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EXECUTIVE SUMMARY

This document is the User Guide for the CoFFEE soéwaad has, as an intended audience, the teaclters an
researchers who are going to be using the fourtiore of CoFFEE (“CoFFEE Cream” 4.0 and successiye
versions) which has been available since the emdbgémber 2008. This guide deals only with simple
software installation and first use.

The User Guide is naturally complemented by itsrazti companion A Sip of CoFFEE": A User Manual
to CoFFEB where a more technical, extensive and detailsdrg®ion is given about the configuration of
the sessions as well as about the various tools@mgonents as well as by the Quickstart guideyiekq
introduction for the teachers and learners to C&FE
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1. A PRESENTATION OF COFFEE

THE OVERALL ARCHITECTURE

CoFFEE is a suite of six applications: the CoFFEEt@der, the CoFFEE Discusser, the Session Editor, the
Lesson Planner, the Class Editor and the Replayer.(Simplified) architecture of COFFEE is presented i

the next figure:

3 S

Student PC Student PC Student PC

I

] o ]
A J

[

bt

- eacher PC during the session—.,
W e
Controller % B

]

Classes Sessions
—

A

Teacher PC before the session—.

-
Sessiﬂn m

Class
“"fD e Lesson —
L writes Planner @
TeachF'C
e ]
L S = ]

LEAD A Sip of CoFFEE: CoFFEE User Guide page 7



The CoFFEE Controller (usually launched by the tegdeeesponsible for coordinating the activitiestiod
learners (each one running a CoFFEE Discusser)szsiloled in asessioni.e. a sequence of steps where the
interaction modes are dictated by thelswhich are available.

The session is managed at run-time by the CoFFEEr@ent which allows the teacher to choose the
authentication mode, i.e., the way learners (thnoGgFFEE Discussers) are allowed to connect, choosing
among “liberal” policies (everybody is allowed tonmect) and more restrictive ones (a valid name alid
name/password combination are required).

The session is realized by using the Session EdittiteoLesson Planner. The Lesson Planner offers access
to a set of predefined templates already contaisiegs, tool combinations and features, withoutifipe
subject information (this can be added in the ®aes&iditor by the teacher). These templates will e t
result of research by the LEAD pedagogical partrieng. Session Editor allows teachers and researthers
design new sessions from scratch as well as mdeifgils of existing sessions.

The Class Editor has the simple task of allowingliees to edit rosters of students, i.e. lists afients,
names and passwords, which will be used (if neetded)thenticate access.

The Replayer can be used by the teacher or therchgedo reproduce what happened in the session.

A more detailed description of the architecture lbariound in the User Manual.
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2. INSTALLATION

The CoFFEE suite comes with an installation packag®indows in order to make the deployment and the
testing by project partners easier. CoFFEE has designed and developed as a multiplatform apptinati
and different versions are available for otherfptats (Mac OS X and Linux), but as experimental asés
(since they were not tested in schools).

INSTALLATION ON WINDOWS XP

The installation package is contained in a Windowscatable file calledCoFFEE_Cream_xx_4.0.exe,
where in place of xx there Rull or Teacherdepending on which CoFFEE components you want talins

THE FULL INSTALLER

TheFull Installer contains “all CoFFEE components”.

The user can install it by simply executing the fi{louble-clicking on it) and following the instibn
process.

Briefly, after choosing the installation languagkefe are the languages of the 4 countries of thgq
partners since it is where CoFFEE will be initiatgsted, i.e., Dutch, English, French and Italidm t
installation wizard requires an acceptance of thenke agreement and then shows an introduction to
CoFFEE.

After choosing the installation path, the useasked to choose which components should be iedtall
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Setup

Select Components
YWhich components should be installed?

Select the components pou want to inztall; clear the components pou do not want bo
inztall. Click Mexst when you are ready to continue.

.-'-"-.|| CoFFEE components

CoFFEE Discuszser .. 1050 MEB A
... launched in a window 0.1 B
(&) ... launched in full screen 0.1 B

CoFFEE Controller 1056 MEB

CoFFEE Lezson Flanner 01,9 ME
CoFFEE Seszion Editor 1025 MEB
CoFFEE Clazs Editor 101,1 MB

CoFFEE Replayer 1336 MEB

v

Current zelection requirez at least B67,2 ME of disk zpace.

[ < Back ” Mext = l[ Cancel ]

“All CoFFEE components” can be installed, includbath theserverside components (i.e. those which are
more important for the teacher) and tigentside (i.e. to be used mainly by the learner). Ther wan
choose to reduce the components by choosing tallimstly the client-side components (i.e. the Dssar).
The CoFFEE Discusser can be installed so that isstagither a resizable window or full-screen (wWhis
the default option). The configuration of the ctian subsequently be changed, seeUkerManua)
“Configuring the CoFFEE Discusser appearahceThe user can also choose the theme (influgncalours
and fonts) used by the program. Two themes cugretilable: Classic and Franklin. Finally, it skibbe
noted that the installation program also install3asa Virtual Machine, required to correctly execthe
CoFFEE programs and CoFFEE documentation (User Guabs, Manual and QuickStart).

After selecting the name of the Program Menu whidgh contain the links to the components as insill
(“CoFFEE" is the default), the installer asks to afisshortcuts on the Desktop, and finally showsnapte
“Ready to install” page where the user choicessaremarized.
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] -
Ready to Install ff‘

Setup iz now ready to begin installing CoFFEE - Yerzion 4.0 "CoFFEE Cream' on &

pior cornputer, ‘

Click Inztall to continue with the installation, or click Back if you want to review or
change any settings.

Destination lacation: A
C:5ProgrammitCoFFEE_Cream_4.0_en

Setup wpe:
Let me choose. .

