Gap List pane to associate a picture file with a gap.

You must have already created a picture or stored an existing picture in the GapKit default directory (see 2.2.10.3.). This can be done with a proprietary graphics package such as Windows Paintbrush. Picture files must be stored in one of the following formats: BMP, DIB or WMF.

The display area in the GapKit exercises is square and you will have to ensure that picture files are created with an aspect ratio to match this display area. If you do not do this the picture will be distorted. The size of the picture does not matter as it will be automatically re-sized to fit the display area. See section 4.7. for tips on fitting pictures into square boxes.

2.3.1.5.3.
The Hint Line

You use this line to enter a hint or an instruction to help the student with this gap. Check the Always check box if you want the hint line to display immediately the student attempts the gap and leave it unchecked if you wish it to appear only after the student has made a mistake.

2.3.1.6.
Reviewing alternative answers and distractors

If you have created a list of alternative answers (and distractors) in the Gap List dialogue box, you may wish to review your work quickly to check that your entries are correct. To do this just position the insertion caret or the mouse pointer on each gap and then press <Ctrl+G> or press the right mouse button. A simpler and quicker way is to set the Display Gap List in the Options menu. See 3.1.4.2. When this option is set, a pop-up list appears when you move the caret or the pointer over a gap. This operation will also show the hint message at the bottom of the screen if you have added hints to your gaps.

2.3.1.7.
Formatting text

You can use different font typefaces, size, colour, bold or italic to emphasise parts of your text. For instance, you might choose to add a couple of lines of explanation at the top of your document. These could be in a different colour so as to distinguish them from the text of the exercise.

You can apply global parameters to your document by setting the defaults in the Document Defaults dialogue box. See 3.7. You should set these global parameters before starting to enter text.

You can also easily format your document using the commands on the Toolbar. Each paragraph can be formatted independently and differently if you so choose. Use different colours or font faces to differentiate different parts of the exercise. See 3.2.3. and 3.2.4. for additional suggestions.

Use the horizontal and vertical rulers to help you adjust margins, tabs, indents and white space between paragraphs.

Tip
If you use different font sizes in a document you will not be able to use the font magnification or reduction option in the Student's Program. See 2.2.10.2. Colour, bold, italic or underline do not affect this facility in the Student's Program. Do not change font type or size across text marked as a gap as this will not be reproduced correctly in the Student’s Program. A default font will be used instead.

2.3.1.8.
Selecting the text and background colours

The Colour dialogue box is reached from the font colour button on the Toolbar or from the Document Defaults dialogue box.

All the permissible colours for the text are displayed. The colour shown with diagonal stripes is the current font colour.

Click on a colour area to change the currently selected text or the default font to that colour.

Click on Cancel to abandon the dialogue box.

Tip
You should choose a font colour which contrasts with the background colour you have selected. In general you should aim for good contrast between text and background (e.g. dark text on light background or vice-versa) and avoid combinations of complementary colours, e.g. red and green, orange and blue, violet and yellow. Colour blind users cannot distinguish these colours and people with normal sight might also have problems with them.

Do not select red as the font colour as this is the colour in which gaps are displayed in the Teacher's Program and you might find it confusing.
2.3.2.
Saving a new exercise

When you are working on a new text you should save your work periodically and not wait until you have completed it. If something goes wrong with your computer you might lose hours of work if you do not follow this practice.

To save your document select Save from the File menu or click on the disk icon on the Toolbar. The first time you do this, you will be presented with the Save As dialogue box. This is a standard dialogue box and you should be familiar with its operation. Note that the directory you are presented with is the one you have set up with the Directories… command in the Options menu. See 3.1.4.4. You can of course select a different directory if you wish. You might want to save your work to a temporary directory initially and then move the document to the final directory when you have finalised it.

Tip
Remember that if you are working on a network, you need write-access rights to the directory where you want to save your document. Your network manager must be aware of this.
2.3.3.
Editing an existing exercise

Click on the Open an existing document icon on the Toolbar or select Open from the File menu.

A standard Windows File Open dialogue box will open. Select the file you require. You should not change the default List Files of Type entry if you want to display only GapKit files in the files list box.

If you have correctly set up the default directories in the Document Defaults dialogue box, all your GapKit files should appear straight away. Select the file you require and click on OK.

You can open files created in other programs, but you will not be able to import them into GapKit in their original format. First, you must ensure the file was saved as Text Only (i.e. as a Windows ANSI file) in the original application, then select either Text Files or All Files in the List Files of Type and when the required file name appears, highlight it and click on OK. If the file was not saved as text only, but in some proprietary format, it will still appear in the GapKit Teacher's Program, but it will contain a lot of spurious and odd characters.

Tip
Note that some word-processors allow you to save files either as DOS text or as Windows text. For instance, Word for Windows has the options "Text Only", "Text Only with Line Breaks" and "MS-DOS Text". You must choose "Text Only" to read the file correctly in GapKit. If you choose "Text Only with Line Breaks" the accented characters will be reproduced correctly, but the line breaks will cause incorrect wrapping in GapKit. If you choose "MS-DOS Text" the file will be saved in ASCII format and the accented characters will not be displayed correctly in any Windows package.

You can also import an existing file via the Windows Clipboard. First open a new document in GapKit. Then start up the application you created your exercise in and load the exercise. Select the complete text and copy it to the Clipboard. Switch back to GapKit and select Edit and Copy or click on the Paste clipboard icon on the Toolbar.

2.3.4.
Saving an amended exercise

When you are working on an existing document, you can save it with its original name or give it a new name. If you want to save it with its original name and overwrite the previous version, select Save from the File menu or press the <Ctrl+S> key combination or click on the disk icon on the Toolbar. If you want to retain the previous version and create a new exercise, select Save As from the File menu.

Tip
If you intend to save the document with a different name, it is good practice to do this as soon as you have opened the document and before you have made any alterations. Thus the document name will be changed straight away and you will be able to save at regular intervals simply pressing the <Ctrl+S> key combination.

2.3.5.
Printing an exercise

You can print a document at any time. The printed document will appear as on your computer screen, but the references to alternative answers or multimedia files will not be shown.

First ensure that the printer is on line and connected to your computer and selected as the default printer within Windows. If you want to print on a network printer, ensure Windows is set up correctly to print to that printer. Use the Print Setup… command in the File menu to verify or set the printer settings.

Then select the Print… command from the File menu. The Print dialogue box will open up and you can change the default margin settings to centre the document on your page. Note that some printers have non printable areas around the edges of the paper. These areas will be added to the margins you set in this dialogue box. Click on OK to start printing.

2.3.6.
Importing text from another application

You can easily import formatted text from any other Windows word-processor via the Windows Clipboard. Using your own word-processor, mark the text you wish to export and copy it to the Windows Clipboard in the manner recommended for your word-processor. Switch to the GapKit Teacher's Program and paste the marked text onto the document screen either by using the Paste option in the Edit menu or by using the <Shift+Ins> keys as described in 3.6.6. Standard formatting such as font, size, colour and other font attributes will be carried across as in the original document.

