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1. GETTING STARTED

1.1 Requirements

Pentium PC 150 MHz, 32 MB RAM, HiColor graphics card, CD-ROM drive and a SoundBlaster
compatible sound card with microphone and speakers; Microsoft Windows 95/98, Windows 2000,

Windows XP.

1.2 Changing Default Settings

If you want to change the default settings, select Settings from the Extras menu. In the Settings
dialogue box, you can change the following default settings:

e Default language: Language of the menu bar, status bar, and on-screen help.

e Learner data directory: Directory where the learner data is saved (default directory for learner data
is C:\TEMP).

e Data directory: Directory which is shown when you open a learning package.

Settings
Default | Engish =1 _ ok |
Cancel

™ Opening tune

i Leamer data di y
|E templ Choose... Help

— Data default di 1y
|c aragra1 tipprodidata Choose._.

Default settings

It is necessary to restart the program in order to activate the new settings.
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2. ABouT TLP PRO

Telos Language Partner makes use of text, sound and picture and video capabilities of the current
multimedia PC to support and motivate effective language learning.

Telos Language Partner supports and integrates a range of prototypical language learning activities
from dialogue practice, text comprehension, and text production to different kinds of exercises and
grammatical or lexical look-up facilities.

The program enables tutors to create customised learning packages for any language using the
Roman alphabet. It can also be used for multimedia re-versioning of existing learning materials
available as books or audio cassettes.

The program has two modes of operation, a Learning Mode and an Editing Mode.

The Learning Mode is used for self study learning which might be combined with direct teaching
and/or tele-tutoring. Learners can practise with video, dialogues and texts in a flexible combination of
listening, speaking/recording, reading and writing.

Hyperlinks are used to supplement dialogue and text practice with lexical, grammatical and cultural
explanations and corresponding exercises including question answering, gap-filling, and drag&drop.

Learning activities are also supported by internal dictionaries.

In the Editing Mode, tutors (and learners) can create and edit exercises using the following
templates:

e a video template for playing video clips supported by transcript, translation and look-up facilities;

e templates for dialogue exercises (a basic dialogue template and a dialogue template with more
sophisticated multimedia options);

e text comprehension templates (with or without support of an image);

e a text production template which can be used for a range for writing exercises (e.g. writing letters,
faxes, memos, reports);

e a flexible and open question-answer template for different kinds of written and/or oral tasks (from
answering questions and free or guided picture descriptions to object naming or simulation of a
presentation);

e a gap-filling template for different kinds of exercises (from ordinary gap-filling to reformulation or
sentence composition exercises);

e a select-template with lists of choices;

e drag&drop templates for drag and drop exercises;

e multiple choice templates for true/false and multiple choice exercises;
e templates for lexical, grammatical, pragmatic or cultural explanations.

The Editing Mode also provides a facility to customise and integrate internal dictionaries as well as
an option for creating hyperlinks between dialogues/texts and lexical, grammatical, pragmatic or
cultural explanations or exercises.

Tutors can use these functions to create and customise learning packages to meet the specific needs
of their target learner groups.

The Editing Mode can also be used by learners to explore communicative situations and to create
their own exercises or their own dictionary.
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3. THE LEARNING MODE
3.1 GENERAL FUNCTIONS

3.1.1 Open a Learning Package

Click on the button "Open a Learning Package” (or select the command Open from the File menu) in
order to open a learning package. Choose the subdirectory containing your learning packages and
select and open the desired package.

”~~
P

1
Telog -

Multimedia learning and authoring

@ @
Open a Learning Package Create a Learning Package

Opening page

This will take you to the Contents page of the chosen package, listing all the exercises contained in
the package.

i BUSIME=S ERGLIZH
i Business English - Takle of Conterts
3 About the course
3 Telephoning
Telephoning:  Mocdule 1
T Telephoning: Module 2
(= Telephoning: Module 3
C3 Telephoning: Module 4
€3 Telephoning: Module 5
= Telephoning: Module &
(| Socializing
£ Mestings
£ Cultural Motes
3 Grammst

1] 4 Cancel | Help |

Contents page

Telos
The Contents page can always be accessed by clicking the Telos button.
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You can open and close the displayed folders and exercises of the Contents page with a double-click.
Select an exercise of your choice and open it with a double-click, or click on OK.

o
+ If an exercise consists of more than one page, access the exercise via the Contents page
(using the Telos button), and then use the Forward and Backward buttons to navigate

between the different pages of an exercise.

3.1.2 Close a Learning Package

To close a learning package, select the Close command from the File menu.

3.1.3 Exit Telos Language Partner

To exit the program, select the Exit command from the File menu.
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3.1.4 Menu Bar

The menu bar displays the following main functions: File, Edit, Extras, Language, Help.

File:

New Creates a new, empty package.

Open Opens an existing package.

Close Closes a package.

Exit Closes the program.

Edit:

Editing Mode Switches to the Editing Mode of the current learning package (Access to the
Editing Mode can be restricted by a password).

Extras:

Notepad Opens the TLP-Notepad.

Special Opens Special Character box.

Characters

Dictionary Opens a dictionary.

Settings Opens box for changing default settings (language, opening tune, directory for
learner data).

Sound Data Opens box for changing the sound recording quality.

Format

Language:

The Language menu enables you to change the language of the menu bar, status bar, and on-screen

help.

Help:

Help Accesses the Help function

History Accesses the History function, which provides an overview of all the pages you

have worked with during a particular learning session.

© LINK 1997-2004
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3.1.5 Tool Bar

The tool bar includes push buttons and drag&drop buttons.
To perform an action associated with a push button, you simply click on the button.

To execute a command assigned to a particular drag&drop button, click on the button, drag it to the
desired destination, and release it. The drag&drop function works with the majority of fields on a
screen at any given time. If you drag a button to an undefined field, you will hear a beep.

Push Buttons

With the push buttons, you can perform the following actions:
Telos
Open the Contents page of a learning package
Go to the next dialogue page

Go to the previous dialogue page

Stop recording or playing sound

{H)

' Show hyperlinks

&)

: Open text field with prompts concerning a given task
&

Save text as text file

Show score

=10

:I Start video/sound clip

video/sound operation panel

ll Pause video/sound clip

Q Drag the Slide button to the left or right, to move the video/sound clip to a desired
position.

LI Stop video/sound clip.
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Drag&Drop Buttons

The following actions can be performed with drag&drop buttons:

Listen to the auditory model

Record yourself

Listen to your recording

i Erase and/or enter text

2
- Show text

o Check the exercise
\1' 'r.ul"

Show a solution

Show a translation
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3.1.6 Special Characters

Select Special Characters in the Extras menu to open the Special Character dialogue box. Select a
character and click on Paste in order to enter it into your text.

3.1.7 Sound Recording Quality

If you want to change the sound recording quality, select Sound Data Format from the Extras menu.

Record Settings x|
Ch. Is:
(& MHono
(7] Stereo

F

& 11025 Hz
22050 Hz
" 44100 Hz

Sample size:
" 8 Bits
" 16 Bits

[: K |

3.1.8 Help Facilities

The program provides an on-screen help facility. To access the help option, select the corresponding
command from the Help menu.

Use the Contents menu, the Previous or History buttons in order to navigate through the help facilities,
or click on the green underlined key words for further information.

To close the on-screen help function, select Exit from the File menu of the help window.

3.1.9 History

Via the Help menu, you can also access a History, which provides an overview of all the pages you
have viewed during a learning session.

You can open a page by clicking on the title in the History.
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3.2 PRACTICE AND LOOK-UP ACTIVITIES

3.2.1 Dialogue Exercises

There are two types of dialogue exercises providing the same practice functions, one with head
pictures” (or names) for 2 speakers, and another one with a "situation picture” and balloons for up to 5

speakers.
ia I'm Clarissa ‘J
] g

Hala, | dart ik we've met |

M, I Sidney, Sidney Cesanpart, P e ney
irmer

I'rri Clariz=a, Clars=a Wikherspoon, the gereral | -

fackdum
ik T _ Then you cen probshl 1edl mp whese | can fid
H Hs Hgging, |
Har oifice ig [ust through thens, b she's in 4 : ! ; I
raeeling = the moment. s i 4
: Huows long will if take, do wouthink? I.'
- ; : |
Ao hakanhour. | |
fih, wall 11 come Back later, shen. |

Dialogue exercise with "head pictures”

oy Clarlssa

A Beilu, | otk wete: mel
R Ko, I Sidoey, Sidney Dasenport, Tm
e naw ieem

A I'm Clanssa, Clansss Witharspean, the
general faclotam.

