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Important Health Warning About Playing Video
Games

A very small percentage of people may experience a seizure when exposed to
certain visual images, including flashing lights or patterns that may appear in video
games. Even people who have no history of seizures or epilepsy may have an
undiagnosed condition that can cause these “photosensitive epileptic seizures” while
watching video games.

These seizures may have a variety of symptoms, including light-headedness, altered
vision, eye or face twitching, jerking or shaking of arms or legs, disorientation,
confusion, or momentary loss of awareness. Seizures may also cause loss of
consciousness or convulsions that can lead to injury from falling down or striking
nearby objects.

Immediately stop playing and consult a doctor if you experience any of these
symptoms. Parents should watch for or ask their children about the above
symptoms — children and teenagers are more likely than adults to experience these
seizures. The risk of photosensitive epileptic seizures may be reduced by taking the
following precautions: Sit further from the screen; use a smaller screen; play in a
well-lit room; and do not play when you are drowsy or fatigued.

If you or any of your relatives have a history of seizures or epilepsy, consult a doctor
before playing.

About This Manual

This manual has been written for the Home, Tutor and Network editions of Steps.
With the exception of the install instructions, it has been written under the
assumption that you have just opened Steps and are looking at the login screen.
Pictures may have red squares to emphasise where mentioned buttons or menus
may be. If you download any updates for Steps online then please also download
the latest manual from www.learningstaircase.co.nz/steps/manual.pdf

System Requirements

These requirements are a rough guide. Because every computer has a different
hardware and software setup, we cannot guarantee that it will work correctly on your
computer. Please contact us if you have any queries regarding compatibility.

Processor 1.5 GHz
RAM 512 MB
Harddrive space About 400 MB
Operating System XP (Home/Pro), Vista (All), Win7 (all)
0SX 10.4, 10.5, and 10.6.
Graphics OpenGL 2.0 Graphics Card with at least 16 MB RAM.
CD ROM drive CD required for running the Home and Tutor editions of

Steps. CD required for install of all 3 editions.
Sound card required.

Please note on Vista and Windows 7 it is also required that speakers or a headset be plugged in to
run.




Steps Manual

Network Edition Installation Instructions
Demo disks cannot access the shared databases.

Server Installation

Create a new folder on your server. Share the new folder with read/write/modify
access for every user/group that will be using it. Do NOT run the Steps program
from the server, this will cause loading times of 5min+ and is generally unstable.
Only the database should be stored on your server.

Windows XP Sharing Windows Vista/ Windows 7 Sharing

Choose people to share with

el

database Properties

(& énara‘\.l Sharing | Customize

Lacal sharing and security

7 1@ To share this folder with other users of this computer
_J‘! anly, drag it to the Shared Documents folder.

Ta make this folder and its subfolders private so that

Pecple without a user account and password for this computer can access files you share with everyone.
only you have access. select the following check box, P P P ¥ g

To change this setting, use the Network and Sharing Center.

ake this folde

= private

- Add

Metwark sharing and security
Tao share this folder with both network, users and other
uszers of thiz computer, select the first check box below
and type a share name.,

Permission Level
Owner *
Share this falder on the netwark Co-owner ¥

Share name: ‘datahase ‘

Allows network users to change my files M
Lear more about sharing and security.

jg ‘windows Firewall is configured to allow this folder to be shared
with ather computers on the netwark.

Wiew pour Windous Firewall settings

Tell me about different ways to share in Windows.

ok H Cancel ][ Lpply

Ubuntu (Linux) Sharing

i For Mac file sharing, consult these articles:
10.4:
http://support.apple.com/kb/HT1812

_ . 10.5 and above:
e (R http://support.apple.com/kb/HT1549

[ Allow other people to write in this folder

Comment: [ ]

M Guest access [for people without a user account)




PC Client Installation
Place the installation disk in your CD ROM drive.

o 0k~ wbdhpE

Open My Computer.

Open the CD drive.

Run Steps_installer.exe.

Follow the onscreen instructions.

Once the installer is complete, you will find a shortcut to Steps and the
manual on your desktop.

Steps_installer.exe Running the installer

Mac Client Installation

1.

a bk~ DN

Place the installation disk in your CD ROM drive.

Open Steps_CD from the desktop.

Run Steps_installer.pkg.

Follow the onscreen instructions.

Once the installer is complete, you will find Steps.app inside the Applications
folder.

Steps_installer.pkg Running the installer

Technical note: The installer places files in the Applications folder as well as in
[Library/Application Support/Learning Staircase/Steps/. The program will initially
need to be run by a user that has write access to these files.




Permissions

The client can be run with only read permissions, however, doing this will prevent
the updater from updating (see “Patching”). The database requires
read/write/modify permissions.

Client First Run

When the client is first run you will see a screen similar to figure 1.2. This is where
you tell Steps where the database is. If you have set one up on your server then

enter in the network path to the database e.g.

Figure 1.2 — First run
\\servername\steps_database\

x:\steps_database\
/Volumes/steps_database/

Mac users will need to mount the volume before
doing this.

Press ‘Test’ to see if Steps can find the database.
Once you have found it, push ‘Continue’ to move
on.

‘Reset’ will replace whatever you've typed into the
path with the default value.

If you are not using a shared database then push ‘Run Locally’.

Technical note: It doesn’t matter where or what you store the Steps database on, if
you can reach it with + R (Run dialogue) then it can be typed into the database
path.

Technical note2: Steps requires write access to ‘database_path.txt’ to save the path
to the database. If this is not possible then you can manually change that file.

For Mac, you will find that file in:

[Library/Application Support/Learning Staircase/Steps/database_path.txt

For PC, you will find that file next to Steps.exe wherever you installed Steps.

Licence Code

This is where you enter in the license details written on the inside of the CD case (or
email, if you have renewed). To change box you can ether click in it or press the tab
key. The blinking bar indicates which box is active. Figure 2 — License code entry

Once you have entered in all of the
information, a ‘Test’ button will appear. Click
the ‘Test’ button. A green tick means the code
is valid. A red cross means the code was
entered incorrectly. The word ‘Expired’ means
ether the code is expired or the date on your
computer is set incorrectly. If a green tick is
showing then the ‘Continue’ button will become
active. Push ‘Continue’ to move on.

The ‘Clear’ button removes all the information
from the boxes.
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Home and Tutor Edition Installation Instructions

PC

o 0k w b ke

Mac

a s wbdh ke

Place the installation disk in your CD ROM drive.

