To use Alphaword to type on the Dana:

1. On the Dana, press on/off to turn on.

2. Press the home (house) button to see all icons.

3. Arrow over to Alphaword and press Enter to start the application.

4. Type. Press the Menu key and arrow down to save and press the Enter key. Give it a file name.
To send the text to the computer to print or add graphics:

1. Double click the Alphabeam icon.

(The pod will flash a red light.)

2. Double click to Start Microsoft Word.

3. Start Alphaword on the Dana.

4. Press the Menu key and arrow down to open and press the Enter key.

5. Arrow to the file you want to send to the computer and press Enter.

6. Point the Dana to the pod, and with the file open on the Dana, press the Send key.

7. The text appears on the monitor in Word. File/Save As and save the file in the student’s G drive or where ever it needs to be saved. 

8. (A good place for all students to save is in the S(Temp) Drive/Students/Teacher’s Name. (When saving in a shared space, students should always save as their last name first initial what it is. For example: smithjessay)

To just print straight from the Dana:

1. Turn on the printer on the Dana cart. 

2. Open the file in Alphaword on the Dana.

3. Point the Dana toward the printer.

4. Choose File/Print from the Alphword menu.

To beam text to your neighbor’s Dana:
1. Start Memo Pad.
2. Start a new memo. (You may have to click Done to close someone else’s memo if it is open on your Dan).

3. Once you have finished typing your note, point your Dana at your neighbor’s Dan.

4. Press the Send button.

5. Your Dana will tell you it is sending. Your neighbor’s Dana should ask if he/she wants to accept what you sent.

To print the Ultrakey Report:

1. After completing the assigned lesson in Ultrakey, while still logged in to the program as you, click on Reports in the upper right corner.

2. Your report will appear. Click Export to Print. OK.

3. Click the home key to exit Ultrakey. 

4. Star the Print application.

5. Choose Word documents. Click once on your report. 

6. Point your Dana at the printer on the Dana cart, click Print.