A Ther you can pravably b mie e |
can ind ks HiEEin:.

A Her affics is just thraugh thene, But sha's
In 5 meetrg &t the marant.

“wil 3 B Bow long wedl it 1ake, da you b |
::t\.:,ldm‘“hlnk L L] ; 4 ; A A Fbseehaur |
i B Oh, well I coire back [=ter, ke |

Dialogue exercise with "situation picture”

How to do a dialogue exercise

The following recommendations will help you to make good use of the flexible practice opportunities of
the dialogue exercises. In the section directly after these recommendations, the functions of the
buttons will be explained and you will learn how to perform the different practice activities.

Listening to the dialogue

e Hide the text and listen to the dialogue (or parts of the dialogue) as often as desired. Try to
understand as much as you can without the support of the written text.

e Make the dialogue text visible and listen again. Use the text in order to enhance your
understanding of the dialogue.
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Look-up
e Look up words

e Listen to and/or read the dialogue with the simultaneous support of the written translation (if
available) to ensure that you fully understand the dialogue.

e Activate hyperlinks and open linked explanations or exercises.

e Use the TLP-Notepad for taking notes and writing down new words and phrases.

Listening and Recording

e Listen to the speaker turn of your choice.
e Repeat and record the passage.

e Compare your recording with the model.

¢ Repeat the recording process until you are satisfied with your performance.

Writing
e Erase the dialogue. Listen to a section and enter what you heard into the corresponding field.

e Compare what you have written with the model by dragging the Solution button to the field in
question.

e Erase individual or all dialogue sections and try to write them out again, this time without listening
to the model.

Role-play

e Take over one role in the dialogue and record yourself.

e Listen to your recording.

e Compare the recording with the model.

e Repeat the role-play until your performance is fluent and you are satisfied with the result.

e Try the role-play again, but this time without the help of the text representing your part of the
dialogue.

Write your own dialogue

e Using the dialogue you have been working with as a model, you can now try to write and record
your own dialogue. You can do this alone or -- if possible -- together with a partner.

e Discuss your dialogue with your teacher.

In the following paragraphs, you are shown how to perform the different practice activities. The
practice buttons are drag&drop buttons. To execute a command assigned to a particular drag&drop
button, drag the button to the desired field and release it. If you drag a button to an undefined field,
you will hear a beep.
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Listening and recording

Dn

e to listen to the whole dialogue, drag the button to the background field (or situation picture);

You can listen to the whole dialogue, to one of the speaker turns, or to one of the two
dialogue roles by dragging the Model Play button to the corresponding field:

e to listen to a speaker turn, drag the button to the corresponding turn field;

¢ to listen to a dialogue role, drag the button to the corresponding role field.

e
You can record yourself by dragging the Record button to the dialogue section you want to
record:
e to speak & record a speaker turn, drag the button to the corresponding turn field;

e to speak & record a dialogue role, drag the button to the corresponding role field or to the head of
the respective dialogue partner.

Speak into the microphone when the Stop button appears in the tool bar. Click on the Stop button
when you have finished your recording.

N

e to listen to your recording of a speaker turn, drag the button to the corresponding turn field;

You can listen to your recording by dragging the Learner Play button to the dialogue section
you want to listen to:

¢ to listen to your recording of a dialogue role together with model utterances, drag the button
to the corresponding role field or to the head of the respective dialogue partner in a situation
picture (when the dialogue is illustrated by a "situation picture”);

e to listen to all your recordings, drag the button to the background field or to the situation picture.

NOTE: If you are not satisfied with the sound quality, optimise the settings in the audio mixer of your
sound card.

Hide and show dialogue text

i You can hide the dialogue text by dragging the Erase & Write button to the dialogue
section you want to hide:

¢ to hide the whole dialogue, drag the button to the background field or to the picture (in cases
where the dialogue is illustrated by a situation picture);

e to hide a speaker turn, drag the button to the corresponding turn field;

e to hide a dialogue role, drag the button to the corresponding role field or to the head of the
respective dialogue partner.

e You can now listen to the relevant dialogue section without the dialogue text being shown and then
write the dialogue text into the empty text fields.
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D
You can make the dialogue text visible again by dragging the Eye button to the dialogue
section of choice:

e to show the whole dialogue text, drag the button to the background field or to the picture (in cases
where the dialogue is illustrated by a situation picture);

¢ to show the text of a speaker turn, drag the button to the corresponding turn field;

¢ to show the text of a dialogue role, drag the button to the corresponding role field or to the head of
the respective dialogue partner.

Write and compare with model

i You can enter your text into a field by dragging the Erase & Write button into a turn field, or
by clicking onto the corresponding field.

Wil

You can compare what you wrote with the model dialogue by dragging the Solution
button to the dialogue section you wrote:

e to compare a speaker turn, drag the Solution button to the corresponding turn field;

e to compare the whole dialogue, drag the button to the background field or to the picture (in cases
where the dialogue is illustrated by a situation picture).

The solution, i.e. the model dialogue, will appear in a field above the dialogue.

Access a translation

@ If the Translation button is activated, you can access a written translation to ensure that you
fully understand the dialogue. Drag the Translation button to the dialogue section for which
you want to see a translation; the translation will appear in a field above the dialogue.

Activate hyperlinks

({H)

: If the Hyperlink button is activated, certain words or passages in the text or dialogue, so-
called hotwords, will be linked to explanations or exercises. Click on the Hyperlink button in
order to activate the hotwords.

If you move the mouse over a hotword, the title of the page linked to the hotword will be displayed
under the title of the current page.

If you click on the hotword, the explanation or exercise that is linked to the hotword will be displayed
and a Back button will appear on the screen.

The Back button will take you back to the page containing the hotword.

Look up words

If a dictionary has been linked to your package, you can look up words by clicking on a word with the
right mouse button (see also chapter 3.2.8 Access a Dictionary).

© LINK 1997-2004 14 of 78



Telos Language Partner TLP Pro User Manual

Write and record your own dialogues

Using the dialogue you have been working with as a model, you can now try to write and record your
own dialogue.

You can switch from the Learning Mode to the Editing Mode in order to write and record your own
dialogues:

e Select the command New from the File menu, to create a new learning package.

e Click on the New Page button and select a template for a dialogue exercise from the displayed
dialogue box.

e To switch between the Editing and the Learning Mode, use the corresponding command from the
Edit menu.

For further help, see Create Dialogue Exercises in chapter 4.2.1.
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3.2.2 Text Comprehension Exercises

The general purpose of the text comprehension exercises is to understand the presented text.

Trave! mformatlon

Thewrs L 8 wareae on i sresywrinn reshine lds - oo s %
Fotaai 125 Frae 8 i Hre s In b sesecine on e te “nlo ke Latimer

spesh I e innem ki g the itz T zalng bo g gau e rawal Infermanc 12 o.r
=aslisg n Seuibonps The mesling vl =13 51 5
2. Tou shauld therekame amve in Scdnthode &l

Train Connections

ZakE Ihe Inlaecity b Wanchastar, Redg 211215
+ Indereity to Manc hasier .m Voucrarge infenchesler and laie e
sagoal aaprisk lo Bounthaipd. The el lats:
+ Ragknal Exgrens b Scuihsrps warcrezhe: ok 250 pm. and pou e due b 3z
n Ecoiiiae & 345

A= lzokirg sorsard ba cur rreebing and | wies
=i sl=aran joimeay

] hi=ihiHild Y

Text comprehension exercise with bitmap

Listen to the text without support of a transcript

P

To listen to the text, drag the Model Play button to the grey field on the right.

Listen to the text with support of a transcript
«

To show the transcript, drag the Eye button to the grey field on the right. You can now listen
again to the whole text or to particular parts of the text.

You can now listen to the whole text or to particular parts of the text as often as desired.

Pn

To listen to the text or a text passage, drag the Model Play button to the beginning of the text
or to the text passage you want to start with.

Speak and record the text
—
If you want to record the text, drag the Record button to the text passage you want to start
with.

@ Speak into the microphone when the Stop button appears in the tool bar. Click on the Stop
button each time you have finished recording a highlighted text passage. Click on Cancel in
order to interrupt the recording.
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Compare recording with model
Listen to the model and to your recording in order to compare your recording with the model.