Selected components:
CoFFEE Discuszer ...
... launched in a windaw
CoFFEE Contraller
CoFFEE Lezzon Planner
CoFFEE Session Editar
CoFFEE Clags Editor bl

< Back ” [rztall l[ Cancel

When the user clicks on “Install”, installation $¢arted. When it has finished, there is a foldemead
CoFFEE (or any other name chosen by the user) iRthgrams menu (accessible via the Start menughwhi
contains links to the CoFFEE Controller, the Diseusthe Session Editor, the Lesson Planner, thesClas
Editor and the Replayer. There is also a link tonsitaill CoFFEE as well as links to the documentation
installed.

Note: when new versions of the program are availabde, must uninstall the previous version prior t)
installing the new version and youust deletethe directory where the previous version was Ifestataking
care to make copies (if necessary) of the sesslogsfiles, printout, etc which were generated hg
previous version executions.

THE TEACHER’'S HOME INSTALLER

The Teachers Home Installercontains Lesson Planner, Session Editor, Class rEdiml Replayer
components. It is for technical administratorsaarchers who have the permission to install evergthi

The user can choose to reduce the components
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Finally, a simple “Ready to install” page is showsiere the user choices are summarized.

Setup

Ready to Install

Setup iz now ready to begin installing CoFFEE - Yerzion 4.0 Cream - "'Teacher's
Home Installer' on pour computer.

Click Inztall to continue with the installation, or click Back if you want to review or
change any settings.

Destination lacation:
C:%ProgrammitCoFFEE_Teacher_4.0_en

|

Setup wpe:
All CoFFEE components

Selected components:
CoFFEE Lezzon Planner
CoFFEE Session Editar
CoFFEE Clags Editor
CoFFEE Replayer
JavaYitual Machine JRE 1.5.0_11]
Documentation about CoFFEE

54

< Back ” [rztall l[ Cancel

When the user clicks on “Install”, installationsarted .
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INSTALLATION ON WINDOWS VISTA

On Windows Vista, the installation wizard by defainstalls all CoFFEE components to “C:\Program
Files\CoFFEE" (or any other name chosen by the uastthe destination location

The teacher can run each component as:

RUN AS ADMINISTRATOR

Each CoFFEE component on the desktop can be runahwnistrator by right-clicking, and a context
menu appears and you can chooseRine as Administratoin the your context menu and find the CoFFEE
components stored in th€\Program Files\CoFFEEfolder.
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RUN COFFEE BY DOUBLE CLICKING ON ICON

Run each CoFFEE component by double clicking onabe on the desktop or in the Programs menu
(accessible via the Start menu). Windows Vistareads some files to a virtual store on the fileteys so
some CoFFEE folders are stored in th&\Users\AppData\Local\VirtualStore\Program Files\E¢EE’
folder.
Under “C:\Users\AppData\Local\VirtualStore\Program Files\CoFFERIder, you can find the following
directories of the Controller
The Session$older stores the rtf, html or pdf files when ther@oller export the session as PDF,
RTF or HTML files (see “saving session output” paegdn) if s/he doesn’t change the default path;

Thetracefolder stores the traces of the sessions;

The 1ogs” folder stores log files.

The screenshot shows the “Controller” folder at‘tGaUsers\AppData\Local\VirtualStore\Program
Files\CoFFEE path:

Note: when new versions of the program are availabde, must uninstall the previous version prior to
installing the new version and delete  both of  the following directories
(“C:\Users\AppData\Loc&VirtualStordaProgram  Files\CoFFEE and “C:\Program Files\CoFFEE
directories).
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INSTALLATION ON MAC OS X

The installation file CoOFFEE_Cream_4.0_MacOS.}ijs a compressed file which contains all the CoFFEE
applications (Controller, Discusser etc.). To perfahe installation, just unzip the file in the tled folder.
To launch a CoFFEE application, open its folder amabie-click on the executable icon.

INSTALLATION ON LINUX

The installation file CoFFEE_Cream_4.0_Linux.tarjps a compressed file which contains all the CoFFEE
applications (Controller, Discusser etc.). To parfdhe installation, just decompress the file ia ttesired
folder. To launch a CoFFEE application, open itsdoland double-click on the executable icon.
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3. HOW TO USE COFFEE

As stated before, interaction with CoFFEE is drivgralpreviously assembled session which contaifst a |
of steps. Each step defining a set of collaborateés as well as other tools. In this section & ¢guide we
present how CoFFEE works, from both the teacherslearner’s point of view. We will not concentrate
the tools but rather on the way a session is loastagted and presented to the learners in ordertéoact
with it.

Our approach here is to provide a narrative touvisdt happens during a session, alternating between
teacher’s view of the application (denoted by a lio the left) and the learner view (denoted bina fo the
right). Alternations will be indicated by a picturéscissors.

We assume that the teacher and the learner(s) sumeessfully installed the CoFFEE suite as desciitbed
the previous section.

TEACHER: SETTING UP THE SESSION

By accessing the CoFFEE Menu (under the Start/Pmugj20FFEE), the teacher can run the CoFFEE
Controller by selecting the shortcut with that naméier a splash screen, the Controller asks foneso
general information about the activities to be perfed as shown in the following figure:
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The teachers is asked to write the information whicéh help the students in connecting to the server
(particularly useful if several servers are avddadt the same time) by showing for each CoFFEE sénee
information about the activities. Therefore, thacteer has to write the coordinator’s name (i.e.téaeher),
the course name, the class name and the discusgign The class name will be shown to the leariveis
list, but not all the information will be visible the learner.

The authentication mode can be decided by the teddetails are provided in the section “Advanced
Topics”). For this example, let the teacher usentiost liberal authentication mode, i.e. “Any namehere
any (non-duplicate, unique) name can be used ble#raers.

The teacher can also decide to continue an inteduggssion by loading the corresponding previoseshed
session file.