Open My Computer

Open the CD drive

Run Steps_installer.exe

Follow the onscreen instructions.

Once the installer is complete, you will find a shortcut to Steps on your
desktop.

Steps_installer.exe Running the installer

Place the installation disk in your CD ROM drive.
Open Steps_CD from the desktop.

Run Steps_installer.pkg.

Follow the onscreen instructions.

Once the installer is complete, you will find Steps.app inside the Applications
folder.

Steps_installer.pkg Running the installer




Setting Up Users

Network and Tutor Edition

1.

Click ‘Admin’ and enter your password (see figure
4.1). If you have not changed the password yet
then the default password is ‘steps’. Press ‘OK’ to
continue.

. Click ‘Add student’. Enter in a name. If you wish

to give the user a password, enter it into the
‘Student password’ field.

The tick boxes let the student access different
sections. See figure 4.2.

Click ‘Create’.

4. Click ‘Back’

You will now see your student on the login screen.

Technical Note: You can by-pass a student’s password
using the admin password.

Home Edition

Navigate to an empty slot. You can do this by clicking on one of the five large
blue bars. If you have just installed Steps then every slot is empty.
Note: If there are no free slots then please refer to the section on deleting

1.

students.

2. Click ‘Create’ (See figure 5.1).
3. Enter the student’s name.

Figure 4.1 — Log into Admin

Figure 4.2 — Create Student

4. Choose an avatar by left clicking on one of the pictures on the left (See figure
5.2). Once you have chosen an avatar, you will see it appear in the blue bar.

Click ‘Accept’.

Figure 5.1 — Create Student Figure 5.2 — Choosing an avatar




Logging In

Network and TUtor Edltlon Figure 6 — Choosing a student
For this example, we will log into “Test Student”.
1. Find the student you want to log into in
the table called ‘Students’. If they are
assigned to a class then you may click on
the class name first (in the table called
‘Classes’).

2. Click on the student’s name.

3. Click ‘Yes! to login. Alternatively, if you
wish to choose a different student, then
click on the red cross.

Note: If the student has a password then you will have to enter that too (or the admin
password to override).

Home Edition
For this example, we will log into “Test Student”.

1. You will see 5 large blue bars on your screen. Click on the blue bar with the
student’s name that you wish to log into and it will rotate and become active
(see figure 7.1).

2. Click ‘Login’ (see figure 7.2)

Figure 7.1 — Choosing a student Figure 7.2 — Logging in




Section Selection
Steps is split into two distinct sections.

Figure 8.1 — Choosing a section

General
This option allows the student to play any game/activity using any wordlist. There is
also the option to create and record your own wordlists.

Courses

Here you will find the content that matches up with the workbook courses First Steps
and Steps to Literacy. The progression is the same, including the same wordlists as
the books, as well as additional revision units which practise the words the student
has made the most errors on.

Click on the ‘Courses’ button to choose which course you’'d like to use (see figure
8.2). The bars underneath the book names keep track of the students progress.

Figure 8.2 — Choosing a course

The ‘Schonell Spelling Test’ is explained in more detail later on in the manual. It
contains both the A and B Schonell spelling test lists and can accurately determine
spelling age.




General

The ‘General’ section (see figure 9.1.1) consists of two

main screens; the ‘Choose Wordlist’ screen (see figure
9.1.2), and the ‘General’ screen (see figure 9.1.3). When
you first open the ‘General’ section you will be presented
with a choice of wordlists. Once you have chosen the
wordlist, you can continue on to the ‘General’ screen where
you can work through activities relevant to that list. The
following few pages will describe in detail all of the elements

of both screens.
Figure 9.1.2 — Choose Wordlist screen

Figure 9.1.3 — General screen

Figure 9.1.1 —

General section button

General




Choose Wordlist
Instructions for finding this menu:

1. Login.
2. Enter the ‘General’ section.
3. Click on ‘Choose word list’

Figure 9.4 shows the ‘Choose Wordlist’
screen when you first open it. Your
current wordlist is already found for you.

The ‘Wordlists’ list shows all of the major
categories of wordlists. Often categories
will contain even more categories. Figure
9.5 shows a few categories open. The
blue text represents a category and the
black text represents a wordlist. To open
or close a category, left click on it.

If you left click on a wordlist, it will show
up in the ‘Selected’ list.

The ‘Current’ list shows you the wordlist
that you are currently using.

Once you have found a list that you would
like to use, press the ‘Use this wordlist’
button (see figure 9.6).

Note: This is where you find the personal
and administrator wordlists. They are the
bottom two categories. They will only
appear once you have made a personal
or administrator wordlist.

The ‘Search’ button allows you to search
for wordlists, words, and word patterns.
See the next page for instructions on how
to use the ‘Search’ menu.

Figure 9.4 — Choose Wordlist screen

Figure 9.5 — Choose Wordlist screen

Figure 9.6 — Choose Wordlist screen




Figure 9.1 — General

General

Steps Manual

The ‘General’ section is designed to let you use any list you like with any compatible
game. lts layout is slightly different to ‘Steps to Literacy’ and ‘First Steps’ because it

does not have books and chapters.
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Search
Instructions for finding this menu:

1. Login.

2. Enter the ‘General’ section.
3. Click on ‘Choose word list’
4. Click on ‘Search’

Figure 9.7 shows the ‘Search’ screen when
you first open it.

The ‘Search’ menu allows you to search for
any kind of letter pattern or word throughout
every list in Steps.

To make a search, simply type in the word or
letter pattern into the button in the bottom left
of the screen (see figure 9.8) and click
‘Search’. The left column contains the
names of wordlists that match your search.
The middle column contains the words that
match your search. Written next to them are
the wordlists they were found in.

Left click on a word or a wordlist to select it.
You will see the list you've selected in the
right column. Click ‘Use this wordlist’ once
you’re happy with your selection (see figure
9.9).