)

To listen to your recording, drag the Learner Play button to the text passage you want to
listen to. Click on the Stop button in order to stop the playback.

Dn

To compare your recording with the model, drag the Model Play button to the text passage
you want to listen to. Click on the Stop button in order to stop the playback.

Access a translation

@ If the Translation button is activated, you can access a written translation of the text to
ensure that you fully understand the text. Drag the Translation button to a text passage. The
translation will appear in a text field on the top of the page.

Activate hyperlinks and look up words

If the Hyperlink button is activated, certain words or passages in the text or dialogue, so-
called hotwords, will be linked to explanations or exercises. Click on the Hyperlink button in
order to activate the hotwords (see also Activate Hyperlinks in chapter 3.2.1).

If a dictionary has been linked to your package, you can look up words by clicking on a word with the
right mouse button (see also chapter 3.2.9 Access a Dictionary).
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3.2.3 Video Exercises

Video exercises are based on a video clip, which will usually be accompanied by a transcript. In
addition, comprehension may be supported by a translation or by an internal dictionary and there may
be hyperlinks to explanations or exercises.

Jouirs comptés - Lavidéo

Travaillez avec la vidéo. Yous pouvez aussi
répéter et enregistrer le texte.

To show transcript drag Eve button to

thisg field.

» = @O |

> D0 (= (2@ ® (1

Video exercise

Play the video

To operate the video, you can use the Play, Pause, Stop and Slide button in the video operation panel
underneath the video, or the Model Play button in the tool bar.

=10

video operation panel

Click the Play button in order to start the video.
Click the Pause button in order to interrupt the video and view a still picture.

Drag the Slide button to the left or right, to move the video to a desired position.

= 3l= v

Click the Stop button in order to stop the video.

9

To show the transcript, drag the Eye button to grey field on the right.

To operate the video, you can now also use the Model Play button in the tool bar.

D

To start the video at a specific point, drag the Model Play button to the corresponding
passage in the transcript.

Speak and record the text

You can speak and record the video text and compare your recording with the model (see Speak and
record the text and Compare recording with model in chapter 2.2.2 Text comprehension exercise)

© LINK 1997-2004 18 of 78



Telos Language Partner TLP Pro User Manual

Access a translation

@ If the Translation button is activated, you can access a written translation of the transcript to
ensure that you fully understand the video. Drag the Translation button to a text passage of
the transcript. The translation will appear in a text field on the top of the page.

Activate hyperlinks and look up words

({H)
: If the Hyperlink button is activated, certain words or passages in the transcript, so-called
hotwords, will be linked to explanations or exercises. Click on the Hyperlink button in order

to activate the hotwords (see also Activate Hyperlinks in chapter 2.2.1).

If a dictionary has been linked to your package, you can look up words by clicking on a word with the
right mouse button (see also chapter 3.2.9 Access a Dictionary).
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3.2.4 Text Production Exercises

The text production template can be used for all kinds of writing exercises like letter writing, faxes,
memos, reports, summaries etc. The example below, for instance, illustrates a translation exercise.

Transfate the Dialogue

Trarsiaie the Tolloeing dial na your

niadiar enijue:.

vy O EYEYEXENE)E)

Text production exercise

Read task description
Read the instructions above and in the text field on the left side of the screen.

Prompts

¢ )

If you click the Prompts button, a text field will appear on the top of the page containing
information that will help you to perform the given task.

Write and record
To perform the given task, write into the text field on the right side of the screen.
é In order to record an oral answer, drag the Record button to the answer field, speak into the
microphone, and click on Stop in order to stop the recording.

(P

If you want to listen to your recording, drag the Learner Play button to the answer field. Click
on Stop, if you want to interrupt the playback.

Save your performance as a text file

(&)
é By clicking on the Disk button, you can save your text as a text file on hard disk or diskette.
The text file can be edited or printed with any word processor.
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Access a model solution
'\1' 'r/

If the Solution button is activated, you can access a solution. If you drag the Solution button
to the answer field, a model answer will appear in a text field at the top of the page.
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3.2.5 Question-Answer Exercises

Question-answer exercises consist of an instruction and a visual aid on the left side of the page and a
question (or task description) and an answer field on the right side of the page.

Give the Answer

Clarissa;
Halla, | dan't thifk we've msk.

CTn CYEYZ)IEDE ) )

Question-answer exercise

Read the question
Read the question or task description.

L
If the Model Play button is activated, you can also listen to the question or task description
by dragging the button to the respective text field.

Access prompts

If you click the Prompts button, a text field will appear on the top of the page containing
information that will help you to perform the given task.

Give the answer
You can give the answer in a written and/or spoken form. Write the answer into the answer field.

In order to record an oral answer, drag the Record button to the answer field, speak into
the microphone, and click on Stop in order to stop the recording.

P
If you want to listen to your recording, drag the Learner Play button to the answer field. Click
on Stop, if you want to interrupt the playback.
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Access a solution
\1' 'r..-"

If the Solution button is activated, you can access a solution. Drag the Solution button to the
answer field. A solution will appear in a text field at the top of the page.

D

To access an oral solution, drag the Model Play button to the answer field.
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3.2.6 Gap-filling Exercises

The gap filling exercises can be used for a wide range of learning activities from listening
comprehension to grammatical and lexical exercises.

I'm Clarissa Witherspoon

Fill in Dt mizing leler: of sonds.

A: B=llo, I don't think we've

B: Fa, I'm Sidney, Sidney Davenport, I'm the pew

&: I'm Cloarissa. Clarissa Witherspoon. the

E: wou can probably tell oo I can find M=.
Hizgins.
Ai Her 1z just through there. but she's 1L 4
at the mament..
B: How lamg it take, da you 7
el (DL

Gap-filling exercise

Fill in all the gaps of the selected gap-filling exercise. To fill in a gap, click onto the gap and fill in the
missing word(s) or letters. Press the Tab key to go to the next gap.

If the Sound Operation Panel is activated, the exercise is supported by sound. Use the buttons on the
panel, to play the sound and follow the course instructions (see also Push buttons in chapter 3.1.5).

>[I0

Sound Operation Panel

To check your answers, drag the Check button and either place it onto the text field or
directly onto an entry.
Your entry will turn green if it is correct; in case it differs from the expected answer, the
deviating letters will be marked in red.
Entries that are marked in red do not correspond to the expected solution.

i To delete an entry, drag the Erase button to the entry and try again. If you drag the Erase
button onto the text field, all entries will be deleted.

wWhis

To see the expected answer, drag the Solution button onto the text field or onto an entry.

Click on the Scoring button to see what score you have reached.
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Create your own gap-filling exercises
You can also create own gap-filling exercises in the Editing Mode.
e Select the command New from the File menu in order to create a new package.

e Click on the New Page button and select the option Gap-Filling Template from the displayed
dialogue box.

For further help, refer to the on-screen Help function found in the Editing Mode or see chapter 4.2.6 in
this manual.

To switch between the Editing and the Learning Mode, use the corresponding command from the Edit
menu.
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3.2.7 Select-Exercises

The select-exercises are a variant of the gap-filling exercises. However, here the learners do not write
in the gaps, rather they have to select the correct answer from a list of possible choices.

Click on the small arrow next to the gap, and a list of possible answers will appear. To choose an
answer, click on the desired solution and it will appear in the gap.

Nach dem Weg fragen

Select the correct word from the box.

A: Entschuldigen Sie, bitte. Kannen Sie mir sagen, wie ich von hier zum Flughafen .

B: Das ist gar nicht so leicht zu YWarten Sie mal. Sie fahren da vome bis zur

Ampel und dann links.

A Aber da ist rechts vurgeschrieben.

B: Ja, richtig. Wissen Sie, ich bin Fuganger. Da muss ich immererst|

A Kein Problem.

el DA R (H

Select-exercise

If the Sound Operation Panel is activated, the exercise is supported by sound. Use the buttons on the
panel, to play the sound and follow the course instructions (see also Push buttons in chapter 3.1.5).

[>=10

Sound Operation Panel

To check your answers, drag the Check button and either place it onto the text field or
directly onto an entry.
Your entry will turn green if it is correct; in case it differs from the expected answer, the
deviating letters will be marked in red.
Entries that are marked in red do not correspond to the expected solution.