Tip
If you import a text with a red strike-through section, this will look like a gap in the GapKit Teacher's Program but no gapping information will be attached to it. You can tell a real gap from a look-alike by moving the mouse pointer over it. The pointer will change to a hand when you go over a real gap and remain the same when you go over a look-alike.

3.
The Teacher's Program - Reference Section

This section contains detailed descriptions of the key features of the Teacher's Program. It is intended as a reference section once you have worked your way through 2.3. "Using the Teacher's Program".

3.1.
The Main Menu

The Main Menu appears right at the top of the GapKit screen.

When you first start the Teacher's Program, only three commands are available on the Main Menu bar. When you start a new document or open an existing document all the Main Menu commands are available.

Some commands in sub-menus will be greyed out if they are not applicable to the particular operation you are carrying out.

Let us examine the Main Menu commands one by one:

3.1.1.
File

The file menu looks different depending on whether you have a document open or not. When no document is open only four commands are displayed: New, Open, Convert, Exit. When a document is displayed, more commands are added to the File menu, but Convert disappears. You can only convert documents when no other document is open in the GapKit window. Here you will find listed all the available commands, but bear in mind that not all of them will be displayed at the same time.

3.1.1.1.
New

Select this command when you wish to create a new document from scratch.

3.1.1.2.
Open...

You can open either a GapKit document or a plain text file. Select the type of file you want to open in the List Files of Type box when the Open dialogue box appears. You must not try to open a file which is stored in a word-processing proprietary format. If you try to do this, a variety of strange characters will appear in your text and at worst your machine could lock up.

3.1.1.3.
Close

Select this command to quit the document you are working with. If you have made changes to it, the program will ask you if you wish to save it first. This operation is identical to double clicking on the Close box of the document window.

3.1.1.4.
Save

Select this command to save your work under its original name. The current name of your document is displayed in the title bar of the document window. You should save your work often especially if you are working on a lengthy document with lots of gaps and alternatives. You can also use the short-cut key <Ctrl+S> at any time.

3.1.1.5.
Save as...

Files are always saved in GapKit format. They cannot be saved in text or plain ASCII or ANSI format. Use this option to save your document with a different name or to a different directory.

3.1.1.6.
Print...

Select this command to print the document displayed in the current document window. Select the options you require when the Print Settings dialogue box appears and then press OK to start printing. Note the document will be sent to the default printer via Windows just as in any other Windows applications on your machine.

3.1.1.7.
Print Setup...

Select this command to change printer or printer parameters. This is a standard Windows function and you should refer to your printer manual or your Windows manual if you are unsure how to use the Print Setup dialogue box.

3.1.1.8.
Exit

Click on this command when you have finished working with GapKit. If any documents are still open and have not been saved, the program will ask you if you wish to save them before quitting.

3.1.1.9.
Convert…

This command is only available when no document is displayed in the GapKit window. Use this command to convert files from GapKit version 1.0 format or from Wida Software's Gapmaster Version 1.0 or Version 2.0 format. Use this command when you have an earlier version of GapKit and you have created files that you want to use in this version, or if you have decided to upgrade from Gapmaster and wish to continue using Gapmaster files with GapKit for Windows. After all the old files have been converted, you will probably want to reopen them in the GapKit Teacher's Program and modify them to make use of the many new features of GapKit for Windows. For instance, if you had Gapmaster files with boxes around text, these will have been converted to a crude line made of - and + symbols. You can now edit them and create professional looking shaded borders with the border button on the GapKit Toolbar. Similarly you might want to add multimedia features to your old files. See section 3.10. for a detailed explanation on the use of the Convert command.

3.1.2.
Edit

3.1.2.1.
Cut

This command cuts the highlighted text from the document and copies it to the Clipboard. It is used just like the Cut command in any other Windows application.

3.1.2.2.
Copy

This command copies the highlighted text in the document to the Clipboard. It is used just like the Copy command in any other Windows application.

3.1.2.3.
Paste

This command pastes the contents of the Clipboard into the document at the current position of the insertion caret. You can use this command to paste text you have copied to the Clipboard from another document in the Teacher's Program or from other Windows programs.

3.1.2.4.
Delete

This command deletes the selected text in the current document. The deleted text is not copied to the Clipboard.

3.1.2.5.
Select All

Use this command when you want to make global changes to your document. For instance, if you decide to change the font size for the complete document, use this command to highlight the complete document and then click the font button on the Toolbar.

3.1.2.6.
Gap...

This command is only available when either the insertion caret is on an existing gap, or when some text is highlighted. You can access this command with the short-cut key combination <Ctrl+G>. This command causes the Gap List dialogue box to open and enables you to create a new gap or edit an existing one. See section 2.3.1.4.

3.1.2.7.
Remove Gap

You cannot change a gap directly in the document once you have created it with the Gap List dialogue box. If you try to edit it or delete it in the text, you will find that nothing happens. If you wish to edit the gap you should use the Gap… command (see above), but if you wish to delete it altogether use the Remove Gap command. This command will remove the gap's red marking and any associated information from the document. It will not delete associated sound or picture files from your hard disk, but only remove their association to the gap within the document you are editing.

3.1.3.
Search

3.1.3.1.
Find

Use this command to search for a string within the current document. This command displays the Find dialogue box. Follow these steps:


Enter the required string, or part of the string you are looking for.


In the Direction section click on the Down radio button if you want to search from the insertion caret position towards the end of the document or on the Up button to search in the opposite direction.


Click on Match Case if you want to do a case sensitive search.


Finally click on the Find button.


Click on Find again if you want to find the next instance of the string.


Click on Cancel to clear the dialogue box from the screen and return to your document.

3.1.3.2.
Find Next

Use this command to continue a search you started with the Search/Find command. The search will be executed with the same parameters you set up in the previous search.

3.1.4.
Options

3.1.4.1.
Toolbar

This is a toggle command. Click on it to change its status. When the command is on, the Toolbar is displayed and a tick appears next to the command. When it is off, the Toolbar is hidden and there is no tick next to it. You might choose to hide the Toolbar if you are working on a small screen and wish to see as much as possible of your document.

3.1.4.2.
Display Gap list

This is a toggle command. Click on it to change its status. When the command is on, a tick appears next to the command and a small box is displayed over your current document whenever the mouse pointer is passed slowly over a gap. The box contains the first few alternative answers you have associated with that gap. When the command is off, the alternative answers are not displayed and the command is not ticked.

3.1.4.3.
Document Defaults…

This command displays the Document Defaults dialogue box. Use this command to set parameters that will be used as default whenever you start a new document, for instance font name and size, document width, background colour etc. See section 3.7.

3.1.4.4.
Directories…

This command displays the Default Directories dialogue box. Use this command to set the default directories for the text files, picture files and sound clips. If the default directories are not set up correctly, you will not be able to find the relevant files when you try to add multimedia files to your document gaps. You can use this command to change the directories for the current session only, or you can save the configuration to ensure that the Teacher's Program will remember them next time you start it. You don't have to use this command if you want to access a GapKit file which is not in the default directory, or if you want to save a file to a different directory just once in a while, as both the Open and the Save dialogue boxes let you choose a different directory as well as a file name. See section 3.8.

