S@Tl_ / Special Education Technology - British Columbia

British Columbia

Boardmaker® 5.3.5 (Windows)
Using the Symbol Finder Effectively

Introduction

The symbol finder in Boardmaker® makes it very easy to search and paste symbols from
the PCS library by simply typing in the symbol name, locating the symbol you want and
then clicking on the board to paste. The symbol finder has other features, however, that
allow you to customize the symbols to create boards and visual supports that are very
specific to your student’s needs. In this tutorial you will learn how to use Boardmaker’s
symbol finder more effectively.

Learning Objectives

Completion of this tutorial will give you experience with the following:
¢ Reviewing how to do simple symbol searches
Pasting more than one symbol into a button
Adding a new symbol to the symbol library
Changing a symbol name in the symbol finder
Pasting parts of symbols to buttons
Working with the symbol finder settings
Copying symbols to the clipboard to paste into other documents

Installing Boardmaker® (Windows)

Before beginning this tutorial, please refer to the Installation instructions that came with
your Boardmaker® program or download the “Boardmaker® Installation Instructions”
from the “Resource” area of www.setbc.org/psap.

Starting the Program

1. Launch Boardmaker® by clicking the alias on your desktop or selecting it from
your “Start — All Programs” list.

Open a template

2. When the splash screen opens, click on the “Open a
template” button to access the board templates that
come with Boardmaker®.

3. When the “Open” window opens, double-click to open
the “BM MJ Displays” folder, locate the “MJ 12
squares” template and double-click to open it.

@MJ 12 squares %

@MJ 43 squares
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You now have some buttons in which to paste your symbols for the rest of the
tutorial.

Simple Symbol Searches
In this section of the tutorial, you will review how to do simple symbol searches.

1. On the Toolbar, click on the “Symbol Finder Tool”.

This brings up the Symbol Finder in a small, floating window. You can
move this around by clicking on the top bar of the window and dragging it
to a convenient spot in your work area.

*** Note that the Toolbar itself can be moved to different areas of your
work area and can also be resized. To do this, click and drag the Toolb
by the grey line at the top of the toolbar — drag it into the board area.

Once it is in the board area, you can resize it by clicking and dragging the

lower right hand corner of the toolbar. You can also drop it anywhere in —_ |

your work area that you find convenient.
2. For this tutorial, you will be making an activity choice board. One of the
activities available to choose will be to go for a “walk”.
In the top right area of the Symbol Finder Symbol Finder 1712326 MJ g@
window, click on the third “Search letters b i
’ aby animals
must match a whole word” button. v

This means when you search for ‘walk’, it will
only give you symbols that match that word

exactly. @

Symbol Finder 16/29 W) =) OB

3. Now, type in the word “walk’ in the “Find” field. : L EEl=
Notice that when you have finished typing the wa.I'k outside “I_ld _________
word, a symbol appears in the symbol window. )< e
To see ALL the symbols that have the exact ~ =|ela| o>

word ‘walk’ in the name, click on the “Display — |
Thumbnail View” button to see thumbnails of
the ‘walk’ symbols.

ine &
[wallcoutside g [7]

4, By rolling your cursor over each symbol, OR
clicking once on it, you can see the names of the symbols in the “Alternate
Symbol Names” field.
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You can also advance through the “walk” symbols by

clicking the forward and back arrows on the Symbol -
Finder window. =
™

Select the symbol you want to use for “walk”.

You can also see any alternate symbol names for that symbol in the “Alternate
Symbol Names” drop down menu.

"Symbol Finder 16729 MJ BEX|
walk outside | 2e— ][

To add this symbol to your board, simply click

on first button in the upper left corner of your board. Boardmaker® drops the
symbol into that button and then selects the next one in anticipation of your
next symbol selection.

Pasting More than One Symbol into a Button

You can paste more than one symbol into a button when you need to combine symbols
to create one that is more representative for the student. The student that will be using
this choice board likes to read comics. However, when you search “read” you will see
that the symbols have more “book-like” images. So, it would be helpful to combine two
symbols — “read” and “comic book” into one symbol.