S To delete an entry, drag the Erase button to the entry and try again. If you drag the Erase
button onto the text field, all entries will be deleted.

Wi

To see the expected answer, drag the Solution button onto the text field or onto an entry.

Click on the Scoring button to see what score you have reached.
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3.2.7 Drag&Drop Exercises

Select a text button from the right side of the page and drag it into the correct space in the text field.

Prepositions Drag&Drop-Exercise
Dy Wiz prispiosilaoers irbin B gafc:. 2 Inhaltsverzeichnis 2 nichstes Beispiel
inie
1. to dizsribute roteil outlets Ziehen die len Ei gen neben die folgenden Worter.
Akrough
2. to divide Lthree perts ol ol i das Unternehmen =
fury ALCEET
3. to drill all nr. der Geschiftsleiter =
4, to aztract tha grouns das Management =
ein positives Ergebnis
G, ta a0 R FOEE der Markt =
die Lage, der Zustand
B die Situati =
s =i e — der Handel, die Wirtschaft
7. to iovolwve scmecn= ke work W o der Erfolg = die Fiihrung eines Llntemehmensl
4. lu =ell A shop ein wirtschaftlicher Betrieb, die Firmal
9, to tHPL oW materiol Braduste die Person, die ein Unternehmen fu'hrll
- = N2
ek AP el DAHLD

Drag&Drop exercises

If the Sound Operation Panel is activated, the exercise is supported by sound. Use the buttons on the
panel, to play the sound and follow the course instructions (see also Push buttons in chapter 3.1.5).

=10

Sound Operation Panel

To check your answers, drag the Check button to an entry or onto the text field. Your entry
will turn green if it is correct; in case it differs from the expected answer, it will be marked in
red.

S To delete an entry, drag the Erase button to the entry and try again. If you drag the Erase
button onto the text field, all entries will be deleted.

Wi

To see the correct answer, drag the Solution button onto the text field or onto an entry.

Click on the Scoring button to see what score you have reached.
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3.2.8 Multiple Choice Exercises

To select an answer, click onto the corresponding multiple choice button.

51 Greetings - Exercise

= Pedagogic support
= Module overview How do you introduce yourself?

1 be Sandra Jones.

@ I'm Sandra Jones.

 I'm Jones.

== | What do you say at a first meeting?
 How do you do?

" What do you do?

" Who are you?

Tl @) €

Multiple Choice exercise

If the Sound Operation Panel is activated, the exercise is supported by sound. Use the buttons on the
panel, to play the sound and follow the course instructions (see also chapter 3.1.5).

L [[=1O E)

Sound Operation Panel

Click the Check button to check your selections.
Click the Solution button to see the correct selections.

Click the Erase button to delete your selections.
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3.2.9 Explanations

Learning packages may contain grammatical, lexical, pragmatic or cultural explanations. Explanations
can be accessed through the Contents page and they may also be linked to corresponding elements
of texts or dialogues.

Grammatical explanation

If the Sound panel is activated, the explanation is supported by sound.

Sound Operation Panel

Use the buttons on the panel, to play the sound (see also Push Buttons in chapter 3.1.5).

Note that the written and the spoken information are not always the same; they can also be
complementary.
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3.2.10 Access a Dictionary

If a dictionary has been linked to your package, you can look up words by clicking on a word with the
right mouse button.

You can also access the dictionary with the command Dictionary in the Extras menu. Click on the
appropriate letter of the displayed alphabet and scroll through the word list on the right. To open an
entry, click on the word of choice. You can also type the word into the space underneath the alphabet.

T ENG [LLEX

Flic
time

n *
Lait

T+

nexl Lime [nEchstes Yal)

eery Lime edesmal)

it was kigh fime (ps war Acchsla Toit]
in ton wEeks tima fin Teai Wochen)
or the time being forlEwiy)

HE

Wkl Loz ezt (W ieael L 31 es? Uie spdat

isl e5¥) Ium
10 ke in time for sth [rechizesin 2u alw kommen) roday
o tima 1o time [dann ond wann, wor Zeit zu tngthe
Zail) Livm allin
= g Pty . Eomoarow
10 ke pushed lor time (urter deitoruck stekhen)
Enevght L
knm *
AUCDETEHIIKLM
NOAPQRETUYWYEY L
Ol

« o

Dictionary entry

3.2.11 Taking Notes

Use the Windows WordPad for taking notes and writing down relevant words or phrases.

e To open the TLP-Notepad, click Notepad in the Extras menu.

e To save your notes, click Save in the File menu, select a directory, enter a file name and click OK
(or Save).

e To print your notes, click Print in the File menu.
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4. THE EDITING MODE

4.1 GENERAL FUNCTIONS

4.1.1 Open and Edit an Existing Learning Package

Click on the button "Open a Learning Package” (or select the command Open from the File menu) in
order to open a learning package. Choose the sub-directory containing your learning packages, and
select and open the desired package.

This will take you to the Contents page listing all the exercises contained in the package.

You can open and close the displayed folders of the menu with a double-click. Select an exercise of
your choice and open it with a double-click, or click OK.

If you want to edit a learning package, select Editing Mode from the Edit menu. In the Editing Mode,
you can

e edit exercises (see chapter 4.2);
e add or delete exercises (see 4.1.3 Add and Delete Pages);
e import exercises from other learning packages (see 4.1.5 Import Pages).

NOTE: Do not make a learning package too large in order to keep it simple and easy to handle.

4.1.2 Create a New Learning Package

Starting from the Opening Page of the program, click on the button "Create a New Learning Package”
(or use the command New from the File menu) in order to create a new learning package.

This will take you to the Contents page of the Editing Mode.

At this stage, you can either call up a template (see 4.1.3 Add and Delete Pages) and fill it with
content or start to create Folders to organise your package (see Add and Delete Folders in chapter
4.9 "Edit the Contents page”.)

Save the new learning package by giving it an appropriate file name with the extension "*.dia" (see
4.1.7 Save a Learning Package.)

4.1.3 Add and Delete Pages

If you want to add a page to your learning package while you are on the Contents page, select the title
of the exercise after which you want to add the new page.

You can also add a new page from the page of an exercise. The title of the added page will then
appear on the contents list directly after the current page. It can, however, also be moved to a different
place later (see Move and Indent Titles in chapter 4.9).

To add a page to your learning package, click the New Page button (or use the Select
Template command in the Templates menu).
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Select one of the following templates from the displayed dialogue box and click OK.

e Dialogue template with ”head pictures”: Template for 2 speakers represented by small "head
pictures” or names

¢ Dialogue template with ”situation picture”: Template with a "situation picture” and balloons for
up to 5 speakers

e Video template: Template for playing video clips supported transcript and translation

o Text template with picture/without picture: Template for listening comprehension with transcript
and translation

o Text production template: Template for oral and written exercises including translations,
summaries, faxes, memos, and reports.

¢ Question-Answer template: Template for oral and written exercises with visual aid, from
answering questions and describing pictures to simulating a presentation

e Gap-filling template: Template for different kinds of exercise from gap-filling to reformulation and
sentence composition

e Drag&Drop templates: Templates for drag&drop exercises
e Multiple choice templates: Templates for multiple choice or true/false exercises

e Explanation template with one field/with two fields/with picture: Template for lexical,
grammatical, pragmatic or cultural explanations which can be linked to dialogue, text or video
exercises via hyperlinks

¢ Info page template: Template for information introducing an exercise or learning package

Enter a title into the displayed title box, and then fill the template with content (see chapter 4.2).

D To delete a page from your package, click the Delete Page button or use the Clear Page
command in the Edit menu.

On the Contents page, you can also use this button to delete folders. Select the folder or title of the
exercise you want to delete and click on the button Delete Page or Folder.

4.1.4 Enter a Title

When you call up a template, it is displayed together with the Enter Title dialogue box.

Title OK
=] Cancel

IEhange lcom .

Hide title in contents page of Learning
Mode.

Tes=st format
Always show text
Hide hyperlink button

[ Al

Enter Title dialogue box

=

You can also click on the Title button in order to open the Enter Title dialogue box.
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Use the box to enter a new title for your exercise or to change the old one. If you need characters that
are not available on your keyboard, click on Special Characters in the Extras menu.

The title appearing in the title bar at the top of the screen will automatically be inserted in the contents
list of the learning package.