3.1.4.5.
Save Options Now

Select this command to save all the Teacher's Program default settings to disk immediately. You would normally use this command when the Save Options on Exit command is not selected. Bear in mind that all parameters will be saved, not only those explicitly set up with the Options menu. These include the position of the Teacher's Program window, its condition, its size, the condition of the document windows etc. These parameters are saved to the GKT.INI file. See 3.1.4.6.

Tip
You can use this command to create several different copies of GKT.INI for different configurations. Just save one set of options, change to Windows File Manager and copy the file to a different directory. Then change the options - typically you would change the default directories - and save the file again. See also 5.3.2.

3.1.4.6.
Save Options on Exit

This is a toggle command. Click on it to change its status. When the command is selected, a tick displays in front of it and all the program defaults are saved to disk every time you exit the program. These defaults are saved to a file named GKT.INI. This file is normally located in the directory where GapKit is started from, but it could be in any directory you choose. See 5.2.3.

3.1.5.
Window

3.1.5.1.
Cascade

If you have more than one document open you can use this command to arrange all the document windows in a pattern starting at the top left corner moving towards the bottom right corner. Use this command to see all the title bars of all the open documents. Click on the title bar of the document you want to work with to bring it to the top.

3.1.5.2.
Tile

If you have more than one document open you can use this command to arrange all the windows to display simultaneously on the screen. Each document window will be sized automatically to fit the screen. Double-click on the title bar of the document you want to work with to maximise it again.

3.1.5.3.
Arrange Icons

If you have minimised some documents and their respective icons appear in a disorderly pattern in the GapKit window, you can use this command to tidy them up.

3.1.6.
Help

3.1.6.1.
Contents

Use this command to see the list of contents of the Help file. This is a good starting point to navigate through the Help system.

3.1.6.2.
Search

Use this command to search for a keyword in the Help system.

3.1.6.3.
Using Help

Help is a standard Windows command and brings up general instructions on the use of the Windows Help features. Use this command if you are new to Windows and want to know more on the use of Help.

3.1.6.4.
About

This command displays the About dialogue box. Use this command to verify your product serial number and registration details.

3.2.
The Toolbar

The Toolbar appears under the Main Menu bar.

Clicking on some of the Toolbar icons is a short cut to enable Main Menu bar options to be carried out with a single mouse click. Clicking on other Toolbar icons enables operations to be carried out that cannot be done via the Main Menu bar.

The symbols used are standard Windows icons. From left to right they are used for the following operations:

3.2.1.
File operations

1. Start a new document. Equivalent to File/New. See 3.1.1.1.

2. Open an existing document. Equivalent to File/Open. See 3.1.1.2.

3. Save the current document. Equivalent to File/Save. See 3.1.1.4

3.2.2.
Editing operations

· Cut a highlighted section of text and store it in the Clipboard. Equivalent to Edit/Cut. See 3.1.2.1.

· Copy a highlighted section of text to the Clipboard. Equivalent to Edit/Copy. See 3.1.2.2.

· Insert the Clipboard contents at the caret position. Equivalent to Edit/Paste. See 3.1.2.3.

3.2.3.
Text formatting

· Embolden the highlighted text or all text to be typed afterwards.

· Italicise the highlighted text or all text to be typed afterwards.

· Underline the highlighted text or all text to be typed afterwards.

· Select a new colour for the highlighted text or all text to be typed afterwards.

· Select a font and its characteristics for the highlighted text or all text to be typed afterwards.

3.2.4.
Paragraph formatting

· Place a shadowed border around the paragraph where the insertion caret is located.

· Left align the paragraph where the insertion caret is located.

· Right align the paragraph where the insertion caret is located.

· Centre the paragraph where the insertion caret is located.

· Left and right justify the paragraph where the insertion caret is located.

3.3.
The Status Line

The Status Line at the bottom of the screen displays three sets of information:

· On the left, the Status Line shows the current location of the caret, i.e. its page number, paragraph number, and character count from the beginning of the paragraph.

· In the middle is a section that displays the hint you have entered for the gap the mouse pointer is currently on.

· On the right, the Status Line shows the Insert Mode condition, the status of the Caps Lock key and the status of the Num Lock key.

3.4.
The Ruler

The grey ruler at the top of the document window displays and is used to set the document width, the left and right margins, the paragraph indentation and the position and type of the tabs. It is divided into the following sections:

3.4.1.
The left paragraph indent ruler

This is the top horizontal grey line which displays an arrow pointing down. Click on this arrow and drag left or right to set the paragraph indent.

3.4.2.
The measurement and tab ruler

This is the middle white strip which shows numbers and divisions. The numbers represent measurements in cm corresponding to the actual text measurements when printed. Note that the text measurements depend on the size and definition of your screen.

On the right hand side of this ruler you see the document width marker. Click on this marker and drag left or right to adjust the width to the required document size. Ideally you should set this marker to give a document size that displays best on the screen the students are going to use. Do not set this marker to a size greater than the paper you are using in your printer or you will not be able to print your documents correctly.

Click on this ruler to set tabs. Automatic tabs are set by default to the intervals shown by the grey ticks just under this ruler. If this default spacing is suitable, you need not set any manual tabs yourself. Note that you can alter the default spacing using the tab spacing selector described below. If, on the other hand, you wish to set fewer tabs at irregular intervals, you should use the manual tabs. The manual tabs overwrite the auto tabs. You can set left, right or centre tabs by clicking on the tab type selector described below. Select the tab type and then click on this ruler at the position you wish to set the tab. Click on an existing tab with the right mouse button to remove it.

Tip
Tabs are particularly useful if you want to create tables or grids. Do not use spaces to align your text if you are using a proportionally spaced font. In particular, do not use spaces to create tables with gaps. Gaps are displayed as a single character width in the Student's Program and the rest of the line is automatically adjusted to the character count and width. Words set by tabs, on the other hand, keep their position irrespective of the number of characters preceding them.

3.4.3.
The left and right margin ruler

This is the lower grey ruler showing a left and a right arrow pointing upwards. Click and drag on these arrows to set the margins.

3.4.4.
The tab type selector

This is the square to the left of the ruler showing a tab symbol. Click on this selector to cycle through the types of tabs available: left, centre and right.

3.4.5.
The tab spacing selector

This is the double arrow symbol just below the tab type selector. Click on the left arrow to reduce the auto tab spacing or click on the right arrow to increase it. Note that you cannot reduce the spacing below 4 mm approximately. When you click on this selector you will see the auto tab markers move along just below the measurement and tab ruler.

Tip
Note that the document width applies to the complete document whilst tabs and margins apply only to the paragraph you are working on, the one where the insertion caret is positioned. If you decide to change the margins of a complete document, select the whole text first and then change the margins with the ruler. Similarly if you want to change the look of a table, first select the complete table and then change the tabs. When you enter a carriage return at the end of a paragraph, the entire formatting of the paragraph is used for the next.

