
This disc contains software for the course Focus 
to be used with an interactive whiteboard. The 
software embodies all material available in the paper 
textbook (Students’ Book and Workbook), enriched by 
interactive exercises, audio and video material, tests, 
photocopiables and language games.

WELCOME TO

ACTIVETEACH

STARTING THE SOFTWARE
The program will start automatically once the disc is inserted into 
the drive. A question will pop up asking whether the program is to be 
installed on a computer or run from a CD /DVD. If you choose to install 
the program, please follow the instructions displayed on the screen.

OPENING MENU
The following menu options are displayed on the welcome screen:

Save my work: create a new file
Select this option to save all changes (e.g. annotations, web links, 
personal notes) to page spreads. Choose the location in which your data 
should be saved and create a folder (e.g. Class 4B).

Save my work: add to an existing file 
Select this option to access previously saved work or to add new work 
to the file. Select the folder (e.g. Class 4B) you wish to access in order  
to continue.

Don’t save my work 
Select this option if you do not need to save any changes  
(e.g. annotations, web links, personal notes) or access any previously 
made changes whilst using the product.

Show help PDF
If this option is selected, a short instruction manual will appear  
in PDF format.

STUDENTS’ BOOK  
AND WORKBOOK 
ActiveTeach contains units from both the Students’ Book and the 
Workbook. Select a unit of the Students’ Book or the Workbook from 
the buttons in the lower part of the screen. In order to go to the page 
of your choice click on its thumbnail in the upper part of the screen. 
The Navigate to any page button   at the bottom of the screen allows 
you to go to the page of your choice. The arrow buttons   at the 
bottom of the screen allow you to navigate between pages. The back 
button   allows you to go one level up.



FLOATING TOOLBAR
Once a page spread is opened a toolbar will 
appear in the bottom left corner of the screen. 
The toolbar will allow you to annotate pages, 
import files and zoom into certain areas.

In order to zoom into an area select the magnifying 
tool  and choose the area you wish to zoom 
into. Click again to go back to the previous view 
of the page. You can select an area of the zoomed 
in page by using the hand tool . This will allow 
you to focus on a chosen section and move the 
page around. Selecting the arrow tool  will 
allow you to exit all other tools. You can make 
annotations on a page using the highlight  
and pen tools. Use the eraser tool  , clear 
screen tool  and undo tool  to correct /erase 
annotations. You can adjust the size of the eraser tool   and the size 
and colour of the pen and highlight tools. You can pin yellow notes  to 
pages and add links to websites  or files . You can cover up an area 
of a page , choose the whiteboard view to make an annotation  or 
make an annotation in a text field . Remove pinned notes and links to 
websites and files by using the trash tool .

Adding your own games
You can create and add your own games to the application using the 
following templates: Pelmanism, Sheep Out/Honey, Noughts and 
Crosses. To add a game, drag the game icon from the toolbar to a page 
and follow the instructions on the screen. To save the game for future 
use, make sure you follow these steps:

1. Open ActiveTeach and choose ‘Save my work - create a new file’, 
select location, click OK and then Start,

2. Add your game to ActiveTeach,

3. If you would like to load saved content when reopening the 
ActiveTeach, choose ‘Save my work to existing file’, select location, 
click OK and then Start.

Icon Tool Function
arrow tool Click to exit other tools.

magnifying 
tool

Click to zoom by clicking anywhere on the page 
or by clicking and dragging over an area.

hand tool
When zoomed in, click and move to focus on a 
chosen area.

pen tool Click and write to make annotations.

highlight 
tool

Click and drag to highlight text. 

eraser tool Click and drag to erase annotations and highlights.

clear screen 
tool

Click to clear screen of all annotations / highlights.

undo Click to undo previous annotation / highlight.

tool size
Click and move to adjust the thickness of line for 
the pen, highlight and eraser tools.

colour tool
Click to choose the colour of pen and highlight 
tool.

add a game 
tool

Drag to pin a new game to a page. Select the 
type of game you want to add from the list when 
prompted and click OK.

yellow 
note tool

Drag and click to pin a note to a page. Click to 
open /close the note.

link tool Click and drag to add a website link to a page.

folder tool Click and drag to add a link to a file.

blind tool
Click on the icon and click once on selected area to 
release. Then, adjust size to cover up an area of a page.

text tool
Click once on icon and once on selected area to 
make an annotation in a text field.

whiteboard 
tool

Click to make an annotation on a whiteboard.

trash tool
Select item and drag it to trash tool to delete it e.g. 
yellow notes, website links, text, blinds, files etc.

keyboard 
tool

Input comments in text field using keyboard tool. 



FUNCTION BUTTONS USED  
WITHIN INTERACTIVE EXERCISES
 

Icon Function

Checks answers and displays feedback.

Shows all answers in an exercise.

Restarts an exercise.

Shows single answers or opens a frame  
with example answers or additional information. 

Displays a relevant grammar box to assist  
with the exercise.

Displays a relevant Speaking Focus box to assist 
with the exercise.