Suppress title

Exercises may consist of more than one page. To suppress the titles of the subsequent pages of an
exercise on the Contents page of the Learning Mode, select the respective feature in the Enter Title
dialogue box.

Titles of pages that have been suppressed, will not appear on the Contents page of the Learning
Mode. They will instead be accessible by the Forward button from the first page of the exercise.
Learners, therefore, access the first of several pages of an exercise via the Contents page and then
use the Forward and Backward buttons to navigate between the different pages of an exercise.

Set test format

Most templates can be used for practice and testing purposes. Select the feature "Test Format” in the
Enter Title box if you want to use a template for testing purposes (see also chapter 4.1.6).

Hide hyperlink button

If you select the feature “Hide hyperlink button”, the hyperlink button will not be visible on the current
page of the package.

4.1.5 Import Pages
To import pages from other learning packages,

e use the command Import in the File menu;

e select the file name of the package from which you want to import pages and click OK;

e select ALL if you want to import the whole learning package, or select PAGES if you want to import
specific pages;

e select the pages, you want to import and click OK.

Import pages

File IC:'I.TELOSU].MTEHIENGL1ITDENGﬂl\.DIA

— Import pages
Al
W FPages

TELOS DIALOGUE English -
GOING TO PLACES

Dialogue Practice

The train times for Swansea

The train times for Swansea

Do you have any vacancies 7

Do you have any vacancies 7 hd
Help |

Import Pages dialogue box

Go to the Contents page to integrate the imported pages into the structure of your learning package
(see chapter 4.9 Edit the Contents page).
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4.1.6 Select Test Format

Most templates can be used for practice and testing purposes. In self-controlled self-study sessions,
learners can check their answers and compare them with a given solution. If the test format is
selected, learners cannot access any solutions or check which of their entries are right or wrong.

The test format can be selected or de-selected either for individual exercises or for a whole learning
package.

Select/de-select test format for individual exercises
This option allows you to create "mixed” packages with both practice and testing components.

Click on the Title button to open the Enter Title dialogue box(see also chapter 4.1.4).
Select/de-select the feature "Test Format” and click OK.

Select/de-select test format for entire learning package
This option allows you to use the same learning package alternatively for practice or testing purposes
by selecting the respective feature.

Click on Select/De-Select Test Format in the Extras menu. Select one of the following options and
click OK:

1. Test format selected for individually specified exercises (= default setting: the test format is
only activated for those exercises for which it has been specified individually via the Enter Title
dialogue box);

2. Select test format for all exercises of a package regardless of what has been specified for
individual exercises;

3. De-select test format for all exercises of a package regardless of what has been specified for
individual exercises.

4.1.7 Save a Learning Package

To save a learning package, select the Save command from the File menu.
Select a directory, enter a file name using the extension "*.dia", and click OK (or Save).

After extensive editing (especially after deleting pages), it is advisable to save a package (under the
given or under a different name) using the Save As command. Executing this command compacts the
file.

NOTE:
e Create a new directory in the Windows Explorer (File Manager) for each new learning package.

¢ All data belonging to a learning package (i.e. the learning package file with the extension *.dia, all
sound files and the bitmaps of implemented graphics) must be stored in the same directory. If you
implement sound or pictures the files will automatically be copied into the current directory.

¢ If you want to store a package in a different place make sure to copy or move all the files belonging
to the learning package.

e If you want to store a package using the Save As command into a different directory, all sound files
and bitmaps belonging to that package will automatically be copied into the new directory.
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4.1.8 Close a Learning Package

To close a learning package, select the Close command from the File menu.

4.1.9 Exit Telos Language Partner

To exit the program, select the Exit command from the File menu.

4.1.10 Switch to the Learning Mode

You can always switch from the Editing Mode to the Learning Mode in order to test the package you
are editing.

To switch between the two modes, use the respective command from the Edit menu.

Access to the Editing Mode can be restricted by means of a password.

4.1.11 Assign a Password

To restrict access to the Editing Mode of a learning package, you can assign a password to it.

=  Passwod |
Pazsword for Editing Mode: 1
Retype password to confitm: [

[ ok || cance |

Select the Password command from the Edit menu. Enter a password into the first text field of the
dialogue box and retype the password to confirm that this is indeed the one you want. Click OK.

You also have to use the Password command in order to change or delete the password.

4.1.12 Menu Bar

The menu bar of the Editing Mode displays the following main functions: File, Edit, Templates,
Hyperlinks, Extras, Language, and Help.

File:

New Opens a new, empty package.

Open Opens an existing package.

Close Closes current learning package.

Save Saves a package under its specified file name. If the package has not yet been
saved and named, the Save command displays the Save As dialogue box.

Save As Displays the Save As dialogue box. Allows you to save the current package as
a new file. Executing this command also compacts the file.

Import Imports pages from other learning packages.

Exit Closes the program.
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Edit:

Undo Reverses an action.

Cut Removes a selected segment and places it on the Windows Clipboard.

Copy Places a copy of a selected segment on the Windows Clipboard.

Paste Pastes content of the Windows Clipboard onto current text field.

Clear Deletes current selection without placing it on the Windows Clipboard.

Delete Page Deletes current page.

Learning Mode Switches to the Learning Mode.

Password Displays a Password dialogue box for allocation of a password that restricts
access to Editing Mode.

Templates:

Select Template Displays Select Template dialogue box.

Hyperlinks:

Create Hyperlinks

Displays Hyperlink dialogue box for the creation of hyperlinks between text
items and explanations or exercises.

Dictionary

Displays Lexical Link dialogue box allowing you to link a dictionary to a
learning package, create a new dictionary, edit a dictionary, or remove a
link to a dictionary.

Support Book
e New Support Book
e Open Support Book

e Creates a new support book.

e Opens an existing support book.

Extras:

Notepad

Opens the TLP-Notepad.

Special Characters

Opens Special Character Box.

Audio Recorder

Opens Audio Recorder.

Select/De-select Test Format | Opens box for activating/de-activating the Test format

Settings

Opens box for changing default settings (language, opening tune,
directory for learner data)

Sound Data Format

Opens box for changing the sound recording quality.

Language:

The Language menu enables you to change the language of the menu bar, status bar, and on-screen

help.
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Help:

Help Opens Help option of the Editing Mode.

History Displays a list of all the pages you have viewed during a particular
working session.
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4.1.13 Tool Bar

In the Editing Mode, the tool bar includes the following buttons:

Push Buttons
To perform an action associated with a push button, you simply click on the button.

With the push buttons, the following actions can be performed:
Dema
Play the demo

Go to the next page

Go to the previous page

Telos
Open Contents page of a learning package
4 Adapt text fields
ﬂ']:l'
o Select a picture
@ Stop recording or playing sound
{7
: Enter prompts helping the learner to perform a given task
Create gap/drag-object
Add additional drag object in drag&drop exercise
=
=
Shuffle drag objects in drag&drop exercise
=3

Enter or change a title of a page

Add a new page

Delete a page

-

-+

4+

Rearrange titles on the Contents page of a learning package
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: Add folder
Check indents
(4

Open the Colour Tray

Llll_#l D Video operation panel

LI Start the video/sound clip
LI Pause video/sound clip
i Set video index
Q Drag the Slide button to the left or right, to move the video/sound clip to a desired position
LI Stop video/sound clip

Drag&Drop Buttons

To execute a command assigned to a particular drag&drop button, click on the button, drag it to the
desired destination, and release it. The drag&drop function works with the majority of fields on a
screen at any given time. If you drag a button to an undefined field, you will hear a beep.

With the drag&drop buttons, the following actions can be performed:

0

Record sound using the microphone

Implement a sound file

Listen to auditory model

Delete text

Enter a translation

Delete gap/drag-object

© LINK 1997-2004 39 of 78



Telos Language Partner TLP Pro User Manual

4.2 CREATE AND EDIT EXERCISES AND EXPLANATIONS

4.2.1 Create Dialogue Exercises

You may choose between two different dialogue templates:

e adialogue template for 2 speakers, who are represented by a small "head picture” or their name

IE r'm Clarissa j
L e

Hedla, | dar't Baiv st men |
Yo Im Sidnay Sidney Davanper, [m the na |

riem
I'm1 Clanz==, Clarfssa Witherspoon, the general 2
factofum : :
e S Than sou aan prokably tell me s 1san find i
2 Ma. Hiuina.
Her office is ju=t Bwough there, b =he's in o '
meling & the momen. |
: i Hirwe Joevg vl i £ake, da you tirk? I
Al Hal-ar-hor. [ S
; o, el T clme back lster, fhert I

(a2 (@ (D (= (D@ = DD

e adialogue template with a "situation picture” and balloons for up to 5 speakers

I'm Clarissa

| Role field
o Hello, | dopathink we've met |

=

@
=
=]

f Sidney, Sidney Davenport, 'm
B new intern.