3.5.
The Paragraph Ruler

The paragraph ruler is the grey vertical bar on the left of the document window. It indicates the current position of the insertion caret and the height of the current paragraph. You can easily create white space between paragraphs by dragging on the lower bar, i.e. the one with the arrow pointing downwards.

Tip
If you wish to add white space between paragraphs, do not use multiple carriage returns, but use the paragraph ruler instead. If you set the white space before entering your text, then all paragraphs will be equally spaced automatically for you.

3.6.
The Document Window

When you open an existing document or start a new one, a new window opens inside the main program window. You can open as many documents as the memory of your computer permits, and it is possible to cut and paste between GapKit documents and also between GapKit and other applications.

Type your text using the Windows standard editing commands. These are detailed below.

3.6.1.
Moving the caret under keyboard control
<Left Arrow>
move one character to the left

<Right Arrow>
move one character to the right

<Up Arrow>
move up one line

<Down Arrow>
move down one line

<Home>
move to the beginning of the line

<End>
move to the end of the line

<Page Up>
move up one window

<Page Down>
move down one window

<Ctrl+Left>
move one word to the left

<Ctrl+Right>
move one word to the right

<Ctrl+Up Arrow>
move up one paragraph

<Ctrl+Down Arrow>
move down one paragraph

<Ctrl+End>
move to the end of the text

<Ctrl+Home>
move to the beginning of the text

<Ctrl+Page Down>
move to the bottom of the window

<Ctrl+Page Up>
move to the top of the window

3.6.2.
Moving the caret using the mouse

Move the caret across the screen with the mouse and click the left button of the mouse at the position desired.

3.6.3.
Selecting text under keyboard control

If you carry out any of the keyboard actions described above while holding down the <Shift> key, you automatically mark text between the previous caret position and the caret position that you have moved to.

3.6.4.
Selecting text using the mouse

Method 1:
Hold down the left button and drag the mouse as far as required. Release the left button.

Method 2:
Click the left button at the point where you want to set the fixed limit of the text you wish to mark, then hold the <Shift> key down and click the left button again at the position you want to end the selected text.

3.6.5.
Inserting and deleting text

<Ins>
Toggles insert/overtype mode. Typing any character will insert that character into the text at the caret position.

When you are in insert mode the characters on the line shift right. When you are in overtype mode the character previously at the caret position is replaced, and the caret is moved right.

If the character is typed while text is selected, the selected text is replaced by the typed character, the caret is positioned right of the character inserted, and the current paragraph is reformatted if necessary.

<Del> or <Ctrl+Del>
If no text is selected then the character in the caret position is deleted; otherwise the selected text is deleted. The caret remains at the same position. The current paragraph is reformatted if necessary.

<Backspace>
If no text is selected then the character to the immediate left of the caret is deleted and the caret is moved one character left; otherwise the selected text is deleted and the caret remains at the same position. The current paragraph is reformatted if necessary.

<Enter>
Splits the paragraph at the caret position and creates a new paragraph with identical characteristics (alignment, margins, etc.).

<Ctrl+Enter>
Creates a page break that appears as a red line right across the entire page.

3.6.6.
Using the Windows Clipboard

<Shift+Del> 
Cut selected text along with font and colour information into the Clipboard.

<Shift+Backspace>
The same as <Shift+Del>

<Ctrl+Ins>
Copy selected text along with font and colour information into the Clipboard.

<Shift+Ins>
Paste selected text from the Clipboard into the caret position or replace any selected text.

3.7.
The Document Defaults dialogue box

This dialogue box appears when you select Document Defaults... from the Options menu. You use this dialogue box to set font, document background and paragraph formatting defaults.

Click on OK when you are satisfied with your choices. These defaults will be applied automatically when you open a new document. Click on Cancel if you want to abandon your choices.

The dialogue box is split into three sections.

3.7.1.
The font section

Use this section to set the default font, its size and other characteristics. 


The large button in the middle displays the current font selected and its size. When you click on this button, a standard Windows font dialogue box appears. Select the font, font style and size in this dialogue box. Note that a sample of the selected font is displayed in the lower part of the dialogue box. A brief description of the font also appears below. You should note whether the font you have selected is a printer, screen or TrueType font. This is particularly important if you intend to use your documents on other machines that might have other fonts installed. If the correct font is not found on the new machine, Windows will replace it with the nearest match and this might cause misalignments in your document or in the printed output.

When you click on OK, the new font name and size appear on the button. If you have selected either italic or bold, the respective boxes show a cross. Note that you cannot alter these check boxes, they are for indication only.


Click on the colour button to change the default font colour. You might want to do this if you also want to use a different background colour.

Remember that certain colour combinations are difficult to see and cause eye fatigue, or they are impossible to see for colour blind people. In general, use a light colour on a dark background or a dark colour on a light background. Avoid the following combinations, as normally sighted people find them difficult to read and colour blind people may see a totally blank screen!

red/green
blue/orange
violet/yellow

3.7.2.
The background colour section

This is just a large button showing the current background colour. When you click on this button a colour list appears and you can click on the preferred background colour. See 3.7.1. regarding colour combinations.

3.7.3.
The paragraph section

Use this section to set the left and right paragraph margins and the document width in cm. If you click on the Copy from document button, the current paragraph settings are copied to this section.

3.8.
The Default Directories dialogue box

This dialogue box appears when you select Directories... from the Options menu. Use this dialogue box to set the directories for your document files, the sound and the picture files. When you add multimedia files to a gap, the actual files are not attached to the document; only the file names are attached. You can easily attach the same file names to different gaps in the same document or to different documents, without taking up any more disk space. Note that only the file names are attached to a gap and not their directories. The directories must be set up with this dialogue box and will apply to the Teacher's Program only. You must set them up again for the Student's Program.

Tip
If you are working on a network and the drives you see as a teacher are mapped differently from those for the students, it is perfectly possible to give different default directories in the Teacher's Program from those in the Student's Program. Both sets of logical names must of course map to the same physical directory if the students are to access the same files.

When you click on one of the buttons containing '…' you are presented with a further dialogue box that shows the drive, the current directory, and on the left a list of files of the correct type - if any - that are present in that directory. Use this dialogue box as a standard Windows directory dialogue box.

Check that the path you have selected is displayed correctly immediately below Directory selected before clicking on the OK button.

Tip
It is easier to create the necessary directories and then save the required files into them before using this dialogue. Your files will then appear in the left list box as confirmation you have selected the correct directory.

3.9.
The Gap List dialogue box

This dialogue box appears when you select Gap... from the Edit menu or click the right mouse button in the document. It is divided into two panes. The left pane is always visible, but the right pane is only visible when you click on the expand button. You cannot get to the right pane when the dialogue box opens on a new gap and no words have yet been added.

This dialogue box is described in detail in sections 2.3.1.4 and 2.3.1.5.

3.10.
The Format Converter dialogue box

You reach this dialogue box from the Convert command in the File menu. This command is not available if there are any open documents. First ensure all documents are closed and that the Teacher's Program displays a blank screen. Then select Convert from the File menu.