Once the authentication mode has been selectedieioher can click on OK and proceed. Then, the
Controller starts i.e. it is waiting for client®@rners) to be connected but the session hasantedstet. The
area on the left side is the Control Panel for tmwimg the users’ connections, for managing group
population (i.e. subdividing the learners into greuas well as control mechanisms for the teacher (
freeze/suspend).

There are two menus available: File (to load a 8asmnd Exit) and Help (to show a Help window, theme
more details in the section “Advanced Topics”).
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The window of the CoFFEE Controller shows (on the tbp)IP address (i.e. 4 numbers, separated by dots)
of the machine where the program is running, inftiom which can be useful (later) when the CoFFEE
Discusser is connected, if a manual connectioneisdad (see the “Setup of the CoFFEE Controller” in
“Advanced Topics”). On the bottom, the authentmafpolicy chosen is shown.

The list of connected users is shown in the CorRantel. By selecting a hame, the teacher can st in
small window below (“Student Details”) informati@out the client. The Console also shows the buttons
either selectively block users or block/reactivthte whole classroom.

LEARNER: CONNECTING TO THE COFFEE CONTROLLER

When the learner runs the CoFFEE Discusser (by siogethe CoFFEE Menu under the Start/Programs),
after a splash screen, a login procedure start, Hie learner is presented with a list of adl servers whic
are currently found on the (local) network. In themple below, there are two active servers:
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By selecting the name of the class from the leftghathe right panel shows additional informatidoat the
server as shown below: Here we select “ClassNamas5cinstead of the “CoFFEE Warmup” class.

Once a server has been chosen, by clicking on Nextlearner is asked to provide the credentiads (e
name and, if requested, the password) as in themrabelow (where we show a case where only theenlim
is requested).
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By clicking on Next, the learner gets to the summpaage which allows him/her to go back in caselnf
mistakes:
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By clicking on Finish, the learner will have contextto the server and will have access to the egupdin. In
the mean time, also Ugo is connecting to the server

When the learners are connected, their names ajpetive Control Panel of the CoFFEE Controller, as
shown below. Notice also that the status line (@ bottom) keeps the teacher informed about the
authentication policy chosen and the number ofsusennected.
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The learner is now connected and (assuming his maNitorio) is shown the following screenshot:
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It is possible to have the clients running in f&dkeen, taking all the screen space, includingihedows
task bar at the bottom. There are no buttons tomimei the application, or to move it. In a way, tedent

is “locked” within the application.

Of course, this is not totally true. Simple “escapwchanisms are offered by Windows: the first @néo
use ALT+TAB in order to move to the next applicatenmd the second one is to use the Windows key eifith
keyboard (both escape mechanisms cannot be, dyrrambided). The details on how to configure {§ie
Client in order to offer different interfaces angan in the manual & Sip of CoFFEE: User Manua)’ An
example of a full screen interface is shown below:
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TEACHER: STARTING THE SESSION

While all the learners are connected, the teacheri@ad a session, by using “File”/“Open Sessiohiclv
selects a Session to load (an XML file). Note tlbading a session does not mean starting a seanubiit
can be interleaved with the learner’s connectiothéoserver.

The directory Sessions is shown as follows, andeheher can select the required session. Let's asthah
the teacher selected the (so called) “warmup” eassie. a demo session provided with the instahato
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help students experience and try out the CoFFEE ctesistics. The screen of the CoFFEE Controller, if 2
users (Vittorio and Ugo) are connected and a sedsidoaded should appear as in the following #gur
(window of the CoFFEE Controller resized):

The new view which appears (named SessionContraly dgth the management of a session lifecycle, i.e
starting, stepping through and closing a sessibe.view shows the steps of the session, with tleedf the
step, a description and the number of groups @ns¢he whole classroom). The information will bevsh

to the learners in each step.

At this moment the session has not started yetkiads shown by the fact that no step has beehliglged
(in yellow). When the teacher clicks on the “Staession” button, the first step will start and v shown
in a tabbed view which appears and is shown tdegheher (as well as to the learners). The windothef
CoFFEE Controller will present the following infg ahown:
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PARTICIPATING IN THE SESSION

When the teacher starts the session, the CoFFEEd3&rcinterface changes, proposing the tools ofitste
step. Here we assume that the first step only hasl&: the Presence tool (left) and a Chat (cengét).
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By clicking on the tab “SessionControl” the teacban swap back and forth between the managemehe of
session and each step. The SessionControl viewssttmvfollowing information where the step currgntl
executed is highlighted in yellow:
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Of course, a chat is a very simple example of caajmn and it may look not extremely useful in agfdo-
face setting. However, the CoFFEE chat offers ttaeher the opportunity to make each contribution
anonymous.

Anonymity is only for peers: in anonymous mode, tigcher sees everyone's identity, and everyorsetisee
teacher's identity. The Anonymity mode can be sethleyteacher by clicking on the Anonymous checkbox
shown on top of the text area. Then a message bmswath the teacher and learners about the anarsymo
mode (only the first time):

I This is how the chat appears after switching tcath@nymous mode:
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I In this case, the background changes to a liglhbweb show that the contributions are anonymous.

In the example below, we see that Vittorio now @gisomething but no information is given about his I
identity:
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On the left, the user sees the learners who areected (not the teacher). If the step consisted gifoup
activities, then each learner would only see thanlers in his/her group. Note also that the tithel
description of the step are shown to the learrseewell as his/her group (if the discussion is dplidifferent
groups) with the group task. In this case the disicin is with all the class and nothing is showauatthe
group, the classroom.

Now, the teacher can advance to the next stepitkiraj on the “Next step” button. This is how theather
sees step 2.
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When working on a certain step, the learners cahagk to see the contributions in the previoussstbpt
read-only (i.e., they cannot be modified) by cligkion the tab folder on the top of their window,ieth
contains the “Step i” name.

The teacher can advance step-by-step, until rea¢hand@inal step. In the example of the Warmup segsi
the situation shown on the teacher’s SessionCoviteal is the following:
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All the step views are shown on top, in the Ses3aonirol, and the button “Finish” is enabled. It lvallow
the teacher to finish the activities on the laspstnd freeze the clients (no further action isvedid by the
learner).