A I'm Clarissa, Clarissa Witherspoon, the | ] :
general factotum. Turn f|e|d

B Then you can probably tell me where |
can find Ms. Higgins

er office is just through there, but she's
in & meett g moment.
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Enter a title

When you call up a template, it is displayed together with the Enter Title dialogue box.

Enter title ...

untitled folder: Cancel |

Change lcon ... I

Hide title in contents page of Learning
Mode.

r
[T Testformat

r Always show text

[” Hide hyperlink button

Enter Title dialogue box

You can also click on the Title button in order to open the Enter Title dialogue box.

Use the box to enter a new title for your exercise or to change the old one. If you need characters that
are not available on your keyboard, click on Special Characters in the Extras menu.

The title will appear in the title bar at the top of the screen will automatically be inserted in the contents
list of the learning package (see also 4.1.4 Enter Title).

Enter dialogue text

If you are using a template with a picture, you have to enter the initials of the respective speaker in
front of a text field (see also Determine Speaker Roles below).

Enter your dialogue text into the grey text fields, using different fields for different speaker turns. If you
need characters that are not available on your keyboard, click on Special Characters in the Extras
menu.

Longer speaker turns may be subdivided into two or three parts by writing each part in a new field.
This will make it easier for learners to practice the dialogue.

To facilitate the process of entering the text, it is strongly recommended to write the dialogues with a
word processor and to copy it into the template in the following way:

e Use the character "#” to separate speaker turns and to indicate that after each "#’ character the
text should be entered into a new text field.
e Select the text and copy it into the Windows clipboard.

e Switch to your learning package (using the Alt+Tab keys), click into the turn field in the dialogue
template where you want to fit in the copied text, and use <Shift>+<Ins> to paste the copied text
into the template. The text will assigned to the individual text fields according to the separations
indicated by the "#” character.

Adapt text fields

Since the speaker turns of a dialogue may vary in length, it will be necessary to adapt the size of the
text fields.

This is done by clicking the button Adapt Text Fields after you have entered the text.
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A text field belongs to one of the two dialogue participants, i.e. either A or B. Depending on which field
belongs to which participant role, the field can be positioned to the left or the right of the page.

The starting position for all text fields is to the left of the page.

To move a Speaker Turn Field from the left side to the right (or back again), click on the turn field
using the right mouse button.

Insert head pictures or names

If you have chosen a dialogue template for 2 speakers, represented by a small "head picture” or their
name, distribute the speaker turns as described above and enter head pictures or names into the role
fields.

Distinguish Dialogue Partners by Name
You can distinguish the two dialogue partners by giving them names.

Click on the Role Fields in the left and right corners above the dialogue field type in the respective
names.

Distinguish Dialogue Partners by Pictures
Instead of entering the names of the dialogue partners, you can also use pictures.
'GL‘!'

=

= Click on the Picture button in order to insert pictures representing the dialogue partners. The
Picture box will appear.

Select one of the displayed pictures, decide which dialogue role you want to use it for (left or right),
and click OK. Repeat this procedure for the second person as well and then close the dialogue box.

. German dlafague With ead ploiures
|- b Role Field
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Dialogue Template with Picture Box

You can also import and enter your own pictures.

Import additional head pictures

If you want to implement your own additional head pictures, you need appropriate pictures (BMP-
format; size 75x60 pixels; 256 colours). If the pictures are smaller than 75x60 pixels, they will be
centred within the role field; if they are bigger, the right and lower part of the picture will be cut off.

=<

=

= Click on the Picture button in order to open the dialogue box "Select graphic”.
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Select the record card "Custom”. Click Import, select a bitmap, and click OK. Repeat the procedure if
you want to import further pictures for the current learning package.

To enter a picture into a dialogue template, select one of the imported pictures, indicate whether you
want to use it for the role field on the left or the right side, and click OK. Repeat the procedure for the
other role field and then close the dialogue box.

Saving the learning package ensures that links to pictures that have been inserted into role fields will
be saved as part of the package. The pictures themselves will automatically be copied into the
package sub-directory.

Insert situation picture
If you want to use a dialogue template with a situation picture and balloons, you need appropriate
pictures of dialogue situations in the form of bitmaps (with 256 colours). You can either make your
own pictures and have them digitised, or you can scan in visual aids.
-UL‘"'

=

= Click on the Picture button in order to select and implement the bitmap you want to use.

The bitmap is automatically adjusted to the required size of 320X240 pixels. To avoid a distortion of
the picture use bitmaps with proportions of 4:3 (width : height).

For further information see Insert Picture in chapter 4.4.

Determine speaker roles (template with situation picture)

By the total number of initials or names you use (see the letters A and B in the template), you
determine the number of partners in a dialogue. The template is designed for a maximum of 5
speakers.

To enter the initials of a speaker, click on the respective field for the initials, enter the initials or a short
name into the displayed dialogue box and click OK. The initials or names will also be displayed in the
Role Fields positioned on the picture.

Drag the Role Fields to the corresponding heads of the speakers in the picture.

Drag the Balloon button onto a Role Field, select an appropriate balloon, click OK and drag
the balloon into the right position. Repeat the procedure for all speakers and then close the
dialogue box.

I'mt Clarissa mﬂl‘.'!wt
i Role Field

Cla. Halo, | dant Sk wee et
Sid, Ma, Im Sdiey, Bdies DEeincos, ™
1ha rez ncam

Helect balloon WpE ..

Sid, b el 1T cams e lae, s
la.

{ami (e {22 () (0 (=200 (= 0D (0 ) (0 e

Dialogue template with situation picture

Enter a translation
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@ To enter a translation, drag the Translation button to the desired text field, enter a translation
for the respective passage and click OK.

If you need characters that are not available on your keyboard, choose Special Characters in the
Extras menu.

Repeat this procedure for all the text fields in question.

To facilitate the process of entering a translation, it is strongly recommended to write the translation
with a word processor and to copy it into the template in the following way:

e Use the character "#” to separate speaker turns and to indicate that after each "#’ character the
text should be assigned to a new dialogue section (corresponding to a text field).

e Select the text and copy it into the Windows clipboard.

e Switch to your learning package (using the Alt+Tab keys), drag the Translation button to the turn
field where you want to start to fit in the copied text, click into the displayed translation box, and
use <Shift>+<Ins> to paste the copied text into the box. The translation will assigned to the
individual dialogue sections according to the separations indicated by the "#” character.

Record/implement sound

e
To record the dialogue, drag the Record button onto the speaker turn you want to record and
continue as described in Record Sound in chapter 4.3.

You can also implement an existing sound file.

To implement a sound file, drag the Implement Sound File button onto the background or
turn field and continue as described in Implement Sound File in chapter 4.3.

Listen to your recording

)

To listen to your recording, drag the Model Play button to the respective speaker turn or to
the dialogue background in question.

Create hyperlinks

You can create links between words or passages in the dialogue and lexical, grammatical, pragmatic
or cultural explanations of exercises.

You can, for instance, create a link between a conjunction in a text and a corresponding
grammatical explanation. You can also, for example, create a link between an adjective and a gap-
filing exercise where learners have to fill in adjective endings. In the same way, you can select
specific words and link them to lexical or cultural information.

For further information see chapter 4.6 Create Hyperlinks.
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4.2.2 Create Text Comprehension Exercises

Click on the New Page button and select a text template from the displayed dialogue box. You can
choose between a text template with picture and a text template without picture. Enter a title into the
displayed Title box and click OK.

Enter text

Type or copy the text into the grey text field (To copy text from a text file produced with a word
processor, press <CtrI>+<C> for copying and <Shift>+<Ins> for pasting).
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Text comprehension template with bitmap

You can edit the text and change the text and/or field colour if you like (see chapter 4.5).

Subdivide text into listening units
To subdivide the text into listening units, use the character "#”.

Record/implement sound
—_—
To record the text, drag the Record button onto a listening unit and continue as described in
Record Sound in chapter 4.3.