Figure 9.7 — Search screen

Figure 9.8 — Making a search

Figure 9.9 — Selecting the list
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Figure 9.2 — Steps to Literacy

Steps to Literacy

This section contains all of the wordlists in the Steps to Literacy workbooks.
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These are all of the chapters of the currently selected work book. Click A or B to
activate the A or B list for that chapter. The ‘R’ represents a revision wordlist. The
revision wordlists contain the words that the student has made the most errors on.
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Figure 9.3 — First Steps

First Steps
This section contains all of the wordlists in the First Steps workbooks.
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These are all of the chapters of the currently selected work book. The ‘R’ represents
a revision wordlist. The revision wordlists contain the words that the student has

made the most errors on.
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Network and Tutor Admin Menu

From the Login screen, click ‘Admin’ and enter your
password (see figure 4.1). If you have not changed the
password yet then the default password is ‘steps’. Press
‘OK’ to continue. From the rest of this section, the
instructions will be written as if you are looking at the
Admin menu, page 1.

Managing Students

This section covers the functions of everything inside the
red box of figure 10.1. Most of the buttons will likely be
grey until you select a student or class.

Add student

1. Click ‘Add student’. Enter in a name. If you wish
to give the user a password, enter it into the
‘Password’ field.

The tick boxes let the student access different
sections. See figure 4.2.

2. Click ‘Create’.

Delete Student
1. Left click on a student’s name to select them.

2. Left click on the ‘Delete Student’ button (see figure
10.2).

3. Click ‘Yes!’ to delete, or ‘No!’ to cancel.

You cannot undo deleting a student so be careful.
Deleting a student means deleting their logs and
wordlists too.

Student Properties
1. Left click on a student’s name to select them.

2. Left click on the ‘Student properties’ button (see
figure 10.3).

3. You may change the student’s name (as long as
the new name isn’t already taken), their password,
and their access to each section.

4. Click ‘OK’ to accept the changes, or press the red
cross to discard the changes.

Figure 4.1 — Log into Admin

Figure 10.1 — Student Management

Figure 10.2 — Remove Student

Figure 10.3 — Modify Student




View records
1. Left click on a student’s name to select them.

2. Left click on the ‘View records’ button (see figure
10.4).

On the left is a table called ‘Sessions’ which lists every
session played (see figure 10.5). The results from every
completed game/activity are bundled together into a
single session for every day.

On the right is a table that contains the selected
sessions. As you can see, none have been selected so
far. Left click on a session’s date to switch it on or off.
As you switch a session, you'll see the table on the right
update. Figure 10.6 shows both sessions selected.

Listed below are the fields and what they show.

Time: The time in 24-hour that they started

the activity.
Game: The name of the game/activity played.
List: The wordlist played.
Time: Time taken to complete the activity/game.
Score: Not applicable for most activities.

Sometimes this field is used to show
unique settings for the played
game/activity.

Errors : Total errors made. This includes repeat
errors on the same word. Lists all words
that mistakes were made on.

Print records

This option is in the ‘Student Logs’ screen (see figure
10.7). Please follow the steps for ‘View records’ to find
the button.

The ‘Print records’ button will create a print-able report
based on the selected sessions. In this picture, 2
sessions are selected. The report is created and
displayed like a website. To print it, click ‘File’ and then
go down to ‘Print..."” (see figure 10.8).

Note: The ‘File’ and ‘Print...” buttons will look different
depending on your operating system.

Note for Vista users: You may have to push ‘Alt’ to see
this menu when looking at the report.

Figure 10.4 — View Records

Figure 10.5 — View Records Screen

Figure 10.6 — Selected sessions

Figure 10.7 — Print Selection button

Figure 10.8 — Printable Report




Wordlists

This allows you to create custom wordlists for the
currently selected student. You may use these lists
under the ‘General’ section. Click on the ‘Wordlists’
button under the Admin page 1 menu (see figure 10.9).

A freshly created student will have no wordlists made for
it SO you can expect to see a screen like figure 10.10.

To create a new wordlist, click on the button ‘Add New
Wordlist'. It will pop up a window asking for the name of
the list (see figure 10.11). Enter a name for the list and
then press ‘OK’.

To add a word, click on the first free box under the
‘Words’ column. The box will turn white and the cursor
will blink to show it is active. Type in the word then press
‘OK’ or push the enter key to add the word. Repeat this
process until you have entered in all of the words you
want.

The ‘Sentences’ column will display a sentence for the
word it is next to if there is one available. Sentences that
come with Steps are written in grey, and cannot be
modified. You may add your own sentence for words
that are not in Steps yet. This is useful for activities like
‘Choose the word’ that require the student to place the
correct word inside the sentence. You do not have to
enter in a sentence for each word, but it is
recommended.

Words or sentences that have a red background don’t yet
have recordings. If a sentence is written for the word
then you will be able to record that too using the same
button.

To record a word, click the ‘Record’ (or ‘Rerecord’)
button. When the Steps Sound Recorder (see figure
10.13) pops up, press the ‘Record’ button on it and speak
the word. Once you have pressed ‘Record’, it will turn
into a ‘Stop’ button. Press ‘Stop’ immediately after you
have spoken the word. You may listen to the word by
pressing the ‘Play’ button. Once you are happy with your
recording, press ‘Save’ and close the Steps Sound
recorder.

You may choose to add any word you want into Steps,
even incorrectly spelt words so be careful!

Note: You cannot record over words that we have
supplied you with.

Figure 10.9 — Wordlists button

Figure 10.10 — Wordlists screen

Figure 10.11 — Enter wordlist name

Figure 10.12 — Creating a wordlist

Figure 10.13 — Recording

Current word:

instantar.cously

Record @




This word is in the Steps database and therefore has a predefined sentence and
recording. Nether the sentence or the recording can be changed.

This word is not in the Steps database and has shown up red to show it hasn’t got a
recording. A sentence has not yet been entered for this word. The user can push
the red ‘Record’ button to record a sound for the word.

This word is not in the Steps database and has shown up red to show it hasn't got a
recording. A sentence has been added for it, which also does not have a recording
yet. The user can push the red ‘Record’ button to record sounds for the sentence
and the word.

This word is not in the Steps database. It has a white background to show that the
user has made a recording for it. The user has also written a sentence for that word,
which also has a recording for it. The user can push the green ‘Re-record’ button to
re-record the sounds for the sentence and the word.

You can right click on the white bars and the word/sentence will be read out.

Admin wordlists

The steps involved in managing admin wordlists are exactly the same as with normal
wordlists. See the above section on ‘Wordlists’ for the full instructions.

The only difference is that the Admin wordlists are available for every student to play
whereas a student’s wordlist is only accessible by that student.




Managing Classes

This section covers the functions of everything inside the
red box of figure 11.1. Most of the buttons will likely be
grey until you select a student or class.