TEACHER: CLOSING THE SESSION

The teacher can close the session by clicking ofiRimésh” button. It finishes the activities on thast step
andfreezeghe clients (i.e., no further action is allowedtbg learners).
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This, for example, is what Vittorio can see in thstlstep: a tool is shown but no further acticall®ved: I
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When the teacher clicks on Exit, all the clients antomatically closed. The teacher can monitockh&ing
of the clients by checking the number of connecigets in the status line at the bottom or in ther@cted
Users left frame. This is what is shown if evergithis OK, i.e. 0 users are left connected:

Finally, when the teacher clicks on File/Exit orsds the window, after user confirmation (takingeaamt to
accidentally click on the icon which closes the daw!) the CoFFEE Controller is shut down.

If the teacher wants to start a new Session, tleéshh has to exit the CoFFEE Controller and staihadae
to new session details being required (Coordinasmne, class hame, etc.) with the values enterédinas
the teacher launched a session being proposedastdalues.
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4 . THE COFFEE TOOLS

INTRODUCTION

A CoFFEE session is defined as a sequence of stepach step, the activity can be performed in hofe
classroom) or more groups. For each group, it issibte to define which tools will be used and their
configuration and layout on the screen. The conéitian allows each tool to behave differently, adaug to
the needs and requirements of the CoFFEE use soenari

In general, each tool (with few exceptions) carcbefigured so that at least its anonymity, privatm and
screen layout can be modified.

A tool can be configured so that itaaonymousi.e., the contributions do not give any inforroatabout the
contributor to the learners. However, the teachersee the contributors’ identities in his/her Caltdér and
the teacher contributions are shown to the learndtts his/her identity. It should be also said thiaé
contributions are traced (for further analysis)hthhe name of the contributor. An anonymous toahiswn
with a yellow background.

A tool can also be configured gsivate, i.e. each learner has a private copy, not shasigd any other
learner, of the tool. In the case of the tool bgingate, the background of the tool is light blue.

Finally, for each tool, it is possible to specifietposition within the screen (i.e. iéyoul.

THE THREADED DISCUSSION TOOL

This tool (named in D2.1 as “Text-based conferendiogl”) is meant to facilitate a
problem-solving discussion of a group of learn&rge tool should help them in representing
the problem space and/or organize their interastion
The tool has several structural features with theai addressing the requirements.
First, its presentation is hierarchical, tree-likkach contribution is placed in the branch (threafdjhe
contribution it is referred to. In this way a cobece of the contributions within the same sub-semplied.

Then, it offers the possibility to use categoriesfjroed by the teacher (or by the learners) at immestwhich
allow learners to place their contributions whéveytfeel it is the right place.

The Threaded Discussion tool offers simultaneougsscto the learners and provides a simple mechanism
for awareness of the most recent contributionstheamore, it is possible to enable editing/deletafg
contributions, configure a maximum number of cdnttions per user as well as a maximum depth of the
contributions (i.e. how many levels can a contitiube nested).

Finally, it is possible to use a notation systemchtelicits specific communicative actions, sinbe tearner
is (implicitly) asked to select the contributiorp®; among those which are available.

Now, let us examine some of the features of theddhed Discussion tool.
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ADDING CONTRIBUTIONS

The first example is a simple tool without categerigssume there are 3 users: John, Mary and Sukan.
is what is shown to them:

Mary can place a contribution by clicking on theof@ribution” button. A pop-up window is shown:

When Mary clicks on “Send” then the interface & thols shows her contribution:
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Now, assume that John wants to contribute to whatyhvrote, he can select (click) Mary’s contributio
first, and, then, he can click on “Contributiont this case, his contribution appears in the hihiaal
representation as a branch stemming from Mary'$ritution, as shown here:
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It worth noting several aspects of the interfadestfof all, the fact that each contribution is rhered (the
mechanism is teacher configurable during the desighe session) and that it gives the contribgtodme.
Then, the little “key” icon on the left of the foldeon can be turned, so that the branch is cl¢seithpsed)
as shown below:

The image above also shows an example of the rexsm#wareness mechanism, showing — by colouring the
folder icon orange-red - that the (collapsed) bhawnf the first comment contains “new” (i.e. recent)
contributions.

To add another comment at the “root” level, Susamrow select the root and place her contribution:

LEAD A Sip of CoFFEE: CoFFEE User Guide page 38



In this case, we show that multi-line contributiar@ be placed, and that the awareness mechanisnsno
emphasizing that message 1 (Mary’s contributiompisonger recent.

CATEGORIES

We now show how the categories work within thisl.tdde categories can be created either only by the
teacher or also by the learners. Here, we showithation when they are teacher created. Whee tisano
category, the learner interface is disabled, wihiés wait for the teacher to add categories.

It is also shown that a maximum number of 3 contidns is allowed (“Messages Left: 3" at the bottofn
the tree area). The teacher is presented with tleeviag interface:
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By clicking on “Add Category”, the teacher can operpop-up window into which he/she can enter a
category name. This is how the learner interfacalevtook, when two categories have been placedchby t
teacher and some contributions have been placeaicim category:
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In this case, John is watching what is being writtethe first category.
The meaning of the numbers after the category naeyéreorder:

The total number of messages in the category;

The number of new messages since the last visit;

The number of replies to own messages since thgitaist

This information is shown in the tooltip:

This is what happens when the user switches catdxyoclicking on its name:
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Finally, notice that since John contributed 2 mgssato the tool, he now only has 1 message left to
contribute, after which his tool will be disablétke will only be able to read contributions but moite them.