You can also implement an existing sound file.

To implement a sound file, drag the Implement Sound File button onto the empty space after
the text and continue as described in Implement Sound File in chapter 4.3.

Enter a translation

@ To enter a translation, drag the Translation button to the desired listening unit, enter a
translation for the respective passage, and click OK.

If you need characters that are not available on your keyboard, choose Special Characters in the
Extras menu.
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Insert a picture

T

= When using a text template with picture, you can support the text by a visual aid (see
4 4insert Picture).

Create hyperlinks

You can create links between words or passages in the text and lexical, grammatical, pragmatic or
cultural explanations of exercises (see chapter 4.6 Create Hyperlinks).
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4.2.3 Create Video Exercises

Click on the New Page button and select the video template from the displayed dialogue box. Enter a
title into the displayed Title box and click OK.

Implement a video

T

= Click on the Picture/Video button, choose a video format (+.avi, *.mov, or .mpg), select a
video file, and click OK.

Enter transcript

Type or copy the transcript of the video clip into the text field on the right (to copy text from a text file
produced with a word processor, press <CtrI>+<C> for copying and <Shift>+<Ins> for pasting).

=uptitied video page=
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Video template

You can edit the text and change the text and/or field colour if you like (see chapter 4.5).

Synchronise transcript and video

You can synchronise the transcript and video in such a way that the corresponding passage in the
transcript will be highlighted while the video is playing.

To synchronise transcript and video, follow the following steps:

1. Subdivide the transcript into units using the character "#”.
2. Start the video by clicking the Play button Ll in the video operation panel.

3. Click the Pause button LI when the video has reached the end of the first transcript unit
(indicated in the transcript by the first # character).

4. Click the Index button # in the video operation panel, and an Index box will appear.
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Mowvie position I4B

Set start position I

Set end position I
Add to index list |
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Cancel | Remove I
Index box

5. Click on “Add to index list” and then on Close.

6. Click on the Play button Ll in order to continue the video, and click the Pause button when the
video has reached the end of the second transcript unit (indicated by the second # character).
Continue as described in step 3.

To remove an index, click on the Index button, select the index you want to remove from the index
list, and click on Remove. If you are not sure which index you want to remove, play the video and look
for the movie position in the index box.

If you only want to use part of the video clip, you can set a start and end position.

e Set start position: Start the video by clicking the Play button in the video operation panel. Click the
Pause button when the video has reached the chosen start position.

Click the Index button g in the video operation panel, and then click on “Set start position” in the
Index box.

e Set end position: Play the video clip until it has reached the chosen end position. Click the Pause
button and then the Index button. Then click on “Set end position” in the Index box.

You can also set or modify the start and end positions by clicking into the white boxes under “Start
position” and “End position” in the Index box and by entering the required position number into the
displayed dialogue box.

Enter a translation

@ To enter a translation, drag the Translation button to the desired transcript unit, enter a
translation for the respective passage, and click OK.

See also the facilitated process of entering a translation in Enter a translation in chapter 4.2.1.

Create hyperlinks

You can create links between words or passages in the transcript and lexical, grammatical, pragmatic,
or cultural explanations and exercises (see chapter 4.6 Create Hyperlinks).
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4.2.4 Create Text Production Exercises

The text production template can be used for all kinds of writing (but also for oral) exercises like
letter writing, faxes, memos, reports, summaries etc.
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Text production template

Enter task description

Enter a task description into the grey text field on the left of the template. A task description could,
for instance, consist of a specification of what the learner should write or write about; it could also be
the beginning of a story which the learner should continue; or a text, which has to be translated.

You can edit the text and change the text and/or field colour if you like (see chapter 4.5).

Enter info text

General info or instructions pertaining to the exercise can be given in the space above the task
description field on the left.

You can edit the text and change the text colour if you like (see chapter 4.5).

Enter a model solution
Enter a model solution into the text field on the right.

Record/implement sound

é To record the text, drag the Record button into the task or answer field and continue as
described in Record Sound in chapter 4.3.
If available, you can also implement an existing sound file.

(=

To implement a sound file, drag the Implement Sound File button into the task or answer
field and continue as described in Implement Sound File in chapter 4.3.
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Enter prompts

To support the learner, you can enter prompts or lexical information helping the learner to perform
the given task.

7

To enter prompts, click the Prompts button. Enter the support information and click OK.
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4.2.5 Create Question-Answer Exercises
The question-answer template can be used very flexibly for a variety of different exercises, e.g.:

text/dialogue comprehension questions
topical/factual questions

free or guided picture descriptions
describing a picture

object naming

simulation of a presentation

Click on the New Page button and select the question-answer template from the displayed dialogue
box, enter a title, and click OK.

Give ifre Arswer

Whiat did Sidney rephe?

Clarigsa;
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Question-answer template

Enter info text

General info or instructions pertaining to the exercise can be given in the space above the picture
field on the left.

You can edit the text and change the text colour if you like (see chapter 4.5).

Enter a question
Enter a question or task description into the top text field on the right.

You can edit the text and change the text and/or field colour if you like (see chapter 4.5).

Enter a model answer
Enter a model solution into the lower text field on the right.

You can edit the text and change the text and/or field colour if you like (see chapter 4.5).

Record/implement sound

—
To record the text, drag the Record button into the question field or model answer text field
and continue as described in Record Sound in chapter 4.3.

If available, you can also implement an existing sound file.
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To implement a sound file, drag the Implement Sound File button into the text field and
continue as described in Implement Sound File in chapter 4.3.

Enter prompts

To support the learner, you can enter prompts or lexical information helping the learner to perform
the given task.

2)

To enter prompts, click the Prompts button. Enter the support information and click OK.

Insert a picture

tL"l'
o Click on the Picture button in order to select a bitmap supporting the exercise (see 4.4 Insert
Picture).
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4.2.6 Create Gap-filling Exercises
The gap-filling template can be used for different kinds of exercises from ordinary gap-filling to
reformulation or sentence composition exercises.

If you want to create a gap-filling exercise, click on the New Page button (or choose the command
New Template from the Templates menu), and select the Gap-Filling Template from the displayed
dialogue box.

Enter a title for your gap-filling exercise into the displayed dialogue box.

Enter text

Type or copy the text you want to use for the gap-filling exercise into the grey text field. (To copy text
from a text file produced with a word processor, press <Ctrl>+<C> for copying and <Shift>+<Ins> for
pasting).

Specify instruction

If necessary, change the instructions above the text field.

Create gaps

To create a gap, select the words or letters you want to replace by a gap, and click the
Create Gap button. A window will appear with two text fields. The answer will be displayed in
the gap above. In the gap below you may enter alternative solutions that fit in the context,
but are not the required answer. Alternative solutions are separated from each other by
using enter (or return). Repeat this procedure for each new gap you want to create.

Delete gaps

To remove a gap, drag the Delete Gap button to the gap you want to remove and click OK.

Record/implement sound

You can also record or implement sound in order to use the template for listening comprehension or
dictation tasks.

st |

To record a text, drag the Record button into text field and continue as described in Record
Sound in chapter 4.3.

If available, you can also implement an existing sound file.

To implement a sound file, drag the Implement Sound File button into the text field and
continue as described in Implement Sound File in chapter 4.3.
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Insert background picture

ﬂ']:l'
o You can also insert a picture into the gap-filling template. The picture will be displayed in the
background of the text field. Click on the Picture button and select the bitmap you want to
use. To cover the whole text field, create and use bitmaps of the size 605 x 297 pixels. If the
bitmap is smaller than this, it will automatically be centred.
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4.2.7 Create Select-Exercises

The select-template is a variant of the gap-fill template. For exercises that are to be created with the
select-template, the learner does not have to write in the gap, but has to choose the desired answer
from a list of possibilities.

If you want to create a select-exercise, click on the New Page button (or on the Select-Template
option in the Template menu), choose the select-template from the displayed dialogue box, and enter
a title.

Enter a title for your gap-filling exercise into the displayed dialogue box.

Enter text

Type or copy the text you want to use for the gap-filling exercise into the grey text field. (To copy text
from a text file produced with a word processor, press <Ctrl>+<C> for copying and <Shift>+<Ins> for
pasting).

Specify instruction

If necessary, change the instructions above the text field.