Classes simply make it easier to find a student when
logging in. Once a student is enrolled in a class, you can
click on the class name at the Login screen and see a list
of only the students currently in that class.

Add class
1. Click ‘Add class’.

2. Type in the name of the class you wish to create
(see figure 11.2).

3. Click ‘Create’.

Remove class

1. Select the class you wish to delete inside the
‘Class’ table by left clicking on it.

2. Click ‘Remove class’ (see figure 11.3).

3. Click ‘Yes!’ to remove the class. Click ‘No!’ to
cancel.

Any students inside the class when it gets deleted are
automatically removed from the class before its deletion.

Rename class

1. Select the class you wish to rename inside the
‘Class’ table by left clicking on it.

2. Click ‘Rename class’ (see figure 11.4).
3. Type in the new name.
4. Press ‘OK'.

Enrol student

1. Select the class you wish the student to be
enrolled in from the ‘Class’ table by left clicking on
it.

2. Select the student you wish to enrol from the
‘Students’ table by left clicking on them.

3. Left click on ‘Enrol student’ (see figure 11.5).

This will only work if the student isn’t already enrolled in
another class. If they are enrolled in another class then
an error will pop up and tell you which class they are in.

Figure 11.1 — Classes management

Figure 11.2 — Creating a class

Figure 11.3 — Removing a class

Figure 11.4 — Renaming a class

Figure 11.5 — Enrolling a student




Remove student

This button is for removing a student from a Figure 11.6 — Removing a student
class. This will not delete the student.

1. Select a class from the ‘Class’ table
using the left click.

2. Select a student from the table ‘Class
contents’ using the left click.

3. Click the ‘Remove student’ button on
the right hand side of the screen (see
figure 11.5).

View records

This button does the same thing as the other

‘View records’ button, only it does it for the

student selected in the ‘Class contents’ table. See the earlier entry on ‘View records
for instructions.

Wordlists

This button does the same thing as the other ‘Wordlists’ button, only it does it for the
student selected in the ‘Class contents’ table. See the earlier entry on ‘Wordlists’ for
instructions.

|mp0rt students Figure 11.7 — Import students button

This function is a handy way to merge
databases, copy students to other computers,
or restore a corrupted groups_data.data file
(the file that stores a master list of students).

You can even use it to transfer students from
one Edition of Steps to another (e.g. from
Home to Network).

Inside the Steps database you’ll notice a lot
of files with students names on them followed
by “ preferences.data” (displayed as Settings
in the picture), “_log.data”, “_medals.data”,
and “_wordlists.data”. All of these 4 files

make up a single student. Figure 11.8 — Import students

In this example | took all of the files for ‘Dave’
from another computer and placed it in the
example database. The ‘Scan’ button scans
the database for any student files that are not
yet added to the master list. As you can see
in figure 11.8, it has picked up all 4 of ‘Dave’s
files.

Click the ‘Import’ button to permanently add
the ticked students to the master list.




Admin Page 2

The following images are taken using the Network edition. The Tutor edition does
not have the Licence Code or the Database path settings.

Admin Password

The default Admin password is ‘steps’. To set a new password, click inside the
darker blue box and type a new one (see figure 12.2). Press ‘Set’ to apply the
change of password.

Technical note: The administrator password is kept in a separate encrypted file
called ‘admin_data.data’. You can find this file inside the database folder on the
server (or client PC if you aren’t sharing a database). If you delete this file, it will
reset the password and automatically get recreated again as ‘steps’. Doing this will
not change any student data/records.

Figure 12.1 — Admin Password settings Figure 12.2 — Admin Password being changed

BaCkUp Figure 12.3 — Backup menu

To backup, simply click the ‘Backup’ button
(see figure 12.3). To restore from the most
recent backup, click the ‘Restore’ button. A
confirmation box will pop up after the
backup or restore is complete.

Technical note: The backup files are placed in a folder called ‘backup’ inside the
database folder. Every time you press ‘Backup’ it just rewrites the saved files so it
would be a good idea to make a copy of the database for enhanced protection. The
backup script copies everything inside the database folder (excluding the backup
folder, of course) so all recorded sounds get backed up too.

Licence Code (Network edition only)

Place the licence information that we provided
you into the Licence Code boxes. lItis
important that your write in the institution name
and code exactly as they have been given to
you otherwise they won't be accepted. If you
have purchased a newer code and the old one
hasn't expired yet then you can press ‘Clear’
and type a new one in.

Figure 12.4 — Page 2 of Admin menu

Once you have filled in all 4 boxes, a ‘try’
button will appear. Press the ‘try’ button. A
green tick will appear if the code is valid. Click
‘Save’ to save the changes you have made.




Database Path (Network edition only)

Steps can be run over a network or locally. To run it locally on a PC, type in
‘database\’ and click ‘Save’. To run it locally on a Mac, type in ‘/Library/Application
Support/Learning Staircase/Steps/database/’ and click ‘Save’.

To run Steps over a network, enter in the full network path (e.g.
\\server\steps_database\) of a network share that has read, write, and modify
access. Click ‘Test’ to find out if the path entered is accessible and if a Steps
database is there to access. If it is accessible but no Steps database is present then
you will be asked if you would like a new one to be created. Once you are happy
with the database location, click ‘Save’.

Note: The ‘Save’ button will be grey if the path isn’t suitable or if you've already
saved.

Technical Note: This works with current working directories, so keep that in mind
when creating shortcuts.

Technical Note2: Windows is nice enough to work with both directions of slashes for
the database and sound (‘/’ and ‘\") but not for the print report function. This is a
known bug and we are still figuring out a way to solve it so for now, use only
backwards slashes (‘\) for the path.

Figure 12.5 — Database Path




Home Administration

The Home edition does not have an Admin menu so we’ve placed the ‘Records’ and
‘Wordlists’ button on the login screen. You can see a picture of the buttons lower
down the page.

Add student

1. Navigate to an empty slot. You can do this by clicking on one of the five large
blue bars. If you have just installed Steps then every slot is empty.
Note: If there are no free slots then please refer to the section on deleting
students.

2. Click ‘Create’ (See figure 13.1).
3. Enter the student’s name.

4. Choose an avatar by left clicking on one of the pictures on the left (See figure
13.2). Once you have chosen an avatar, you will see it appear in the blue
bar.

5. Click ‘Accept’.

Figure 13.1 — Create Student Figure 13.2 — Choosing an avatar

Records Figure 14 — Records button

1. Navigate to the student you want to see
the records of. You can do this by clicking
on the large blue bar with the students
name on it.

