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Using InterACT’s Annotation Mode
Annotation Mode will enable you to write on any Windows-based documents such as Word, PowerPoint or Excel, as well as mark PDF files, video clips and Internet website pages and save both the document with the annotations for future reference. You can select ‘save as’ to save the new annotated document and still have your original document to use again as well.
Two Methods to annotate on Word, PowerPoint, Excel and PDF documents already created:
1. Open documents within InterACT ‘Windows Mode’        OR
2. Open document and InterACT programs separately
Method 1- How to open documents within InterACT’s  ‘Window Mode’
1. Open InterACT software program

2. From floating Control Mode toolbar, select Window Mode icon 

3. Once Window Mode presentation is open, select ‘File’, ‘Open’, then find the Word, PowerPoint, Excel or PDF document you wish to open from your files.

4. Click on the chosen file and select ‘Open’. You will then see the page(s) appear in the ‘Pages’ tab of Window Mode

5. You may now use any of the tools to write on or mark the document as well as any  other tools such as ‘Screen Shade’, ‘Searchlight’, ‘Geometric shapes’, ‘Compass’, etc. 
Please note: 
For Word documents:

When following Method 1, you will NOT be able to alter the typed wording of the document in Word.  It will be like a PDF file that is ‘read only’, no changes can be made. If you want to alter the typed words in the selected Word document, follow Method 2. 

For PDF documents:
This method only works for PDF files if you are running XP, not Vista. Vista users, see Method 2.
For Excel spreadsheets:

If an Excel document is opened, you will NOT have access any working 
formulas or be able to alter the typed wording, it is ‘read only’. If you want 
to use formulas or add or alter the typed words in the selected Excel spreadsheet, follow Method 2.
For PowerPoint slide show: When opening a PowerPoint presentation, it will show each slide all at once- you won’t see any animations or hear any sounds. It is a ‘snapshot’ of the slide only. You can, however, use the ‘screen shade’ or ‘searchlight’ (see ‘Tools’ on Window Mode taskbar) to control what portion of the slide is viewed by the audience. In the case of PowerPoint though, you ARE ABLE to alter the typed wording as well as write on the slides and use the other InterACT tools. However, if you want to see animations or hear sounds, then follow Method 2.
Method 2- Open document and InterACT programs separately
1. Open InterACT program and log in as per normal

2. Leave the floating Control Mode toolbar that appears on your desktop
3. Open the program (Word, PowerPoint, Excel), PDF, video or Internet site you wish to use (see separate instructions below). The floating Control Mode toolbar should still be visible on your desktop.
For Word documents (Use this method only if you wish to alter the typed text):
You are able to alter the text of the Word document by using either the soft keyboard 
accessed from the Control Mode toolbar (select Menu’, ‘Tools’, ‘Soft Keyboard’) or by typing directly from your computer keyboard. 
1. Place the cursor in the correct spot using the IWB stylus or computer mouse and then type onto screen. 


2. You can also access tools such as the ‘searchlight’, ‘screen shade’, ‘calculator’ by selecting the appropriate icon from the Control Mode floating toolbar.

3. IMPORTANT: Writing and saving annotations- You will need to position your document on the screen first to include the section you wish to annotate (Once ‘Annotation Mode’ icon is selected, it will ‘freeze’ the screen. )
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When you want to write on the document and save the work, you MUST select Annotation Mode FIRST by selecting this icon from the Control Mode floating toolbar: 
5. The toolbar will disappear momentarily and re-appear expanded. 
6. You can then select the 
‘pen’, ‘highlighter’, ‘camera’, etc  you wish to use from the toolbar. 
7. When you want to save this annotation on the document, select ‘Window Mode’.  
8. A ‘Window Mode’ presentation will open and the work you just did on the document will be seen on the screen. 