DELETE/RENAME/MOVE CATEGORIES

The category can be deleted (with the "Delete” nmm in the context menu accessible by right-cligkon
the category name) only if it has no contributidtaehed. It can be done by the teacher, or by lthetdn a

private tool.
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The category name can be edited in-place by dodiglkdrg on it or with the "Rename" menu item in the
context menu. It can be done by the teacher, dthdyglient in a private tool.

There are two arrow buttons for moving up and ddwendategories in the list. It can be done by theher,
or by the client in a private tool.

NOTATION SYSTEM

Finally, we show an example of the notation systdnis a tagging mechanism, configurable during the
design of the session, where the learner is thguined to add a contribution with a specific type.

In this example, we present both the categoriesthadcontribution types. The types chosen durirg th
configuration of the tool are “Argument” (A), “Cla’ (C) and “Rebuttal” (R) where each type also has
colour and one-letter abbreviation, as shown irettemple below (where only one category has bessaitexl
and no contribution has been made yet):
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In this example, another tool is also shown torigbt and it is an example of a private Notes t@obre
details follow in this section). When Mary clicks a contribution type, a pop-up window appears laerd
contribution will be shown as follows:

Other contributions can then be added, as usubkdmh one will bring its own contribution typessdected
by the learner:
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POST-HOC NOTATION

Post-hoc notation allows a new contribution to meerted without choosing its type, first. The learcen
choose, from a popup menu, the contribution typier a¢he message has been submitted. In this example
Mary submits a contribution

Note that the contribution has no type. Now cligkithe right mouse button on her contribution a opu
menu appears where Mary can choose the type dfilwotion.
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ANONIMITY

The tool can work anonymously and, in this casey#iew background shows it to the learner. Herleow
an anonymous contribution appears:
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The teacher can change the anonymity at any timdit¢king the “Anonymity yes/no” check box. Previous
contributions will not be affected. As for any tpahonymity is only for peers. In anonymous modie, t
teacher sees everyone's identity, and everyonetlsed¢sacher's identity. As you can see aboveyibotibn

1 remains “named”, contribution 2 is anonymous, lgvltontribution 2.1 is recognizable because it is a
teacher’s contribution.

This is the learner’s point of view, while the teackees everyone’s identity:
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MOVE BRANCHES

This option allows the teacher to move a discusbramch of the threaded chat inside another cate§ory
instance, suppose we have this scenario
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You may have noticed that the presence of othenées, shown on the left, is not shown. What happgn
that, for screen-space savings, the view can bémizied (and re-expanded) by clicking on the smattdn
with the black triangle.

Now the teacher moves the discussion branch gafitim John‘s contribution to the Second categony a
the discussion appears as follows:
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Note that when a branch is moved, only its roohésked as “new”.
EDIT/DELETE CONTRIBUTIONS

This option allows both the teacher and the leartteEslit/Delete previously added contributions.

There are 3 deletion/editing policies: editable bgrie”, “owner”, “everybody”. The meaning of thestiand
the last is trivial: nobody can edit/delete or eedy can edit/delete. Editable by owner meansataarner
can only edit/delete contributions previously addgdimself, while the teacher can edit/delete laimg (i.e.
has full control).

An example of “editable by owner”. For instanceppose we have this scenario:
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The teacher can Delete or Edit the contribution adie8usan (1.1.1 — Susan: | agree with you!!!) tifbo
choices are enabled).
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Mary can only Delete or Edit comments added by dued, as in the previous example, if her commast h
other follow-on contributions (1.1.1 added by Syssre can only Edit it (the Delete choice is diedpl

PRIVATE/PUBLIC

By using the Session Editor, the teacher can ceeatep whose tools are a public threaded chahamivate
threaded chat. When the step starts the Discuppegss as follows:

The public is on the left and is used as previodslycribed: users’ contributions are shown to evatyhn
the same group. The private version is on the &gl the learner can use it independently fronteheher
and from the other learners. Then, the learneccoaate one or more categories and add contributions
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THE GRAPHICAL TOOL

The graphical tool is meant to provide a two-dimenal shared workspace which is based

on a concept-mapping interface. The textual coutidns into the graphical workspace are

related via links which join different contributien

It is possible to configure the type of contributio edit or delete contributions, selecting the

colour as well as the associated name. It is alssiple to select the type of connections,
like line style, arrowhead (yes/no), name, andrthmber of bend points. Finally, it provides an aamass
mechanism to highlight the most recently added/fiedimessages.

ADDING A CONTRIBUTION

The interface to add a contribution is similar te threaded Discussion tool. The learner has tatstle
contribution type and then, in the pop-up windoxpetin his/her text.

The contribution consists of a title (limited to nmaxm 100 characters and 3 lines), which is immetiat
visible in the tool, and a text which can be viged by clicking on the ico + F.

As an example, let us see what happens to a desgesy John. This is the presentation of the gecapliol.
On the bottom, there are the task-related actia®s which allow adding contributions and conoect
between contributions.

Say that John wants to add a question. He clickh@riQuestion” button, below. Then he chooseslaee
for the contribution by clicking the mouse (whidhanged its shape to indicate that now the nexk eliitl
be placing an item on the space).

Then the pop-up window appears and he can typeukistign.
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The pop-up window warns the user if his contributitle is too long (currently 100 characters oirig$ of
text) and does not allow the user to continue {fe.button “Ok” is not active) if the title excetite limits.

You can see that the contribution is “typed” asQuéstion” and is shown in green (since it is thiwo
chosen during the design of the session to denastigns). Also, the progressive number of itemshmvn
on the left, as well as the contributor name on @ply the contribution title is visible. In ord&y read the

whole contribution text, click th-“" icon on the right, and the popup window will app&aad-only if the

contribution is not editable). If the icon -, it means that the contribution text is still egnph this case, it
is always possible for the user to add the contiobuext later.
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Now, Mary can add a contribution and it is showrficiews:

Moving a contribution by drag-and-drop is also [folss

EDIT AND DELETE CONTRIBUTIONS

This option allows both the teacher and the learteeEslit/Delete previously added contributions.