2. Click on the button ‘Records’ (see figure
14).

3. See the ‘View Records’ section on page
21.




Wordlists

. i Figure 15 — Wordlists button
1. Navigate to the student you want to edit

the wordlists of. You can do this by
clicking on the large blue bar with the
students name on it.

2. Click on the button ‘Wordlists’ (see figure
15).

3. See the ‘Wordlists’ section on page 22.

Edit student

1. Navigate to the student you want to. You can do this by clicking on the large
blue bar with the students name on it.

2. Click on the button ‘Edit’ (see figure 16.1).

3. You may change the name and avatar (picture) here if you wish. To change
the name, delete the current name and type a new one in. To change the
avatar, click on a new one from the selection on the left.

4. Click ‘Accept’ to save your changes or ‘Cancel’ to discard all changes (see
figure 16.2).

Figure 16.1 — Edit button Figure 16.2 — Editing a student

Delete student

1. Navigate to the student you want to. You can do this by clicking on the large
blue bar with the students name on it.

2. Click on the red button ‘Del’ (see figure 17).
3. Press ‘Accept’ to delete. Press ‘Cancel’ to cancel.

You cannot undo deleting a student so be careful. Deleting a student means
deleting their logs and wordlists too.




Activities

This section describes in detail every activity in Steps. You can find these activities
inside the ‘General’, ‘Steps to Literacy’, and ‘First Steps’ sections. The results of the
activity get logged. Depending on how well the student did, they will be awarded a
medal at the end of the activity (see figure 16.4).

Gold — All correct

Silver — Less than 3 mistakes
Bronze — Less than 9 mistakes
Tick — 9 or more mistakes

Most of the activities will have a button with an ear which will repeat the word if
you click it.

This button will read out the word in a sentence for help with words that have
the same sounds (e.qg. their/they’re/there).

. Every activity will have a help button. Click it to get further instructions on how
to play the activity.

Some activities will have a splash screen (see figure 16.3). A splash screen is a set
of options that you change before starting the game. These options may include
different speeds, difficulties, wordlists, etc.

Figure 16.3 — Reversals splash screen

Figure 16.4 — Gold medal

Congratulations!
You have achieved a




Find the word
This activity uses the current wordlist.

Aim:

The aim of this activity is to practice recognition of the individual words. The learner
needs to visually recognise the word holistically or be able to decode it. The learner
may need to decode the word the first few times he sees it, but it becomes part of
his sight vocabulary.

How to play:
Listen to the word spoken and find it on the screen. Left click on the word you

heard. If you got it right then it will go green momentarily and then proceed to the
next word. If you got it wrong then it will go red and give you another chance.

The game ends once the bar on the right fills up to the top.

Figure 17 — Find the word




Choose the word
This activity uses the current wordlist.

Aim:
This activity is to practise using the words in context, which involves understanding
the meaning of the word and of the complete sentence.

How to play:
Fill in the missing word in the sentence by clicking on one of the four options below.
A correct answer will light up green when clicked, a wrong one will light up red.

Hover over a word to see it placed in the sentence temporarily. Read the full
sentence and see if it makes sense.

Wordlist Requirements:
Needs at least 3 words in the wordlist to have sentences assigned to them.

Figure 18 — Choose the word




Word Flash
This activity uses the current wordlist.

Aim:

This activity practices the instant whole word recognition which is necessary for
fluent reading. The activity is purely visual because it is the visual recognition which
is being practised. The ability to read the word will be practised in the previous
activities.

How to play:

Choose the speed of the flash by adjusting the slider to ether slow, medium or fast.
The preview box below it shows the speed of the current setting. Once you are
happy with the setting, press ‘Play!".

In a random order, each word from the current wordlist will flash up and you have to
find it in the list on the left. Use the ‘Peep’ button if you need to see it again
(Pressing ‘Peep’ will add an error to your error count).

Figure 18.1 — Wordflash splash Figure 18.2 — Wordflash




Sentence Builder
This activity uses the current wordlist.

Aim:

Sentence Builder practices sequencing words
to make a sentence. This requires
sequencing skill, an awareness of syntax and
reading comprehension. ‘Clues’, such as the
capital letter at the beginning of the sentence
and the full stop at the end are left, because
the intention is to develop the learner’s ability
to recognise and use these clues.

How to play:

Re-arrange the words to make a complete,
grammatically correct and logical sentence
(see figure 19.2). You can move the words
by left-clicking and dragging them into place.

Push ‘Reset’ to place the words back where
they started. You may need to use this
button if you've accidently dragged a word off
the screen.

Push ‘OK’ to see if the sentence is correct.

If all of the words are in the right order when
you click ‘OK’ then a white bar will show up in
the middle with the finished sentence (see
figure 19.3) and the sentence will be read
out. After that, it will give you another
sentence to re-arrange.

Note: Sentences must be constructed on one
line.

Wordlist Requirements:
Needs at least 3 words in the wordlist to have
sentences assigned to them.

Figure 19.1 — Sentence Builder

Figure 19.2 — Arranged sentence

Figure 19.3 — After pressing ‘OK’




Word Search
This activity uses the current wordlist.

Aim:

Word search practises visual recognition of the words. It involves pattern
recognition and visual discrimination. Words are only presented horizontally
because there is little educational value in recognising words diagonally or vertically.

How to play:
The grid on the left contains all the words from the list on the right as well as a bunch
of random letters. Find the words from the list inside the grid.

To select a word, left click and drag from left to right over the whole word. The
letters that you are selecting show up in blue (see figure 20.1). Once you have
released the left click, the word will be highlighted in green if you got it right.

Note: If you have words that fit into other words in the same list (e.g. that and hat)
then you must find the right entries for each. Selecting the h-a-t inside t-h-a-t will not
give you a right answer.

Wordlist Requirements:
Needs at least 1 word in the wordlist to be less than 13 characters in length.

Figure 20.1 — Selecting a word Figure 20.2 — Several words found

Figure 20.3 — Pushing the print button

You can print out a worksheet with the
current word search by clicking the print
button in the top right corner (see figure
20.3). You can choose to have clues or
just the words printed.

Print button




Visual Memory

This activity uses the current wordlist.

Aim:

The activity practises visual recognition of the words and visual/spatial memory.