You can convert files created with GapKit Version 1.0 or Wida Software's Gapmaster Version 1.0 and Version 2.0. When the dialogue box opens, first select the type of file you wish to convert from the Type of source file drop down list. Then enter the applicable file pattern, for instance *.DAT if all your files have an extension of 'dat'. Use '*' as a wildcard to indicate any character or any number of characters or '?' as a wildcard to indicate any single character.

Select the source directory by clicking on the '…' button in the Source Directory section. When you click on this button the Source Directory dialogue box appears and you can select the drive and directory. The list box on the left displays all the files of the specified type found in that directory. Click on OK to return to the Format Converter dialogue box. The File(s) to convert list box should now display all the files you want converted.

Select the target directory clicking on the '…' button in the Target Directory section. This is the directory where the converted files will be stored. Normally this should be the directory in which you want to store your GapKit exercises. When you click on this button the Target Directory dialogue box appears. Select the required directory using the Drives and Directory sections. The left list box may remain blank if you have selected a directory where there are no files of type *.GK.
If you only want to convert one or two files, click on their name in the File(s) to convert list box. If you want to convert all files, click on the Select All button. If you have made a mistake and you want to deselect the files, click on the Deselect All button.

Tip
You should select only one file if you are running this program for the first time. This will give you a chance to familiarise yourself with the program and correct any mistakes before you attempt to convert all the files in bulk.

Click on the View and/or edit conversion before saving check box if you want to see the results of the conversion immediately.

Finally click on the Start Conversion button.

If you have checked the View and/or edit conversion before saving option, a new window will appear within a few seconds showing the results of the conversion. You can now view or edit the file before saving it to disk. Note that this window does not have all the editing features of the Teacher's Program. If you want to change fonts, add multimedia to the gaps, add borders to paragraphs etc., you should reopen the file in the Teacher's Program. All Gapmaster features are retained in the converted file with the exception of the division into Introduction, Text and Help sections. These sections are simply represented by a red line indicating a page break within the overall text. Where section headings are used in the original Gapmaster file, these are retained and appear at the beginning of the page.

Click on Save if you are satisfied with the results of the conversion, or on Do Not Save if you are not. Click on Abort to reject the conversion and interrupt the process. You can select the No more radio button under Show conversion if you are satisfied with the way the conversions are carried out and you want to speed up the process.

4.
Hints and tips on using GapKit in the language classroom

GapKit was originally designed for language teachers and students. This is not to say that the program cannot be used for other purposes, but it is particularly suited for creating exercises for use by students of languages.

The following sections contain suggestions for using GapKit in the language classroom. You may think of many other ways in which you would wish to use GapKit. Further suggestions are welcomed by Camsoft.

4.1.
Cloze exercises

You can easily create Cloze exercises with GapKit. Deleting every nth word in a text or deleting parts of a word or groups of words in a text is one of the major tools in the language teacher's armoury. The following examples illustrate different types of Cloze and gap-filling exercises. In certain types of grammatical exercises only one answer will fit, and this is no problem when using GapKit. In traditional Cloze exercises, where every nth word is deleted, you can specify a range of alternative acceptable answers, and GapKit also allows you to do this. Camsoft's Fun with Texts program also includes a Cloze option, where every nth word is deleted automatically by the computer.

The following sample text has been transformed into a selective Cloze exercise using GapKit and is stored on the distribution disk as route10d.gk. The text has been taken from Camsoft's Route Nationale 1 textfiles collection, which is available as an add-on set of materials for Fun with Texts.

Route Nationale 1 Unit 10D

Fill in the missing blanks in this letter:

82330 Verfeil-sur-Sèye"

dimanche le vingt juillet

Cher André,

je passe mes vacances à Verfeil,

un petit village à la campagne,

près de Najac.

Demain je vais aller au Bois de

la Font, un parc de loisirs. Ça ne

coûte pas très cher, 45F. l'entrée.

Il y a des motos enfants, un mini

golf, des piscines. C'est chouette!

On va manger à la crêperie à

midi. J'adore les crêpes. On va

aussi jouer aux boules et monter à

cheval. Qu'est-ce que tu fais en

vacances? A bientôt,

Yannick

This text is taken from Camsoft's Route Nationale 1 textfiles collection

by Richard Gordon, a set of textfiles for Fun with Texts.

4.2.
Sentence completion exercises

The following sample sentences have been transformed into a sentence completion exercise, focusing on the problems of German word order. The exercise is stored on the distribution disk as SENTG1.GK. The second half of each sentence has to be completed by the student. In order to put the student on the right track the hint line gives the student the English equivalent of the second half of the sentence.

Sentence completion exercises in German: weil & daß

Complete the following sentences. The hint line will give you an English translation of the second half of each sentence. Remember that the verb goes to the end of the second half of the sentence

Der Fahrer mußte stark bremsen, weil ein Kind über dir Straße lief.

Der Polizist stoppte den Wagen, weil der Fahrer zu schnell gefahren war.

Es ist möglich, daß der junge Mann das Auto gestohlen hat.

Ich habe gehört, daß Köln eine schöne Stadt ist.

A major advantage that GapKit has over other authoring programs for this type of exercise, especially where a longer input is required, is that GapKit will attempt to match the actual letters input by the student with the correct answer specified by the teacher. If alternative correct answers have been specified, GapKit will attempt to determine which answer the student is closest to. Feedback to the student shows which letters match and which do not match.

4.3.
Word-building exercises

Word-building exercises are ideal for developing vocabulary. In German, for example, new words can be formed by combining two or more shorter words, and in most languages it is possible to generate nouns from verbs, verbs from nouns, adjectives from nouns, etc. The following sample exercise is stored on the distribution disk as wordb1.gk.

Word Building Exercise 1

Many German nouns are closely related to verbs from which they are derived. Do you know the nouns that correspond to the following list of verbs?

brennen (to burn)
der Brand (fire)

fahren (to travel)
die Fahrt (journey)

fliegen (to fly)
der Flug (flight)

schießen (to shoot)
der Schuß (shot)

schließen (to close, conclude)
der Schluß (end, conclusion)

springen (to jump)
der Sprung (jump)

schützen (to protect)
der Schutz (protection)

schreiben (to write)
die Schrift (writing, script)

4.4.
Multiple-choice exercises

You can create any type of multiple-choice exercise with GapKit. Such exercises may take the form of a quiz, either open-ended or multiple-choice; both are possible in GapKit. The following example illustrates how GapKit might be used to create a multiple choice exercise. The file is stored on the distribution disk as MC1.GK. The correct answers are shown in the following text in bold type. The exercise stored on disk contains the lists of distractors shown in brackets.

General Knowledge Quiz 1

In this quiz you can either attempt to type in the missing answers or you can click on the Choices button at the right of the screen and pick the correct answer from the list.