LLIT] n o w

There are 3 deletion/editing policies: editable bgrie”, “owner”, “everybody”. The meaning of thestiand
the last is trivial: nobody can edit/delete or ebedy can edit/delete. Editable by owner meansataarner
can only edit/delete contributions previously addgdimself, while the teacher can edit/delete laimgf (i.e.
has full control). There is an extra option to alldeny deleting items which are pointed by anotisar’s

link. In this example, John is going to Edit his owontribution: this can be done by clicking t“3icon or
by using the popup menu selecting the “Edit” comdhan
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LINKING BETWEEN CONTRIBUTIONS

It is possible to link a contribution to another ¢licking on one of the connector buttons: the neonsw
changes its shape (when it passes over a connedliadpe) to a plug-like icon. When the learnekslion

one item the first end of the connection is sel&ctieen the learner can click on the endpoint taldish the
connection. If the connection is clicked on a nonsectable shape then the user must begin again by
establishing the first endpoint of the connection.
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LINKING CONTRIBUTIONS TO LINKS

It is also possible to link a contribution to aklifas a target).
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ZOOMING

It is possible to zoom out, both by clicking repety the button on the top with the magnifying glasth a
minus sign or zoom in clicking the button with thmagnifying glass with the plus sign. Alternativelyjs
possible to select between some fixed zoom valyeshbosing one of them from 50% to 400%. This is an
example of the zooming out.
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And this is an example of zooming-in:
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ANONIMITY

The tool can work anonymously and, in this casey&iew background shows it to the learner. Hereaw
an anonymous contribution appears:
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The teacher can change the anonymity at any timdi¢king the “Anonymity yes/no” check box. Previous
contributions will not be affected. As for any tpanonymity is only for peers: in anonymous mode, t
teacher sees everyone's identity, and everyondlseésacher's identity.

In the example above, contribution 1 and 2 remaamtied”, contribution 4 is anonymous, while contfii
5 is recognizable because it is the teacher’s itation.

The teacher instead can see everyone’s identity:
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The teacher is presented with the same interfatteeastudent, but with an additional save-as bu(tios disc
icon), which allows an image of what has been plawethe board to be saved.

BEND POINTS

This option allows the visual path of a connectiofvé changed in order to manage the discussioa logi
better. Initially a connection is a straight linetlween two shapes. Using bend points is possiliedier to
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move the connection without moving its start and paints. This is an example of the graphical toloére
up to 2 bend points can be used.

POST-HOC NOTATION

The graphical tool allows the post-hoc notation ¢oused as in the threaded discussion tool, asgroefi
within the session by using the Session Editor. [Eaener chooses from a popup menu the contribuyipa
after the message has been submitted. When thdapostotation is active the graphical tool appetightly
different. In the lower part of the client only argeric contribution button is present:

LEAD A Sip of CoFFEE: CoFFEE User Guide page 63



In this example Mary submits a contribution

LEAD A Sip of CoFFEE: CoFFEE User Guide page 64



It is now possible to choose the type by clicking tight mouse button on the new contribution.
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The same can be done in the “edit” dialog of thetrdoution:

In the same way, Mary places, first, a connectaween two shapes and, then, she can choose thetype
connector by clicking the mouse right button ond¢benector
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AWARENESS MECHANISM

The Graphical Tool has the same awareness mechanistided in the Threaded Discussion Tool. Thetast
messages (whereis defined in the Session Editor) are marked as Rewently modified messages (edited,
tag modified, comment modified) are also markednas. Messages are marked as new with a red
exclamation mark icon.
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The exclamation mark is shown close to the contidbuto give awareness of the most recently added
messages (the contributions 2 and 3).

FILTERING

The “filtering” mechanism allows users to interpaetomplex map. It allows a user to modify (onlyallby
i.e., the way the map is shown to the user) thibilitg of contributions. The type of filter currdgtapplied
is shown in the upper-right corner of the tool.

FILTERING BY THREAD

A user who wants to focus on a specific discussamselect “Filter by Thread”:
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Only the subgraph connected to the current selaxettibution will be visible:
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FILTERING BY USER

The contributions of a certain user can be emphadiyeselecting “Filter by User” (obviously, only mo
anonymous contributions):
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The contributions of the selected user will be higjited:
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NoO FILTER

By selecting “No Filter”, no filter will be applied
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The “normal” view is back:
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COPY/PASTE FROM PRIVATE INTO PUBLIC

By using the right-click menu, it is possible tqgaand paste contributions from private graphioalg
(even in previous steps) into public graphical $ool

THE PRESENCE TOOL

The presence tool shows the presewithin the learner’s group as well as the learner
him/herself. In general, it can be omitted if thepsis within the whole classroom and
assumes more relevance when the activities argioup.
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The names of the learners are placed in no partiontker. The only parameter that is specific tottha is
the colouring of the participants. This tool alloeaouring all the learners who (in the previowep$twere in
the same group with the same colour.

In the case shown in the figure above, for exanikry was in one group and John and Susan weré¢ege
in another.

THE CHAT TOOL

The Chat tool is a “regular” chat. Neverthelesss itvorthwhile emphasizing that the Chat

shows (teacher-side) raalleablebehaviour about the anonymity, allowing the teadioer

set/reset the anonymous property at run-time, therechanging instantaneously the chat

from anonymous to named and vice versa. An exargilews: when the Chat starts, it

takes its configuration about anonymity from thesssen. In this case, the teacher is
presented with something like this:
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All the anonymous tools are shown with a yellowKgaound, in order to make them easily distinguisbab

Then, the teacher can click on anonymous and rhaseprioperty. After that, all the contributions wile
named with the contributor’'s name as follows (sieem the student’s side).
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As for any tool, anonymity is only for peers: ima@ymous mode, the teacher sees everyone's idemtity
everyone sees the teacher's identity. As you caalseve, the first two contributions remain anonysjahe
third one is recognizable because it is the te&Elentribution.