How to play:

Click on any two words in the grid. They will appear for a few seconds and then
disappear. The aim is to find matching pairs. As each matching pair is found, those
two tiles will disappear, starting to reveal the picture below. This activity is also
useful for developing concentration and strategic thinking.

Wordlist Requirements:
Needs the wordlist to be at least 8 words long.

Figure 21.1 - Start of Visual Memory

Figure 21.2 - Playing Visual Memory




Spelling 1
This activity uses the current wordlist.

Aim:

This activity teaches and actively practises spelling the word.

How to play:

A word is shown for a fixed amount of time. While the word is on the screen, spell it
aloud, looking at the letters. A sentence for that word is displayed at the bottom of
the screen. Once the word disappears, type it in and press ‘OK’ or press enter. If
you spelt it right then you will go onto the next word. If not, then the word will be
corrected and you will get another chance. Please wait until after the correcting is
finished before trying to type it in again.

Get 14 words correct to finish the activity.

Note: If the word is spelt wrong 3 times then the activity will move on to the next
word.

Wordlist Requirements:
Requires at least one word in the wordlist to be less than 18 characters long.

Figure 22 — Spelling game 1




Chunks

Figure 23.1 — Chunks
This activity uses the current wordlist.
Aim:
This activity builds an awareness of
onset and rime. The learner needs to

listen for the initial sounds and the end
‘chunk’.

How to play:

Listen to the word then pick out its onset

and rime (start and end sound). Choose

the onset first (yellow blocks) by left

clicking on them (see figure 23.1). A

wrong answer will turn the block red, a

right one will turn it green and put you

onto choosing the rime (see figure 23.2). Figure 23.2 - Choosing the onset and rime

Once you have chosen both the onset
and rime correctly, your cursor will
become the word and you have to
match it with its shape on the list on the
left (see figure 23.3). Left click on its
shape to try.

Wordlist Requirements:

Needs at least 3 words in the wordlist to
be split up into sounds (currently only
the words that come with Steps are
applicable for this).

Figure 23.3 — Placing the word on its shape




Word Building
This activity uses the current wordlist.

Aim:
The aim of this activity is to practise
word building utilising onset and rime.

How to play:

Listen to the word then pick out its onset
and rime (start and end sound). Choose
the onset first (light green pieces) by left
clicking on them (see figure 24.1). A
wrong answer will increase your error
count, a right one will pickup the piece
(see figure 24.2).

Move the piece around and try matching

it against the light purple pieces until
you find the one that matches. When
you have found the right one, left click
when both pieces are lined up together.

Once you have chosen both the onset
and rime correctly, your cursor will
become the word and you have to
match it with its shape on the list on the
left (see figure 24.3). Left click on its
shape to try.

Figure 24.1 — Word Building

Figure 24.2 — Matching up the first and second piece of “cat”

Figure 24.3 — Placing the word on its shape




Spelling Test
This activity uses the current wordlist.

Aim:

This is a straight-forward spelling test, rather than a teaching activity as such. Itis
designed to be a check to make sure that the learner can now spell the words.
However, it can also be used to pre-test to see if other activities need to be done, or
as a revision check once the learner is onto further lists.

How to play:
The words will be spoken one at a time. After you hear the word, type it in and press
enter. Once you have pressed enter, the next word will be spoken.

After pushing enter, you cannot go back and change anything. Once you have gone
through all of the words you will be shown the results. The incorrectly spelt words
will have the correct spellings next to them (see figure 25.1).

Figure 25.1 — Spelling Test results




Drop
This activity uses the current wordlist.

Aim:

How to play :

A word will be read out and boxes will be shown equal to the length of the word. As
the letters show, place them in the correct box (see figure 26.1). If the letter is
placed in the correct box then you will be given the next one to place.

Figure 26.1 — Placing letters

Once you have placed all of the letters in, your cursor will become the entire word.
Place the word over its shape on the left side of the screen (see figure 26.2).

Figure 26.2 — Placing word

Wordlist Requirements:
Requires at least one word that is less than 10 letters in length.




Sounds 1
This activity uses the current wordlist.

Aim:

This activity is designed to make the learner more aware of the individual sounds in
words. The learner needs to find the tile which shows the correct sound. In other
words, the learner needs to be analytical about which letters make which sounds,
i.e. ‘th’ as one sound, not ‘t" and ‘h’.

How to play:

Listen to the word then click on the sounds that make it. If you click on the wrong
sound then you can press the ‘back’ button to go back one. ‘reset’ will clear all of
the sounds you've selected. Press ‘OK’ once you are happy with your answer to see
if it is right. The correct answers will get listed on the left.

Note: th-e is not the same as t-h-e so think about the sounds carefully.

Wordlist Requirements:
Needs at least 3 words in the wordlist to be split up into sounds (currently only the
words that come with Steps are applicable for this).

Figure 26.1 — Sounds 1 Figure 26.2 — Selecting the parts of ‘and’




Sound Boxes
This activity uses the current wordlist.

Aim:

This activity is designed to make the learner more aware of the individual sounds in
words. The learner needs to find the tile which shows the correct sound. In other
words, the learner needs to be analytical about which letters make which sounds,

i.e. ‘th’ as one sound, not ‘t" and ‘h’.
Figure 27.1 — Sound Boxes

How to play:

Listen to the word and think about the sounds that
make it. Figure 27.1 shows the sample word ‘back’.
‘Back’ is split into 3 sounds, b-a-ck. There are three
boxes below for each sound. Click and drag over
each sound (see figure 27.2) then left click in the
corresponding box down below. You can drag over
several letters if needed (like ‘ck’). Press ‘OK’ once
you are happy with your answer to see if it is right.

Note: th-e is not the same as t-h-e so think about the
sounds carefully.

Wordlist Requirements:

Needs at least 3 words in the wordlist to be split up
into sounds (currently only the words that come with
Steps are applicable for this).

Figure 27.2 — Selecting a sound

Figure 27.3 — All sounds placed




Initial Sounds
This activity uses the current wordlist. It can only be found inside the Word Families
category.

Aim:

Figure 28.1 — Initial Sounds

How to play:

Steps will read out an instruction, such as “Make hand”. The end sound of the word
(“and”) is in the middle of the screen (see figure 28.1). The correct initial sound (“*h”)
including several incorrect variations are placed around the screen.

Figure 28.2 — Hovering over an initial sound

Hover over an initial sound to see how it fits with the end sound (see figure 28.2).
Left click on it to try. If correct, the activity will move on to the next word. If wrong,
an error sound will play and the bubble will turn red.