 
Displays a relevant vocabulary list to assist  
with the exercise.

Opens a relevant Word Store page.

Opens frames with resources referring  
to the exercise (e.g. articles /previous exercises /
reading text).

Shows additional information to assist  
with the exercise.

Opens a relevant culture note.

Opens a frame with a dialogue referring  
to the exercise.

Plays audio.

INTERACTIVE EXERCISES
(Students’ Book Pages)
Each exercise from the Students’ Book can be opened separately.  
Once the cursor is pointed at an exercise, its header will become 
highlighted. In order to open an exercise click the highlighted area. 

The toolbar can be used to make annotations in exercises.  
The arrow buttons   navigate between exercises within the book. 
The back button  allows you to return to the main view of the 
Students’ Book. Use the Navigate to any page button   to navigate 
between units and pages.



ICONS FOUND  
ON THE 
STUDENTS’ 
BOOK AND 
WORKBOOK  
PAGES 

Icon Function

Plays video.

Opens games.

Opens a 
corresponding 
Word Store page.

Takes you back to 
the corresponding 
Students’ Book 
page.

Displays answers 
either in a separate 
answer box or 
written into the 
spaces provided on 
the page.

SHOW ANSWER FUNCTION
(Workbook Pages)
To show answers for the Workbook activities click on the  
tick icon  . The answers pop up either as a separate answer 
box or as answers written into the spaces provided on the 
Workbook page. 



WORD STORE
When a Word Store activity is referenced 
on a Students’ Book page, clicking on 
the paperclip icon  will open the 
corresponding Word Store page.

Once you are on the Word Store page 
you can click on the back button  at 
the bottom of the screen to return to the 
Students’ Book page.



AUDIO
Audio can be played via exercise or the bottom menu bar.

VIDEO
Video can be played via the page spread or the bottom menu bar.

Plays audio / video Adjusts volume

Volume on / off

Prints audio / video script

Displays audio / video script.  
Allows you to go directly to 

the part of audio / video that 
you want by clicking on the 

section in the script.

FUNCTION BUTTONS  
FOUND WITHIN  
THE AUDIO / VIDEO PLAYER



INTERACTIVE SPEAKING VIDEOS
These can be opened from the Speaking lessons page spreads or via 
the bottom menu Video bar.

These videos are designed to be used in conjunction 
with speaking lessons from the Students’ Book. 
Students can watch the first section of the video and 
then interact with the video in the second section, in 
order to practice new language from the unit.

Subtitles and the video script are available for 
students to use while watching the videos by 
clicking on the video script icon. The pull down 
video script can also be used to jump ahead or 
return to a chosen point in the dialogue.



GRAMMAR ANIMATIONS
These can be opened from the Grammar lessons page spreads 
or via the bottom menu Video bar.

Grammar Animations are designed to be used in 
conjunction with grammar lessons from the Students’ 
Book. Each animation is composed of two parts: the 
animated cartoon, which presents the target grammar 
structure in context, and the teacher’s explanation, 
which reinforces understanding and learning of the 
structure. Students can watch the animations with or 
without the subtitles.



BOTTOM MENU BAR

This button allows 
access to a short 
instruction manual 
in PDF format and a 
short introduction 
to Grammar 
Animations.

This button 
allows access to 
Photocopiables, 
Tests, and Tests 
Answer Key. 

This button allows 
access to Word Lists, 
Grammar Reference 
and Phonetic Chart. 

TECHNICAL SUPPORT
If any technical problems occur please follow these instructions:

 o Restart the program.

 o Restart the projector and the interactive whiteboard.

 o If you have problems with the way the application is displayed on 
the screen, please check the font size in the Properties settings 
(recommended: 96dpi).

 o If you have problems with the interactive whiteboard, please contact the 
manufacturer.

 o For more technical support please go to  
www.pearsoneltsupport.com to access the Pearson 
knowledgebase, view FAQs (frequently asked questions), request 
technical support online or talk to a consultant.

GAMES

This button allows 
access to all the 
audio for the course: 
Students’ Book 
and Tests as well as 
audio scripts.

This button allows 
access to Grammar 
Animations, 
Interactive Speaking 
Videos as well as 
video scripts.

This button allows  
access to the 
Scoreboard,  
Countdown Timer  
and the games.

 o City Sprint - Type in the 
correct word or phrase when 
the runner stops.

 o Connection - Answer the 
questions and try to get four 
boxes in a row.

 o Crossword - Click on the 
clues and type in the words in 
the crossword.

 o Pitch Battle - Click on a team 
member and choose the correct 
word to complete the sentence 
and score a goal.

 o Selection - Click on the 
correct word to complete the 
sentence and feed the frog.

 o Stepping Stones - Play in 
two teams. Team 1: Connect 
the stepping stones from left  
to right. Team 2: Connect  
the stepping stones from top  
to bottom.

 o Word Grab - Turn the  
steering wheel to move the 
speedboat and collect the 
words in the correct order to 
form sentences.