1. The capital city of Switzerland is Bern. (Zurich, Basel, Bonn)

2. There are 15 member states in the European Union. (10, 12, 14)

3. This is a bushy-tailed tree climber: pine marten. (squirrel, martin, rat)

4. Mozart was born in Salzburg. (Vienna, Bonn, Munich)

5. The name of the scientist responsible for the theory of evolution: Charles Darwin. (Smith, Devine, Daniel)

6. The composer of Götterdämmerung: Wagner. (Mozart, Beethoven, Bach)

7. There are 8 bits in a byte. (4, 14, 16)

8. Scorpio, Gemini and Libra are signs of the Zodiac. (Zephyr, Zebra, Zeppelin)

9. The name of a river and a race of women warriors: Amazon. (Amadeus, Nile, Orpheus)

10. If you buy something in ignorance you may be said to have bought a pig in a poke. (pile, sack, peek)

4.5.
Tables and grids

It is very easy to use GapKit to create tables and grids. Using the tab key, you can quickly create a four-column gapped table: for example, the declensions of the definite article der, die, das in German or the present and past simple tenses of an English verb. Selected parts of the table can then be deleted. The two examples below are grammar exercises but you can, of course, create any sort of table.

Example 1: stored on the distribution disk as gerart1.gk
Definite article in German

The following table contains the declensions of the German definite article.

Complete the whole table!


Masc
Fem
Neuter
Plural

Nom
der
die
das
die

Acc
den
die
das
die

Gen
des
der
des
der

Dat
dem
der
dem
den

Example 2: stored on the distribution disk as engverb1.gk
Irregular past tenses of English verbs

Fill in the gaps with the missing past tense forms of the verbs!

Present
Past
Present
Past
Present
Past

bring
brought
drive
drove
cut
cut

break
broke
eat
ate
set
set

buy
bought
fall
fell
shut
shut

catch
caught
fly
flew
let
let

feel
felt
give
gave
put
put

find
found
spend
spent
begin
began

have
had
speak
spoke
lose
lost

hear
heard
teach
taught
sit
sat

hold
held
steal
stole
send
sent

learn
learnt
take
took
stand
stood

leave
left
swim
swam
know
knew

make
made
come
came
hide
hid

meet
met
write
wrote
go
went

put
put
tell
told
choose
chose

You must ensure that the tabs are spaced adequately to allow the largest entry in each column to fit properly or the text might wrap round when a long alternative is entered by the student. If in doubt, try all the alternatives with the Student's Program. Remember that if you use a proportionally spaced font, such as Arial or Times Roman, you cannot rely on letter count as an indication of word length.

4.6.
Exercises using sound

GapKit allows you to attach a sound file or series of sound files to any gap or series of gaps. The sound file may be short, e.g. a single word or sentence, which helps the student identify what is missing in the gap, or it may be a longer text. Thus it is possible to create a range of exercises exploiting sound, for example:


Dictation exercises in which the student is required to listen to a text broken up into short phrases and type in what he/she hears.


Listening comprehension exercises in which the student is required to listen to a short text and then answer a series of questions.


Completion exercises in which the student only has to fill in selected words. The spoken text may be in the form of prose, poetry, dialogue or even a song.


Exercises using sound may also be combined with exercises using pictures. For example, the student may be required to listen to three different spoken words or phrases and then correctly identify the one that describes a picture of an object or an activity.

Example: An example of a dictation exercise is stored on the distribution disk as ACE209A.GK. The full text of the exercise screen follows:

Fun with Arc-en-ciel 2

Unit 9A

This is a dictation exercise. Select the phrase or sentence you wish to try by clicking on the red square. Then click on the Listen button at the right of the screen to hear the recording.

There are several names that you will hear in this exercise:

Patrick, Jean, Sophie, Katya, Sarah, Nabila, Abidjan.

The speaker is a young man from the Marseilles area.

C'est dimanche. Patrick est chez Jean. Il s'ennuie, mais Jean ne s'ennuie pas. Il aime le dimanche. Il se lève à midi, il s'installe devant la télé et puis il se couche. Jean appelle Sophie. Elle est avec Katya at Sarah. Alors, les garçons passent chez elle. Sophie et Nabila s'entendent bien maintenant, mais elles sont un peu jalouses l'une de l'autre. Aujourd'hui, les copains ne veulent pas aller à la piscine, et ils ne veulent pas jouer aux échecs. Les garçons se disputent, mais tout le monde s'amuse. Nabila est contente. D'habitude, le dimanche à Abidjan, elle s'ennuie.

This text and the accompanying sound recording are taken from Camsoft's publication Fun with Arc-en-ciel 2 by David Buckland.
Tip
Sound recordings have to be stored in WAV format. You can make your own recordings using Windows Recorder, which is supplied with Windows as an accessory or, alternatively, use a package such as Wave Studio, which forms part of the package of software tools supplied with the SoundBlaster sound card. Recordings can be made with a standard 600 Ohm microphone or, alternatively, you can transfer existing recordings from an audiocassette recorder to you computer by connecting it to the appropriate socket in your soundcard. Your soundcard's manual will contain full instructions on how to do this.

4.7.
Exercises using pictures

A picture clue is a useful aid to enable the student to identify what is missing in a gap. A picture or series of pictures can be attached to any gap or series of gaps. Thus it is possible to create the following kinds of exercises:
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The student may be required to identify a simple graphical representation of an object by typing in a single word.


A series of pictures representing an activity may be used to give the student help in completing a gap describing that activity.


A photograph of a person may be used to create an exercise in which the student identifies his/her features, e.g. brown/blond hair, long/short nose, etc.


A town plan can be used in an exercise in which the student is asked to identify numbered buildings or streets and indicate how one gets to them by turning right, left, going straight ahead, etc.


Exercises using pictures may also be combined with exercises using sound. For example, the student may be required to look at three different pictures and then correctly identify the one that illustrates a recorded word or phrase.

Example: An example of a exercise incorporating pictures is stored on the distribution disk as ACE216A.GK. The full text of the exercise screen follows:

Fun with Arc-en-ciel 2

Unit 16A

There is a shopping list in this text! Using the pictures to help you, fill in the missing items. First, click on the red square that conceals the missing item and then click on the Picture button at the right of the screen in order to help you fill in the missing item. Note that you do not need to type plural forms as the 's' has already been inserted for you.

A cinq heures et demie du matin, Patrick, Jean et Monsieur Thireau vont au marché. Monsieur Thireau veut du poisson. Alors, il achète des langoustines, des crevettes grises, des sardines et un saumon. Puis il prend des tomates, des oignons, des salades, des champignons, des choux-fleurs, du raisin blanc, des oranges, des pommes et des citrons. Jean et fatigué. Il s'est couché à minuit et il s'est levé à cinq heures moins le quart. Dans la boulangerie, Jean et Patrick parlent de Sophie. Elle part en Côte d'Ivoire, mains elle n'a pas dit ça à Monsieur Thireau!

This text in this exercise has been taken from Camsoft's publication Fun with Arc-en-ciel 2 by David Buckland.

Tip
Pictures in GapKit have to fit into a perfect square. The size of the square does not really matter, but 300 x 300 pixels is a reasonable size to work with. When you prepare a picture for GapKit you should use a proprietary graphics package such as CorelDraw, Windows Paintbrush or Paint Box Pro. Windows Paintbrush is supplied with Windows and full instructions will be found in your Windows manual. Using a graphics package, you must crop your picture to fit into a square, or you can draw a square round your picture to form a frame. You then save the cropped or framed picture in BMP or DIB format. Collections of ready-made pictures are supplied with CorelDraw and are also available on CD-ROM from a variety of sources.