The teacher instead sees everyone’s identity:
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Notice that in both cases, the background is whdeindicate a named tool (i.e. where the contolsit
names are shown).

COLOURED CHAT

The chat tool can be configured to assign diffe@ours to different users. This is useful espécia
anonymous mode, so that the messages are stilyaroars but it is possible to identify messages bgrihe
same user.
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AWARENESS

When someone is typing a message, an awarenesagaasshown in the bottom part of the tool:
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THE NOTES TOOL

The Notes tool is a tool which is configured (byaidf) as a private text area where the

learner can write and do copy and paste to/fronerotbols. It should be noted, however,

that the interactions (i.e. what the learner tyjp@sare however traced into the trace file.

Traditional copy and paste via right-click menusvia CTRL-C and CTRL-V keyboard
shortcut are available. Moreover, it is possiblesétect text in the notes, and drag and drop @véigre in
the same note.

THE CO-WRITER TOOL

This tool offers the learners a shared text edittn wrn-taking, so that only one learner is
allowed to write into the editor and the others oaly see what he/she writes. The writer is
selected by the teacher and each learner is infbaheut who is currently able to write into
the text editor.

This is what the teacher has on his/her CoFFEE:

The teacher is also offered the possibility to l@adew document from the file system (which replaces
anything that was written at that time) and to sénedocument written into a text file by using thbuttons
above the droplist. The list shows who is the wiiirwho has the right to write. The others onlg adat is
written. This is for example what John sees (he ladsothe Notes tool on the right)
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Now the teacher can give the right to write to aisgr in the group, whose names appear in the dtopli
above the text area. For example, he/she can pgaeight to write to John and the name of the aurre
“Writer” appears on each client, but only John naw write on his text area (that now does not apgesy
(i.e. disabled) since he is enabled to write).

And this is what he writes:
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And the teacher (as well as any other client) e what John is writing. Only the teacher can dghe
learners the right to write.

THE EMPTY STEP TOOL

This tool corresponds to a “null” tool, i.e., it doenot offer computer mediated

communication and only shows a (configurable) gttm all the participants. It can be used

in a step where a face-to-face activity is suppdsedke place, explicitly, and to leave the

CoFFEE running for further (computer-mediated) steplke executed. Currently, it shows,
in the background, the LEAD-CoFFEE logo and a stviich can be placed in the configuration in oraer t
clarify the objective of the face-to-face activity.
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For example, here is what is shown in tflesgp of the warm-up session to the client. The isteonfigured
to show only the presence and the Empty Step tdblavstring “Face to face discussion” (determingdhle
teacher during the design of the session):

THE REPOSITORY TOOL

This tool provides file sharing functionalities angoteacher and learners. The teacher

manages ashared folder where each learner can get files (by sawimgm on his/her

computer). Each learner, also, hgwigate folder where documents which he/she thinks can

be useful to the activities are placed. The teacheraccess all the private folders of the

learners and can select a file to be placed irskttaged folder to be accessible by the other
learners. Each file can be associated with a noteatong a description.

The tool shows the teacher a “Shared Files” seaimha section of the private files of each leamahe
classroom. As an example, assume that Susan ang &arparticipating in the session, then the teache
would be shown the following presentation:
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Now, Mary, on her client, can only access her oiles fand the shared files. Here is how her clieouila
show the repository:

Each learner can also place a file in his/her ovwape folder by using the “Add file” action in theght-
click menu.
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Assume that Mary has selected the file “Imagel.difien Mary is asked to write a note about the file

This is what Mary sees. Note that Mary (and eacintra has to send the note about its file expliditl the

teacher using the buttc Ll

Now only the teacher can see the file added byyMad the note associated (on the right):
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If the teacher wants to share it, he/she can kitik- on the file and select “Share file”. Now tfie is
copied in the Shared folder and every learner caess it. This is, for example, what Susan seekén t
Shared Files folder.

If the teacher wants to share a (new) file, hetbagght-click on the “Shared File” folder and as® from
the context menu the item “Add file ...". A file seteon dialog will allow the teacher to select tlie.f
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Assume that the teacher has selected a file nafetlaborativeSoftware.doc” and writes a note alibet
file. Here is what the teacher will be shown:

And here is what Mary would see: in the “Sharecesfil folder she would also see the file
CollaborativeSoftware.doc listed.

LEAD A Sip of CoFFEE: CoFFEE User Guide page 87



The Shared Files on the learner’s view shows tleetlfiit the teacher has uploaded. The learners garasa
file in their own folder selecting the file and hght-clicking and choosing “Save as”. They casoajet a
copy of a shared file in their own folder selectthg file and by right-clicking and choosing “Getile”:

After Mary has received the file, she has a copy iof her own folder:
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The learners can delete a file from their own folaled the teacher can delete a file from the Shiatddr
by right-clicking on the file, and choosing “Deléte

The learners can edit the notes of the files irr i folder and the teacher can edit the notabefiles in
the Shared Files folder. The learners have to #emedited note to notify the teacher of the neve hand
the teacher also has to send the edited note ify tiw learners of the new note.

Currently, on the teacher side, the directory Whicused for shared files is called “ftpsrvrodthe teacher
can also place documents in the folder by usingofferating system and, then, use the “Refreshbadti
the right-click menu to let the changes appearistnér interface as well as on the clients’ sidee he /she
can edit the note about the file using the editimechanism (and send it to notify the new noteil&tly,
on the learners side, the folder used for locakfik called “ftpcliroot” and the student can pldoeuments
in the folder by using the operating system, ahdn} use the “Refresh” action in the right clickrmeo
notify the change on the teacher side. Then helghedit (and send) the note about the file.

THE POSITIONOMETER

This tool provides voting functions. A student oaxpress his/her position on a subject
proposed by the teacher. It is possible to perfanntiple voting operations within the same
step, and it is possible to configure voting operet at run-time.