NB:  If you find that all you have saved is your writing only and NOT the document 

as well, it means you did not select ‘Annotation Mode’ FIRST before beginning to write.
9. To return to your Word document, select the ‘Control Mode’ icon (the ‘computer mouse’ symbol) on your Window Mode taskbar 
10. You will now be working in Word once again. Your document is now ‘live’ and you are able to move to the next section of your document to begin annotating that section or typing in more information. (You will notice that the written annotations you made previously have disappeared, but they are available to see and save in Window Mode.)
11. Once the next section of your document has been annotated, follow Steps 7-9 above until you have finished all annotation for that document.
12. You can then view and save the annotations while in Window Mode and save as either  a *.btx file (to open in InterACT only ) or as a *.doc (to open in either Word or InterACT)
For PowerPoint:  (Use this method to see animations and hear sounds)

 For users with PowerPoint 2003 or 2007, this program has its own built-in tools- there is no need to use InterACT software tools, but InterACT driver must be activated for stylus to operate in place of your mouse)

1. Open PowerPoint and select presentation you wish to annotate
2. Select the ‘Slide Show’, ‘Start Slide Show’

3. When the first slide appears, hover your stylus along the very bottom left hand corner of the screen- tap on the screen and a set of icons will appear – a blue arrow pointing left, a pen, a slide (menu) and a blue arrow facing right.

4. Using your stylus, 


*if you click on the blue arrow facing right, you will move to the next slide

*if you select the blue arrow facing left, you will move back to the previous slide

* if you click on the pen icon , a series of pens, highlighters and erasers appear. Click on the one you wish to use and begin writing on your slide.
5. When you have reached the last slide in the show, use the stylus to click on the slide (Menu) icon.  It will ask if you want to save the annotations. If you say ‘Yes’, when you close the PowerPoint program, make sure to select ‘Save as’ option and save this presentation with annotations as a different file to ensure you still have your original to use again. 
For Excel spreadsheets: (Use this method if you want to enter data into cells and use formulas to calculate results)

You are able to alter the information in the cells by using either the soft keyboard accessed from the Control Mode toolbar (select Menu’, ‘Tools’, ‘Soft Keyboard’) or by typing directly from your computer keyboard. 

1. Place the cursor in the correct cell using the IWB stylus or computer mouse and then type onto screen. 


2. You can also access tools such as the ‘searchlight’, ‘screen shade’, ‘calculator’ by selecting the appropriate icon from the Control Mode floating toolbar.

3. IMPORTANT: Writing and saving annotations- You will need to position your spreadsheet on the screen first to include the section you wish to annotate (Once 
‘Annotation Mode’ icon is selected, it will ‘freeze’ the screen.)

4. When you want to write on the document and save the work, you MUST select Annotation Mode FIRST by selecting this icon from the Control Mode floating toolbar: 

5. The toolbar will disappear momentarily and re-appear expanded. 

6. You can then select the ‘pen’, ‘highlighter’, ‘camera’, etc  you wish to use from the toolbar. 

7. When you want to save this annotation on the document, select ‘Window Mode’.  

8. A ‘Window Mode’ presentation will open and the work you just did on the document will be seen on the screen. 



NB:  If you find that all you have saved is your writing only and NOT the document 

as well, it means you did not select ‘Annotation Mode’ FIRST before beginning to 

write.

9. To return to your Excel spreadsheet, select the ‘Control Mode’ icon (the ‘computer mouse’ symbol) on your Window Mode taskbar 
10. You will now be working in Excel once again. Your document is now ‘live’ and you are able to move to the next section of your document to begin annotating that section or type in more information. (You will notice that the written annotations you made previously have disappeared, but they are available to see and save in Window Mode.)
11. Once the next section of your document has been annotated, follow the steps above under ‘Word documents’ until you have finished all annotation for that document.
12. You can then view and save the annotations while in Window Mode and save as  a *.btx file (to open in InterACT only ) 
PDF files: (Use this method only if you experience problems opening file directly in InterACT- there seems to be a problem to opening files in InterACT if you are running Vista - there should be no problems if you are running XP)
1. Open InterACT program

2. From floating Control Mode toolbar, select Window Mode icon 

3. Open the PDF you wish to use. The floating Control Mode toolbar should still be visible on your desktop.
4. You can also access tools such as the ‘searchlight’, ‘screen shade’, ‘calculator’ by selecting the appropriate icon from the Control Mode floating toolbar.
5. Follow Steps 3-8 above