5.
Appendix

5.1.
Changing the Password

This section appears in the Appendix on its own page in case you wish to cut it off before handing the manual to a student.

The password in the Student's program is initially set to blank. You only need click on the OK button to gain access to the Options menu.

Follow these steps to change the password:

· Click on the Options menu. When the Password? dialogue box appears enter the current password (do not type anything when no password is set) and click on the OK button.

· Now click on Options, Change Password. When the Password? dialogue box appears, enter the current password (do not type anything if no password is set) and press <Ctrl+Enter>.

· The Password? dialogue box changes and a message box appears below. Type the new password. Note the password is case sensitive, but you can type letters and numbers. Press <Ctrl+Enter> again.

· The message in the dialogue box changes again asking you to re-enter the password. Retype the password exactly as you entered it the first time and press <Ctrl+Enter> once more.

· If you have entered the new password correctly, the message will tell you so. You can now press OK to leave the dialogue box.

· Now click on Options, Save Options to save the new password to disk.

The password is saved in a mildly encrypted form in the GKS.INI file. Should you forget the password, you can simply edit this file with Notepad and delete the line beginning with Password=. This will restore the password to its original blank state.

5.2.
Files

5.2.1.
Installation files

When you install the full GapKit program, both the Teacher's Program and the Student's Program files are installed in the directory you specify during installation, C:\GAPKIT by default. When the installation is complete, you will find the following groups of files in the GapKit default directory:

· Program. These are the two executables GKT.EXE for the Teacher's Program and GKS.EXE for the Student's Program and the registration file GKTREG.SYS
· Help. A number of *.HLP files where the first 3 letters are either GKT or GKS for the Teacher's or Student's Program respectively, followed by two letters representing the language used. For instance the help file for the Teachers' Program in English is GKTEN.HLP
· Message. A number of *.MSG files. Depending on the version you purchased, you might not have any of these files. The filename is made up in a similar manner to the help files.

· Shared library. A number of *.DLL and *.VBX files shared between the Teacher's and Student's programs.

· Ancillary. Other files not essential for the correct operation of the programs, but used for housekeeping operations, de-installation for instance.

· Sample. A number of text files (*.GK), sound clips (*.WAV) and picture files (various extensions depending on format).

· In addition, when you run the programs for the first time the configuration files GKT.INI and GKS.INI are created in the default directory for the Teacher's and Student's programs respectively.

Refer to the README file on the distribution disk or in the default directory for a complete and detailed list of files installed.

It is common practice, and indeed it is recommended by Microsoft, that all shared library files should be installed in the System directory under the Windows directory. This practice quickly leads to a system directory cluttered with possibly unwanted files. It can also lead to unexplainable program malfunctions if library files get overwritten by older versions when other products that use the same libraries are installed. Our policy is therefore not to mix the GapKit files with others and keep them all in the GapKit default directory. When GapKit installs you will find all the necessary files in its own default directory and no changes are made to any other directory or file. You should not change this setup unless you have very good reasons to do so.

5.2.2.
Moving program files

If you intend to move the Teacher's Program and/or the Student's Program from their default directory, you must do the following:

· Ensure that both programs have access to the shared libraries. In this case the simplest method is to copy or move the shared libraries to the Windows System directory.

· Place a copy of the registration file in each directory where you are moving the program files to.

· Identify the help and message files and move them to the respective directories.

· If you have already set up your favourite options and saved them to the INI files, move the configuration files to their respective directories.

· If you are also moving the exercise text, sound or picture files, amend the default directories in both the Teacher's and Student's programs and then save the new configuration back to disk.

Warning

If you have a copy controlled version of GapKit, you cannot move the Teacher's and Student's programs to two different directories. You can move them both to a different directory though using the UNINSTALL program. Study the README file for detailed instructions.

5.2.3.
Organising your files

All systems are different and we cannot give hard and fast rules on how to organise your GapKit files on your system. You can for instance put all the exercise files, the sound clips and picture files in the same directory as the program files. This is a perfectly workable solution, but it makes for a messy directory with all the files jumbled together. A better solution would be to create subdirectories below the GapKit default directory and place the exercise files there. You could for instance have a subdirectory for the text files, one for the sound clips and a third for the picture files.

If you intend to use GapKit for students of different languages, it is worth organising your exercises on a language basis. In this manner when a student uses the File Open dialogue box he/she can be presented with the correct files only. As an example, let's assume you have students of French and German. You have created or purchased several exercises in French and others in German. Several exercises have associated picture and sound files. The exercises have essentially the same content in the two languages and the picture files are therefore used in common. You could organise your files in the following manner assuming that GapKit was installed in C:\GAPKIT:
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Create four subdirectories of C:\GAPKIT, i.e. FRENCH, GERMAN, SOUND, PICTURES
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Move all the French text files to directory C:\GAPKIT\FRENCH
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Move all the German text files to directory C:\GAPKIT\GERMAN
SYMBOL 183 \f "Symbol" \s 10 \h
Move all the sound clips to directory C:\GAPKIT\SOUND
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Move all the picture files to directory C:\GAPKIT\PICTURES
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Copy GKS.INI to C:\GAPKIT\FRENCH and again to C:\GAPKIT\GERMAN
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Create a GapKit student icon with the following properties:

Description:
GapKit French

Command Line: (Target:)
GKS.EXE C:\GAPKIT\FRENCH

Working Directory: (Start in:)
C:\GAPKIT
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Create a second GapKit student icon as above, but replace FRENCH with GERMAN
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Double-click on the GapKit French icon. Click on the Options menu, enter your password, select Directories… and change the directories as follows:

Text files:
C:\GAPKIT\FRENCH

Sound files
C:\GAPKIT\SOUND

Picture files
C:\GAPKIT\PICTURES
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Click on OK and then select Options, Save Options. The new configuration will be saved to GKS.INI in the C:\GAPKIT\FRENCH directory.
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Exit the Student's Program.
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Double click on the GapKit German icon and repeat the above steps but select C:\GAPKIT\GERMAN for the textfiles directory.

When the students start the program from the GapKit French icon, they will be offered only the French exercises. Similarly the students of German will be presented with their own files only when they start the program from the GapKit German icon.

We have put all the sound files in the same directory as this will not cause any confusion to the students. They are never presented with a sound file name. The process is totally transparent and they need not even know that separate sound files exist. Although this is fine for the students, you still have to make a choice amongst many sound and picture files when you assign them to gaps in the Teacher's Program. If you end up with too many files you can split them in several directories and set the new directories accordingly both in your program and the Student's one. You must ensure that when you define the sound and picture directories in the two programs, you select the ones that correspond to the exercises in the text directory.