1.

The “comic book” symbol will be pasted right over the “read” symbol in the
button.

4.

read

Begin by searching for a “read”
symbol. Type “read” into the
search field, locate the symbol you
want to use on the thumbnail view
and paste it into the second button
on your board.

Symbol Finder 779 MJ

read

Now search for “comic” by typing
that into the symbol finder search field. There is only one symbol for “comic
book” so you can choose that one.

Click in the button on your

board that already haS the Thiz button already has items an it.

“read” SymbOI paSted into It A Do you want to replace them with the current symbol or
message W|” pop up that aSkS |f add thiz spmbol to the button’?

you want to “replace” the

symbol in the button or “Add to” AkiTo Cancel

it. Click the “Add to” button.

The next step is to resize the symbols on the button so they fit and
can be seen. Click on the comic book symbol on the button to
highlight it. You should see a dotted red box appear around the

symbol and the Toolbar options will change to reflect that you are
working with the symbol graphic. You can now move that symbol
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around by clicking and dragging it in the center AND resize it by clicking and

dragging it by the lower right hand corner. Resize the
“comic book” symbol so it is smaller and move it so you can
see the “read” symbol behind.

5. Move and resize the “read” symbol in the same way. You
should end up with your button looking something like this:

COMmEZmok

o

6. There is still a problem with the symbol name — both symbol names have
been pasted onto the button. The easiest way to adjust this
is to click on one of the names and delete it and then retype omzonl
the one that is left. =
%
When you click on one of the names and then press “Delete” on your -
keyboard, you will get a warning that asks if you are sure you want to
delete the item. Click “Yes”. T <)
Are pou sure pou want to delete the 1 selected item(s]?
Iv Show delete warnings
Mo
7. That will leave you with one symbol name. Click on the

“text tool” on the Toolbar to select it.

Click in the symbol name on the button and retype the
symbol name so it reads “read comic book”. Your button
should now look like this:

i

e
l= Text Tool - Chrl+F5

read comic hook

»

You have successfully created a unique symbol by pasting more
than one symbol into the same button. If you were only going to use
this symbol once, you could stop at this point. However, you will

.

IS[AgE
B

likely want to use the custom symbol again for other boards. To have it available for the

next time, you need to add this symbol to the symbol library.

Adding the Symbol to the Symbol Library

To add this symbol to the symbol library, you have to select both graphics in the symbol

and then paste them into the symbol finder.

1. Click on the comic book symbol in your button to select it.
A green box should appear around the symbol. Hold
down the “Shift” key on your keyboard and click on the
‘read” symbol. A second green box should appear
around it indicating that both graphics have been
selected.

read comic book
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Edit “iew Text Dynamic Butkt

2. Click on the “Symbol Finder” tool on the Toolbar to open | undotoveTtems ciriz
the Symbol finder. Even though the menu bar is now grey, cut Ctrlx
go to the “Edit” menu and choose “Paste”. (Alternately, — cre
press “Ctl — V” on your keyboard) _ s

|

3. The “My Symbols / Mine” window opens up with the new Select Al Clri+a
symbol graphics pasted in. Here you have to do two things
to successfully add your custom symbol to the library.

a. Give your symbol a name or names.  fianmemne B
Type the name for your neW SymbOI Aagign Names and Categories to This Symbol - >
|n the name fleld —— Nimas Categories & (.|

irst, Choose a Language: Search Language
English {US) - English (US) Eﬁ%@

Click the “Add a name” button.

b. Assign one or more search
categories to your symbol.

Click the “Assign Categories”
button.

The “Assign Categories to Symbol” window
opens up. You can assign whichever categories
you want to the symbol. You must assign at
least one category for the symbol to be accepted
into the library.

Remove Selected Name

Categories are always displayed
uzing the Search Language
which can be changed in the
Language Settings Dialog,

Assign Categaries

Cancel

Paste
Impott....