Create gaps

To create a gap, mark the text that you want to replace with a gap; this text will be the
answer in the learning mode. Click on the Create Gap button. A window will appear with two
text fields. The answer will be displayed in the gap above. In the gap below you must enter
alternative solutions that don't fit into the context. Alternative solutions are separated from
each other by using enter (or return).

Repeat the procedure for all of the gaps you want to create.

Delete gaps

To remove a gap, drag the Delete Gap button to the gap you want to remove and click OK.

Record/implement sound
You can also record or implement sound in order to use the template for listening comprehension or
dictation tasks.
—
To record a text, drag the Record button into text field and continue as described in Record
Sound in chapter 4.3.

If available, you can also implement an existing sound file.

To implement a sound file, drag the Implement Sound File button into the text field and
continue as described in Implement Sound File in chapter 4.3.

Insert background picture
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= You can also insert a picture into the gap-filling template. The picture will be displayed in the
background of the text field. Click on the Picture button and select the bitmap you want to
use. To cover the whole text field, create and use bitmaps of the size 605 x 297 pixels. If the
bitmap is smaller than this, it will automatically be centred.
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4.2.8 Create Drag&Drop Exercise

If you want to create a drag&drop exercise, click on the New Page button (or choose the command
New Template from the Templates menu), and select a Drag&Drop template from the displayed
dialogue box.

You have the choice between two different Drag&Drop templates: a standard Drag&Drop template
(with fixed drag objects that cannot be changed) and a Drag&Drop template with flexible drag objects,
whose position, size and colour can be changed.

Enter a title into the displayed dialogue box.

Enter text

Type or copy the text you want to use for the drag&drop exercise into the grey text field. (To copy text
from a text file produced with a word processor, press <Ctrl>+<C> for copying and <Shift>+<Ins> for
pasting).

Specify instruction

If necessary, change the instructions above the text field.

Create gaps and/or drag&drop objects

To create a gap, select the words or letters you want to be replaced by a gap, and click the
Create Gap button. When you create a gap, the removed text will automatically appear on a
drag&drop object on the right side of the text field.

Repeat the procedure for each new gap you want to create.

Delete gaps and/or drag&drop text objects

To remove a gap and/or drag&drop object, drag the Delete button onto the gap and/or
drag&drop object you want to remove and click OK.

Add additional drag&drop objects

To make the task more difficult for the student, you can add additional drag&drop objects.

Click on the Add Drag Obiject button, enter the text for the additional drag&drop object into
the displayed box, and click OK.

Shuffle drag&drop objects (for the standard drag&drop template only)

e
i
,:\:l
- If you are using the Standard Drag&Drop Template, you can change the order of the drag
objects automatically. To shuffle the drag&drop objects, click the Mix Drag Objects button as

often as you like.
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Edit and move drag&drop objects (for drag&drop template with flexible drag
objects only)

Move drag&drop objects: If you are using the drag&drop template with flexible drag objects, you can
move and arrange the drag objects on the text field. Click on a drag object and drag it to a place of
your choice.

Change size of drag objects: Select a drag object, and use the mouse to change it to the right size.

Change colour of drag objects: Open the Colour Tray from the menu Extras. Then click on the drag
object and select a fill colour.

Change text colour of drag objects: Open the Colour Tray from the menu Extras. Then click on the
drag object and select a text colour.

Record/implement sound
You can also record or implement sound.

o
To record the text, drag the Record button into the text field and continue as described in
Record Sound in chapter 4.3.

If available, you can also implement an existing sound file.

To implement a sound file, drag the Implement Sound File button into the text field and
continue as described in Implement Sound File in chapter 4.3.

Insert background picture
OL"U'
e You can also insert a picture into the drag&drop template. The picture will be displayed in
the background of the text field. Click on the Picture button and select the bitmap you want
to use. To cover the whole text field, create and use bitmaps of the size 487 x 297 pixels

(standard drag&drop template) or 605 x 297 pixels (drag&drop template with flexible drag
objects). If the bitmap is smaller than this, it will automatically be centred.
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4.2.9 Create Multiple Choice Exercises

Write the task and the multiple choice answers or true/false statements into the grey text field.

81 Greetings - Exercise

= Pedagogic support
= Module overview How do you introduce yourself?

| be Sandra Jones.

@ I'm Sandra Jones.

 I'm Jones.

® | What do you say at a first meeting?

# How do you do?
, correct
" incorrect
e select partner
deselect partner
deselect all partnets

(€ (we (S (@ (D (DD 0LH (D)D) P

Multiple Choice template

Enter text

Enter questions and multiple choice answers into the grey text field on the right hand side of the
template.

You can edit the text and change the text and/or field colour if you like (see chapter 4.5).

Insert and edit multiple choice buttons

Q

To insert a multiple choice button, click into the text at the position of your choice and click
the Multiple Choice button.

For further editing, click onto the multiple choice buttons with the right mouse button. A menu with the
following options will be displayed.

carrect
incarrect

select partner
deselect partner
deselect all partners

MC-menu
correct Select this option, if the corresponding answer is correct.
incorrect Select this option if you want to specify an answer as incorrect that has

previously been specified as correct.

select partner Use this option if only one of the choices of a multiple choice exercise is
correct. With the "select partner" option you can specify the alternative
answers of a multiple exercise as partners.

If you select this option, the cursor will transform into a cross. To select a
partner, click on multiple choice button of a partner answer with the right
mouse button. Repeat the process, if you want to select more than one
partner.
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deselect partner Select this option to deselect individual partners. Select the option and then
click onto the partner you want to deselect with the right mouse button.

deselect all partners | Select this option to deselect all partners.

Note: If you create exercises with more than one correct answer, you cannot use the select
partner function. In these cases you must use a separate page for each multiple choice question.

Delete multiple choice buttons
To delete a multiple choice button, use the Delete or Back Space key of your keyboard.

Insert a picture
-

" Click on the Picture button in order to select a bitmap supporting the exercise (see 4.4 Insert
Picture).

Record/implement sound

You can also record or implement sound in order to use the template for listening comprehension or
dictation tasks.

et
To record a text, drag the Record button into text field and continue as described in Record
Sound in chapter 4.3.

If available, you can also implement an existing sound file.

To implement a sound file, drag the Implement Sound File button into the text field and
continue as described in Implement Sound File in chapter 4.3.

4.2.9.1 Multiple Choice Exercises Type B

Note: This type of multiple choice task can only be used online in connection with the Telos WebBase.

The template may be used for the type of tasks known from psychological tests: users are given a
question with a set of possible answers (options). Each option has a specific score, depending on how
appropriate it is.

Select a multiple choice set

L.

To select a multiple choice set, click into the text field and then click on the multiple choice button

Select the required number of options for your multiple choice set in the displayed dialog box.
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Decide whether the user should be able to select only one (Single select) or several (Multi select)
options. In general only one option should be selectable, which is the default setting.

Confirm your selection by clicking OK.

Enter text and scores
Enter your text for the different options and specify the scores inside the white fields in front of the
options.
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4.2.10 Create Explanation Pages

Use the explanation template if you want to enter grammatical, lexical, pragmatic or cultural
explanations.

To call up an explanation template, click on the New Page button and select an explanation
template from the displayed dialogue box. You can choose from explanation templates

e with 1 text field and with or without a picture, or
e with 2 text fields (without a picture).
Enter a title and click OK.

Enter text
Type or copy an explanation text and/or examples into the grey text field(s) (To copy text from a text
file produced with a word processor, press <Ctrl>+<C> for copying and <Shift>+<Ins> for pasting).

Explanation template with one text field (with or without picture): Enter explanations and/or
examples into the grey text field.

Explanation template with two text fields: Use one of the text fields for explanations and the
other text field for illustrating examples.

You can edit the text and change the text and/or field colour if you like (see chapter 4.5).

Record/implement sound

You should also enter a spoken version of the text, so that the learner cannot only read, but also
listen to the explanation. It is also possible to present the learner with an abbreviated written
explanation, but provide a more detailed spoken explanation.

A

e

To record the text, drag the Record button into the text field and continue as described in
Record Sound in chapter 4.3.

If available, you can also implement an existing sound file.

To implement a sound file, drag the Implement Sound File button into the text field and
continue as described in Implement Sound File in chapter 4.3.

Insert a picture

ﬂ']:l'
s When using a template with a picture, you can support the explanation by an image (see
Insert Picture in chapter 4.4).

Insert background picture

You can also use a picture with the explanation template with one text field. The picture will be
displayed in the background 