6. To return to your PDF document, select the ‘Control Mode’ icon (the ‘computer mouse’ symbol) on your Window Mode taskbar 
7. You will now be working on the PDF document once again. Your document is now ‘live’ and you are able to move to the next section of your document to begin annotating that section. (You will notice that the annotations you made previously have disappeared, but they are available to see and save in Window Mode.)
8. Once the next section of your document has been annotated, follow Steps 7-9 for Word documents above until you have finished all annotation for that document.
9. You can then view and save the annotations while in Window Mode and save as either  a *.btx file (to open in InterACT only ) or as a *.pdf (to open in either Adobe Reader or InterACT)
For Internet websites:
1. Open InterACT program

2. Open the Internet website you wish to use. The floating Control Mode toolbar should still be visible on your desktop.
3. Select the section or link you wish to view. 
4. You can also access tools such as the ‘searchlight’, ‘screen shade’, ‘calculator’ by selecting the appropriate icon from the Control Mode floating toolbar.

5. IMPORTANT: Writing and saving annotations- You will need to position your webpage on the screen first to include the section you wish to annotate (Once ‘Annotation Mode’ icon is selected, it will ‘freeze’ the screen.)

6. When you want to write on the document and save the work, you MUST select Annotation Mode FIRST by selecting this icon from the Control Mode floating toolbar: 

7. The toolbar will disappear momentarily and re-appear expanded. 

8. You can then select the ‘pen’, ‘highlighter’, ‘camera’, etc  you wish to use from the toolbar. 

9. When you want to save this annotation on the website, select ‘Window Mode’.  

10. A ‘Window Mode’ presentation will open and the work you just did on the website will be seen on the screen. 



NB:  If you find that all you have saved is your writing only and NOT the website as 

well, it means you did not select ‘Annotation Mode’ FIRST before beginning to 


write.

11. To return to your Internet website, select the ‘Control Mode’ icon (the ‘computer mouse’ symbol) on your Window Mode taskbar 
12. You will now be working on the Internet website once again which is now ‘live’. You are able to move to the next section of your website or open a link to begin annotating that section. (You will notice that the written annotations you made previously have disappeared, but they are available to see and save in Window Mode.)
13. Once the next section of your website has been annotated, follow the steps above under ‘Word documents’ until you have finished all annotation for that document.
14. You can then view and save the annotations while in Window Mode and save as  a *.btx file (to open in InterACT only ) 
For video clips:
1. Open InterACT program. The floating Control Mode toolbar should still be visible on your desktop.
2. Open the video clip you wish to use in RealPlayer or Media Player. 

3. Select ‘Play’ button and show the video.

4. When you want to annotate on a particular screen image, select the ‘Pause’ button found on RealPlayer or Media Player.
5. When you want to write on the screen image and save the work, you MUST select Annotation Mode FIRST by selecting this icon from the Control Mode floating toolbar: 

6. The toolbar will disappear momentarily and re-appear expanded. 

7. You can then select the ‘pen’, ‘highlighter’, ‘camera’, etc  you wish to use from the toolbar. 

8. When you want to save this annotation on the website, select ‘Window Mode’.  

9. A ‘Window Mode’ presentation will open and the work you just did on the website will be seen on the screen. 



NB:  If you find that all you have saved is your writing only and NOT the website as 

well, it means you did not select ‘Annotation Mode’ FIRST before beginning to 


write.

10. To return to your video clip, select the ‘Control Mode’ icon (the ‘computer mouse’ symbol) on your Window Mode taskbar 
11. You will now be able to press ‘Play’ and view the clip from the point at which you paused the video. You will notice that the written annotations you made previously have disappeared, but they are available to see and save in Window Mode.
12. Once the next screen image appears that you wish to annotate, follow the steps above until you have finished all annotation for that video.
13. You can then view and save the annotations while in Window Mode and save as  a *.btx file (to open in InterACT only ) 