5.3.
Network tips and tricks

Please read thoroughly the previous section to get a good understanding of the files that make up GapKit and some suggestions on how best to organise them on your machine. It is most likely that the standard installation will not be suitable to your network and you will have to reorganise the files to suit your particular network set-up.

5.3.1.
Access rights

GapKit is very flexible and it allows you to have any number of preset configurations to suit all installations. The greatest cause of problems on networks is access rights. The installation and configuration of GapKit should be carried out by the network administrator with full read-write access rights. When this task is completed the network should offer the following rights:

· Students: The students only need read rights to all areas where GapKit files are located. They never have to write anything back to disk as all the work is carried out in the real of virtual memory of their machine. The network must of course offer the students the ability to run executable programs from the area where the program files are located. Some RM networks are particularly inflexible and sometime are set up to prevent the activation of executable programs from particular areas. If you recognise this problem, ensure you load the GapKit program files in a different area. The only executable that the students need access to is GKS.EXE.

· Teachers: If teachers want to create or amend exercises, they will need read-write access to the areas where the exercises are stored. Alternatively they could work in their private area and the network administrator could move the completed exercises later on. This is, of course, a more cumbersome solution that should be avoided if at all possible. The Teacher's Program GKT.EXE may write to its configuration file GKT.INI when the program is closed if certain configuration parameters have been changed in that session. This feature can be disabled through the Options menu. See 3.1.4.6.

5.3.2.
No limit to the number of INI files

Much of GapKit's flexibility derives from its ability to be started from different configuration files *.INI. This area is comprehensively discussed throughout this manual and in greater detail in section 5.2.3 above. The configuration file not only stores document and program defaults, but it also knows where the exercise files and associated sound and picture files are to be found. You can tell GapKit on the command line where to look for a particular configuration file and you can therefore have as many configuration files as necessary, both for the Teacher's and the Student's programs. The only limitation is that you cannot change the names of these files, they must be named GKT.INI for the Teacher's Program and GKS.INI for the Student's program. You must consequently place different versions in different directories. In reality this is not much of a limitation as you probably want to associate each INI file with each type of exercise and you will want to group such exercises in their own directory.

You can create a number of INI files very quickly by following this procedure:

· First ensure you have created all the directories where you will want to put the INI files, both for the Student's Program and the Teacher's Program.

· Start the Teacher's Program and set all the options you require through the Options menu. Set the size of the program window and its position on the screen.

· Finally, click on Options, Directories… and set the default directories for the first group of exercises. As this program will be used by the teachers, the directory names must be as seen by the users when logged on as the teachers who will be using/creating this group of exercises. They must not be as seen by the administrator or other users.

· Without leaving the GapKit switch to File Manager, or the Explorer and move the GKT.INI file just created to the directory appropriate for this first group of exercises.

· Switch back to GapKit, click on Options, Directories… and set the default directories for the next group of exercises.

· Click OK and then again on Options, Save Options Now. This saves a new version of the INI file.

· Switch back to File Manager, or the Explorer and move the new GKT.INI to the directory appropriate for this next group of exercises.

· Continue in this manner until you have created all the necessary versions of GKT.INI
· Close the Teacher's Program and start the Student's Program.

· Again select the required window size and position, and all the options from the Options menu you want.

· Finally click on Options, Directories… and set the default directories for the first group of exercises. As this program will be used by the students, the directory names must be as seen by the students who will be using this group of exercises. They must not be as seen by the administrator, teachers or other users.

· Switch back to File Manager, or the Explorer and move the new GKS.INI to the directory appropriate for the first group of exercises.

· Repeat the process for all other INI files.

5.3.3.
Beware of drive and directory mapping

If GapKit cannot find its files or the exercise files when started by a user and is fine when you are logged on as the administrator, the problem is invariably due to the logical mapping of drive and directories.

You as the administrator might well see the physical directory where GapKit is installed as M:\PUBLIC\GAPKIT but the students might see its logical name only of P:\GAPKIT for example. Do not enter the physical name of directories in the GapKit settings. Use instead the logical mapping as seen by the user who will be accessing that particular configuration.

We cannot stress enough the importance of logical mapping. The number of hot line support calls we get where the user has surrendered over this simple concept is witness that it is not as simple as it sounds. Think of it this way: if the user cannot see a directory in File Manger, then neither can a program. If you tell GapKit to look for files in M:\PUBLIC\GAPKIT\FRENCH it will never find them because the directory does not exist when you are logged on as a user.

5.4.
Troubleshooting

Using a computer requires essential training. No one should attempt to use computer software without having attended a basic training course.

All users of GapKit should be familiar with using Windows, especially the three programs Write, Sound Recorder and Paintbrush.

The software user should work through the following check-list before assuming that our software is at fault and sending it back to us. It is very frustrating checking returned software only to find that it is error-free and that the fault is due to a lack of basic computer awareness on the part of the user or is due to the way in which the user's software or hardware is set up. If our software is at fault we will of course replace it free of charge or offer a full refund.

This list is based on genuine telephone enquiries which we have had to deal with. Most of these problems could have been solved by a little thought, by reading our instructions or by consulting a computer manual or hardware technician.


Is your computer switched on? Have you switched on all the separate parts: computer, screen, disk-drive, printer? Don't forget to check the mains connections and fuses!


Have you read the GapKit manual carefully? Reading the manual is quicker and cheaper than phoning us.


Have you read your computer's manual carefully? Many problems arise simply because the user is not fully conversant with the operation of his/her own computer.


When you attempted to install the software did you insert the distribution disk the right way up and the right way round? The label must point towards the ceiling and the read slot must point forward.


Have you had your floppy disk drive checked recently? Installation problems often arise due to floppy disk drives being misaligned or damaged. Try installing the software on another computer. If it works, then you need to call in a technician to check the offending drive.


Have you checked that there is actually data on our disk? We do send out the occasional blank or bad disk: profuse apologies, you get a free replacement. It is also not unknown for our users to use backup, copy or formatting commands incorrectly and manage to wipe the data our distribution disk. You should, of course, write-protect your distribution disk by covering the write-protect slot on our distribution disk.


Do you have a virus protection program on your computer? We have three different ones on ours, and all our disks are checked with all three. This may sound neurotic, but we found one virus that was detected by only of the virus programs - the most recent one. Viruses play havoc with computers, and suspect behaviour should be checked immediately. We have a drawer full of disks sent back by customers that have been contaminated by viruses on their own machines.


Unlucky! No software is bug-free. If you have checked through the above list and found that something is still wrong, get in touch with us. But first note down precisely what you did when the problem arose and copy down exactly the error message that appeared on screen. Note down what hardware configuration you have, including the name and model number of the computer, monitor, drive and printer and details of any supplementary chips and cards that are fitted in your computer. This will help us identify the problem. But we may have to admit defeat if we cannot replicate the problem ourselves. If so, we will refund your money.

If you need technical support on the use of GapKit, please contact Marco Bruzzone on Tel 0181 974 6851 or Fax 0181 974 6845. When you telephone please be prepared to give details of the type of computer you are working on. Ideally you should be sitting at the keyboard with the computer switched on, and then it is usually possible to talk you through the problem and solve it on the spot.
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