Ok

Assign Categories to Symbol

[~ Animals

[~ Computer

[ Containers

I~ Money

[~ Office

I Sentence Builders
I~ Transpaortation
I Weather

I” Sign Language
Calendar

[ Time

For the “read comic book” symbol
you might choose the
“‘Reading/Writing” category under
“School”.

I~ Days ofthe Week
I Months

I” SpecialiHolidays
[~ Christmag

I Easter

I~ Halloween

Once you have assigned one or
more categories, click “OK”.

Descriptive
I~ Descriptive
I~ Feelings

Health

You will see the categories have
been added to the category list for
the symbol.

[~ Other Hawth

Cancel

Click “OK” to close the “My

Food

I” Baking/Seasoning
I Breakfast

[~ Canned Foods
[ Condiments

[~ Dairy

[ Drinks

[~ Fruits

[~ FastFood

I GrainsiBreads
I LunchiDinner

[ Meats

[~ Snatcks

I~ Sweets/Desserts
I~ vegetables

™ Foods {misc)

Harme

[~ Cleaning

[ Clothes

[~ Cookingikitchen
[~ Gardening/Mature
I~ Grooming

[ Cther Horne

Sonial
[~ Comm. Clarifiers

[~ Greetingshrap-ups

[~ Other Social

Leisure

I~ Music

[ Rhymes/Songs

[ ShowsiMoviesiPlays
™ Shopping

[ PartwDance

[T

[~ Toys

™ Other Leisure

People

[~ Family

" FacesiHeads
[ Occupations

[~ Story Characters
[~ Other People

Flaces

[ Community
I~ warld

" Restaurants
[~ States

[ Other Places

Spoits/Games

[” Gares

[ Sports

[~ Swimming/Beach
[ Hokey Pokey

[~ Simon Says

Schaal

[~ Alphabet

[~ Murmbers

I Colors

[" Classes

| ArtsiCrafts

I~ HistorgCurrent
[~ Math

[~ Physical Education
v Reading/riting
I lacience

[~ Warkshop

I~ Other School

Religion

| Christian

I~ Jewish

[~ Islam

[~ Other Religions
I~ Religion (misc)

Verbs

[ AllVerbs
[~ Common Actions

Clear All Standard Categories

i

Show My Categories

Symbols / Mine” window.

You have now successfully added that symbol to the symbol library. Try searching

“comic” now and see that it's been added.
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Suppose, though, you wanted to change the name of a symbol in the library — for
example, change the name of the one you just added from “read comic book” to “quiet
reading”. You can do that using the “Change Symbol Name” button on the Symbol

Finder.

Changing a Symbol Name

It is very easy to change or add a symbol name to a symbol. You should be careful
doing so, however, if others will be searching for symbols using the same program — if
you change or remove a hame someone else typically uses to search, he or she may

have difficulty locating the symbol in the future.

1. Make sure the Symbol Finder is open in your work area.

2. Search and find the symbol you want to adjust and make sure it is visible in

the symbol window (in this case “read

3. Click on the “Change Symbol Names”

button on the Symbol Finder.

@_
4, The “My Symbols / Mine” window opens up. gl

On this window, you can highlight and

comic book”).

Symbol Finder 172 (=%

.Wzlﬁlli
M g
& 2=

k

read comic boo

My Symbols\WMine

“‘Remove Selected Name” if you want. A safer
alternative is to “Add a name”.

Type a new name (like “quiet reading”) into the
name field.

Click the “Add a Name” button to add it to the
name list.

Click “OK” when you are finished.

Aszzign Mames and Categories to This Symbol e >

Mames Categories

First, Choose a Language Search Language F@M
Juihe]
English {US) - English (US)

read comic book Cateqories are always displayed

uging the Search Language

which can be changed in the Pazte
Language Settings Dialog.
Import....