Steps Manual

Reference
(section still under construction)




Letter names
This activity does not use the current wordlist.

Aim:

How to play:

Choose which range inside the alphabet that you would like to practise by clicking on
the ‘Select’ button (see figure 30.1). Choosing ‘a - z’ will give you a random
selection between ‘a’ and ‘z".

Click on ‘Play! to start.

Listen to the letter name and then click on the matching letter.

Figure 30.1 — Letter names splash screen Figure 30.2 — Letter names activity




Letter sounds
This activity does not use the current wordlist.

Aim:

How to play:

Choose which range inside the alphabet that you would like to practise by clicking on
the ‘Select’ button (see figure 31.1). Choosing ‘a - z’ will give you a random
selection between ‘a’ and ‘z".

Click on ‘Play! to start.

Listen to the letter sound and then click on the matching letter.

Figure 31.1 — Letter sounds splash screen Figure 31.2 — Letter sounds activity




Letter Chunks
This activity does not use the current wordlist.

Aim:

How to play:
The red box labelled ‘A’ contains the settings to change to ether upper or lower
case.

The red box labelled ‘B’ contains the settings to change the difficulty setting. The
alphabet blocks will be split up into many more chunks on ‘Hard’.

The red box labelled ‘C’ contains the settings to change the order the alphabet must
be constructed in.

- If the setting ‘Any order’ is selected then users can place the blocks in any
order.

- If the setting ‘Start to finish’ is selected then users can only place blocks from
left to right.

- If the setting ‘Reverse order’ is selected then users can only place blocks
from right to left (see figure 32.2).

Please note: This setting applies to the order the blocks are placed, not the order of
the alphabet. Il.e. if you choose ‘Any order’ then the alphabet must still read from a-z
to be marked as correct.

Once all of the pieces of the alphabet have been placed, the ‘OK’ button will appear.
Press that to see if the pieces are in the right order. If they are in the right order then
the screen will reset and the alphabet will be broken down into more pieces. This
will happen 4 times. If they are in the wrong order then all of the pieces in the wrong
place will be reset.

Figure 32.1 — Letter chunks splash screen Figure 32.2 — Playing in reverse order




Digits
This activity does not use the current wordlist.
Aim:

How to play:

Choose which set of numbers to practise by clicking on the numbers (see figure
33.1). You can choose to have the numbers displayed as numbers (e.g. “3”) or as
words (e.g. “three”).

Note: The first two options only contain five numbers each, the rest contain ten.

Once the game starts, each number from the chosen set will be said and you need
to click on the blue bar with the matching number (see figure 33.2). Choosing a
wrong answer will make the bar go red. Choosing a right answer will make the bar
go green briefly and then go onto the next one.

Figure 33.1 — Digits splash screen

Figure 33.2 — Playing Digits




Number Chunks
This activity does not use the current wordlist.

Aim:

How to play:
The red box labelled ‘A’ contains the settings to change the difficulty setting. The
alphabet blocks will be split up into many more chunks on ‘Hard’.

The red box labelled ‘B’ contains the settings to change the numeric order.

- If the setting ‘Any order’ is selected then users can place the blocks in any
order.

- If the setting ‘Start to finish’ is selected then users can only place blocks from
left to right.

- If the setting ‘Reverse order’ is selected then users can only place blocks
from right to left (see figure 34.2).

Please note: This setting applies to the order the blocks are placed, not the numeric
order. l.e. if you choose ‘Any order’ then the numbers must still read from 1-26 to be
marked as correct.

Once all of the number pieces have been placed, the ‘OK’ button will appear. Press
that to see if the pieces are in the right order. If they are in the right order then the
screen will reset and the number sequence will be broken down into more pieces.
This will happen 4 times. If they are in the wrong order then all of the pieces in the
wrong place will be reset.

Figure 34.1 — Letter chunks splash screen Figure 34.2 — Playing in reverse order




Games

Games are much like activities with their educational content but they are presented
in a much more enjoyable way. You can find the ‘Games’ menu by going into ether
of the First Steps, Steps to Literacy, or General sections (see below).

To start a game, click on the ‘Play’ button below the picture.

Games screen

General Section First Steps Steps to Literacy




Vowel Sounds

This game uses all of the CVC, CCVC,
and CVCC words in the current workbook
and all ones prior. For example, if you
were on First Steps B, then you will be
using CVC, CVCC, and CCVC words from
workbooks A and B.

C — Consonant
V — Vowel

“not” is an example of a CVC word.
“must” is an example of a CVCC word.

For the General section you're given an
option at the start to select which lists to
play (see figure 37.2).

Aim:

How to play:

A word will be spoken and displayed at
the top of the screen (see figure 37.3)
containing a word missing its vowel
sound. Find the vowel sound on one of
the targets and shoot it! To shoot a
target, move your mouse over it and left
click. If you hit the target then you will
lose points and get a cross. Hitting the
right target will give you points and get a
tick.

Figure 37.1 — Vowel Sounds splash

Figure 37.2 — Extra General options

The game finishes once the left bar is filled with ticks and/or crosses.

Figure 37.3 — Vowel Sounds game




Clear the Skies

Figure 38.1 — Clear the Skies splash

This game uses all of the CVC, CCVC, and CVCC
words in the current workbook and all ones prior. For
example, if you were on First Steps B, then you will be
using CVC, CVCC, and CCVC words from workbooks A

and B.
C — Consonant
V — Vowel

“not” is an example of a CVC word.

“must” is an example of a CVCC word.
. i i Figure 38.2 — Extra General options
For the General section you're given an option at the

start to select which lists to play (see figure 38.2).
Aim:

How to play:
Clear the Skies works like a simple flight simulator.

A word will be spoken and displayed at the top of the

screen (see figure 38.3) containing a word missing its

vowel sound. Fly your aircraft around and shoot down the balloon with the right
vowel sound on it! To shoot a balloon, make sure your crosshair (@) is over the
balloon and left click. If the laser from your aircraft hits the balloon then it will
explode! Hitting the right balloon will give you a tick. Hitting the wrong balloon will
give you a cross and not move on to the next word.

Controls:

To look left, move your mouse left.

To look right, move your mouse right.

To point your aircraft up, move your mouse away from you.
To point your aircraft down, move your mouse towards you.

Holding “W” or up on the arrow keys will make your aircraft go faster.
Holding “S” or down on the arrow keys will make your aircraft go slower.