Reading/Yriting

. . guiet readmg|
You can, at any time, when the symbol is
visible in the symbol window, click the REsBEEE CERIETEELS ‘

“Change Symbol Names” button to remove or
add names or reassign symbol categories.

Pasting Parts of Symbols to Buttons

Sometimes you want to copy just a part of a symbol over to your button. The Symbol

Finder allows you to do this by using the “Lasso /

Marquee” tool.
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Symbol Finder 479 MJ BE x|

shack time

1. With the Symbol Finder open in your work area,
search the word “snack”. Click on the thumbnail
views to find the snack that has the 3 o’clock
picture. Suppose you just wanted to take the
picture of that clock and not the entire symbol.

S

; “ N . Symbol Finder 4 /9 MJ (=<
2. Click on the “Lasso / Marquee” tool that is located T— | =

at the bottom of the Symbol Finder Window. \
Click it until you see the “lasso” so you can select a
irregularly shaped object (like the clock).

3. With your lasso, draw around the clock in the
symbol window. That portion of the symbol has now

been selected. N
Symbol Finder 4 £9 M) M==
snack fjme.... '
I <7 k B

—

4. Click on a button on your board. The clock will be
pasted into the button. *** It is important to note that
the symbol will be converted to a bitmap image and
will appear more jagged than the original symbol.

You could now resize that symbol, add another to the button, name it, and
add it to the symbol library using the steps described above.

Adjusting the Symbol Finder Settings

The Symbol Finder also has a number of settings that can be adjusted to make your
searches more effective. For example, you can adjust the symbol name language and
the size of the symbol name font.

. . . Symbol Finder 172 JoEd
1. On the Symbol Finder window, click the road comic book | I =2 —
“Change Symbol Finder Settings” button EE
located at the bottom of the window. \ L1 mo|a G
2. The “Symbol Finder Settings” window opens ,H%Tlmkﬁl
up. You can make several adjustments on this o= :
window... =
Symbol Finder Settings

Line 1 Language — the language
used in the first line of the symbol
name

Line 1 Language English (US) w| Line1 Size 14 -

Line 2 Language Hidden ~| Line 2 Size 14 -

Search Language English {US) =

Magnification for Enlarged ‘windaw 200 -| % Language Settings... |

Line 1 size — the size of the font

used in the first line of the symbol | * s Celer Symbes
name " Use Black & White Symbals

g

Provincial Software Acquisition Plan 7 March 2006



Line 2 Language — the language used in the second line of the symbol name (usually
this is left at “Hidden” so only one symbol hame appears above the symbol)

Line 2 size — the size of the font used in the second line of the symbol name (not seen,
of course, if this line is “Hidden”)

Search Language — the language that will be used to conduct searches

You can also choose “Color” or “Black and White” symbols (assuming you have both
installed).

If you will be using Boardmaker® with a different language regularly — you may want to
explore the “Language Settings” option to set specific settings around the different
language.

Explore the use of the different languages by choosing “English US” as the first line and
“French” as the second line. Click “OK” to leave the Settings window and then search

read”. You should see the symbol now appear as this: SN TR AR LoE
read || ==
lire read

Pasting Symbols into Different Applications

Boardmaker® has a built in “clipboard” button on the Symbol Finder that allows you to
copy symbols (or parts of symbols) onto the clipboard so you can paste them into other
applications.

This tool is located in the lower right corner of the Symbol Finder window.

Symbol Finder 479 MJ =Jo&d

1. Search and select a symbol in the Symbol Finder. With .
the symbol visible in the Symbol window, click the “Copy to~_ | snack time
Clipboard” button. -
That symbol is now on the computer clipboard. @

*** You can paste it into other applications — like Microsoft

Word or Clicker 5 — by choosing “Paste” (from their “Edit”
menu) or, usually, by pressing “Ctrl — V” on the keyboard.

*** This option means that all the symbols in Boardmaker® are available to be used in
other programs you may be using with your students.

Please view or download the other Boardmaker® v 5.x (Windows) tutorials to learn more
useful features and applications of the program.
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