Press “R” to play the word again.
Press “P” to quit the game.
Left click to fire the laser.

Figure 38.3 — Getting ready to shoot a balloon Figure 38.4 — Shooting a balloon




Pop the Balloon!

This game does not use the current
wordlist.

Figure 39.1 — Pop the Balloon! splash

Aim:

How to play:

Balloons will randomly spawn from the

26 holes; one for each letter of the

alphabet. These holes are in

alphabetical order (a-z). The aim of the

game is to pop as many balloons as you

can. To pop a balloon, press the letter

on the keyboard that matches the

balloon that you’re trying to hit. If you

press the wrong key then the laser will fire at the hole anyway so you can see how
much you missed by. If you press the right key then the laser will point at the
balloon, fire, and pop it!

The ‘Show letters’ option sets if the balloons have the letters printed on them. Try
turning the option off to see just how well you know the alphabet.

The difficulty settings (easy, normal, and hard) define how large the groups of
balloons can get. The smaller the group of balloons, the more points you get.

Easy setting contains balloons up to 3 spaces wide.
Normal setting contains balloons up to 2 spaces wide.
Hard setting only contains single width balloons.

Occasionally a bunny will appear for a short time over a random hole. Shoot the
bunny to get extra points!

The ‘Slow Bunny’ setting will make the bunny stay around for twice as long, but in
return it will give you fewer points when shot.

Note: Bunnies will never have letters on top of them.
No bunnies were harmed in the making of this game.

Figure 39.2 — Shooting at a balloon Figure 39.3 — Playing with ‘Show letters’ off




Blocks

This game does not use the current
wordlist.

Aim:

How to play:

Different shaped blocks (see figure 40.2)
drop from the top of the screen. With the
exception of the white block, all of the other
blocks contain all of the possible shapes 4
joined squares can make.

Using the left and right arrows, align the

shape so it best fits the blocks already on

the screen. You can also use the up arrow

to rotate the blocks. Every time you complete
a row, it disappears and gives you more points.
The aim of the game is to complete as many
lines as possible. Eventually the blocks will
reach the top of the screen and the game will
end.

Note: This could take a very long time if the
player is skilled. It has been mathematically
proven that no one can play Blocks forever, but
that doesn’t stop students from playing a single
game for hours if left to it.

The box in the top right shows which block is
coming next.

The slider under ‘Speed’ controls after how

Figure 40.1 — Blocks

Figure 40.2 — All the pieces of Blocks

many seconds the block will fall. Its default value is 1 second. Click and drag the
slider left and right to change it. ‘Lines’ is how many lines have been completed.
‘Score’ is how many points you have received in total. The faster the speed, the

more points you get.

Note: The speed does not automatically increase as the game progresses.

Once the game is completed, your score will be logged and you can compare it
against other students that have played Blocks. Only your highest score is logged.




Fireworks
This game does not use the current wordlist.

Aim:

How to play :

Choose a target letter, word, number or
colour (see figure 41.1). Then choose the
duration of the game.

Blocks will travel left across the screen and
it's your job to fish out the ones matching the
target. Each target you find will increase the
level of explosives in the firework. Each
wrong answer will reset the progress in the
current firework. Letting a target block hit the
grinder will also reset the progress. Every
time the bar hits the top, the completed
firework moves to the back and a new one is
started. At the end of the time limit all
completed fireworks ignite!

The game runs off a variable speed slider in
the top left of the screen. You can change
this during the game and that will adjust the
speed the blocks travel across the screen.

Figure 41.3 — Fireworks exploading

Figure 41.1 — Fireworks, setting target

Figure 41.2 — Clicking on the target blocks




Patching

It is our intention to continue to update Steps on a fairly regular basis. Because of
this, we have attempted to make the updating process as harmless as possible. At
no time will Steps ever automatically log onto the internet, it is up to you to download
the patch files and install them using the instructions below.

You can find out what version your Steps is by looking at the top left (for home) or
top right (for tutor and network) section of your screen when you first start the
program.

Patches may contain bug fixes, new games, new activities or even requested
features. You can see at any time what is in a new patch by reading the patch notes
at:

http://www.learningstaircase.co.nz/steps/patch _notes.txt

Home and Tutor Editions

Download the latest patch from www.learningstaircase.co.nz/steps/ and run it. Once
the setup is complete, your Steps will be up to date. Be sure to get the one that
matches your edition of Steps (e.g. Home or Tutor).

Network Edition

Download the latest patch from www.learningstaircase.co.nz/steps/ and run it on any
of your clients that you have installed (and run) Steps on. This will update your
server. The Steps clients will automatically update to the same version as the server
the next time they run. This may mean that your clients take a few more seconds to
load as they install the patch. Patching speeds will depend on the speed of your
network.

Technical note: When Steps starts up and checks for a patch, it is checking with
your local server, not an online source.

To turn off the automatic client patching, change the shortcut so it's pointing to
‘Steps.exe’ instead of ‘preloader.exe’.




FAQ and Trouble-shooting

Why does the revision list change every time | clic ~ k on it?

The revision list is generated using the words the student has made mistakes on. If
there are not enough logged mistakes made by the user then Steps will fill up the list
using random words. This list gets regenerated after every activity.

Why do some activities keep their medals when | cha  nge list but others do
not?

Most of our activities use the current wordlist. For these, the medals will change
every time you change the list. For others (e.g. Perception) they will be same no
matter what list you are on, so the medal will stay the same.

What is the Admin password?
steps

What are all of these black boxes that open when | run Steps?

Steps comes with a console window that sits behind the main screen and prints out
any errors if they occur. This is extremely helpful for tech-support if you should ever
run into any problems. For the Network edition of Steps, you'll see a ‘preloader’
window as well (which also comes with a console window), this checks for updates
on your server and applies then before loading the program.

I’m entering in the license details but Steps won'’t accept them. Why?

It's important to enter in all of the details exactly as we have supplied them to you.
This includes the institution name. The license code is all lower case but the
institution name is case-sensitive. If that doesn’t solve it then check to make sure
your computer has the current date set. If you are still having troubles then contact
our tech-support for assistance.

David Lugg
IT Specialist
technical@learningstaircase.co.nz

The Learning Staircase Ltd
PO Box 39025

Harewood 8545

New Zealand

Ph: 0064 3 359 2935

Fax: 0064 3 359 2937
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