This is how the Positionometer appears to the teache

When the tool is launched (in a step) the Questiza configuration and the scale (with the labal®) the
ones specified in the session by using the Se&sddor.
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When the teacher clicks the “Start” button, a ogunfation dialog is shown:

At this point the teacher can change any paranagigthen click “OK” to let the voting operation idta

This is the student’s perspective of the positioneme

The slider allows the student to express his/heitippon a discrete scale.

VOTE VISIBILITY

The position expressed by the student can be “Shgred” (the vote is seen by everyone) or “Per$éna
(the vote is seen only by himself and the teacher).

SHARED BY ALL

The student sees his own avatar in blue:
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PERSONAL

The student sees only his own position:

In both cases, the teacher, on the CoFFEE Controflarsee everybody’s vote:

By clicking on the “Stop” button, the teacher stdips voting operation. The clients’ sliders are ldisd, and
the vote is saved (it will be shown when printitge tsession). Now the teacher can start anothengroti

operation.

ANONYMITY

If the vote is not set as “Anonymous”, the avatadsne can be seen in a tooltip:
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The identities are hidden to the other students whenvote is set as “Anonymous”. In this case, the
background colour is set to yellow.

NUMBER OF COLUMNS IN THE SCALE

For each voting operation, the teacher can spahifynumber of columns for the scale, as well as the
information shown to the students: Question, Argainkabels for bottom and top value of the scale. Fo

example:

will result:
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5. WALK-THROUGH EXAMPLES: WARM-UP
SESSIONS

In the CoFFEE distribution, two warm-up sessionsmvided. Their objectives are to provide a smooth
introduction to many of the characteristics of sioftware as well as provide a template for a deessiens
to teachers as well as a practice session in #ssrom.

The first Warm-up session consists of 11 steps, suintieem already used for the presentation of todst
The emphasis is on the Threaded Discussion toosdme other minor tools are also presented (Co-WVrite
Chat, Empty, etc.)

The second Warm-up, on the other hand, focuses ynaimthe Graphical Tool and its characteristics and
configurations, but it also shows examples of teedsitory and Positionometer.

Assume that three users are connected, John, MahGaorge. When John is connecting, he is presented
with the following window

WARM-UP ONE: THE THREADED DISCUSSION TOOL

STEP 1: A MALLEABLE CHAT

Any cooperation software begins with a chat toal!this case, being CoFFEE devoted to Face-to-Face
cooperation, the chat is probably less importaotveiver, it provides support for malleable anonyraisywe
have shown in the previous section “How to use GHFF
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STEP 2: A THREADED DISCUSSION TOOL WITHOUT CATEGORI ES

In step 2, the configuration includes the simplelsaracteristics of the textual-based tool. Thigp st
presented at the beginning of the section (in “GeERools”) which is devoted to the Threaded Discussion
tool. We introduce a not anonymous Threaded Disosas®ol with Editing functionality enabled.

As you can see, the teacher is able to Edit or Bélet contribution added by Susan. In generaligheher

has full control, while learners can only Edit/Delebntributions added by themselves (and that dbane
follow-on messages).

STEP 3: AN ANONYMOUS THREADED DISCUSSION TOOL WITH CATEGORIES

Here the discussion happens anonymously: eachilmation is not identifiable by the learners (butstsl
traced in the session traces, see the “Advancedagection). An example is shown here:
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As you can see, there is no indication of the doutor’'s name, except for the teacher.

STEP 4: A THREADED DISCUSSION TOOL WITH CATEGORIES AND MESSAGE LIMIT

Here the configuration introduces the limit on thember of messages. This step is presented in thierse
(in “CoFFEE tools”) which deals with the Threadeddission tool.

STEP 5: A THREADED DISCUSSION TOOL WITH CATEGORIES AND NOTATION SYSTEM

Now, we introduce the notation system with the taggnechanism. In this case, the categories ae als
present in the configuration. This step is presemtdtie section (in “CoFFEE tools”) which deals witte
Threaded Discussion tool.

STEP 6: A THREADED DISCUSSION TOOL WITH A PRIVATE N OTES TOOL

Now, we discuss the use of the textual discussystem with a private tool. In this case, we provibe
learners with a Threaded Discussion tool with agievNotes tool. This is what is seen after a feavrler
contributions:
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The teacher only sees the shared tools in his/kexface, as shown here:

The learner can use the private Notes tool to casy#p texts from/into other tools. For example, a
contribution from the textual shared tool can bpied by right-clicking on it as shown here and st the
“Copy” action:

LEAD A Sip of CoFFEE: CoFFEE User Guide page 96



Then the traditional “Paste” action, available tghticlick in the Notes tool, can paste the text ithie notes.
The same thing can be done in the other directimnlgarner can select texts in the Notes tool apg end
paste it elsewhere. For example, by pasting irtordribution as shown here:

The result would be:
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STEP 7: A CO-WRITER TOOL (TURN-TAKING TEXT EDITOR) WITH THE NOTES TOOL

In this step, that we also partially commented dmemv we presented the tools, the learners can write
cooperatively using turn-taking and a private Ndted. The example shown in the previous section atas
the point where John was given the right to write the document as follows:

At this point, another user could be preparingm@trdoution in his private Notes tool as shown here:
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When given the token by the teacher, George cautsitle text from the Notes and (a) copy and pasteo
the Co-writer tool by (a) right-click menu and wgiCopy/Paste actions, (b) using the CTRL+C and
CTRL+V keyboard shortcuts or (c) dragging and drogptire text from the Notes tool into the Co-writer:
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STEP 8: EMPTY STEP

The tool is a “null” tool and allows for full face+face discussions. The only configuration is tovie a
string of text that is shown to the learners. Aaragle is shown in the section (in “CoFFEE tools”) ethi
deals with this tool.

STEP 9: GROUP DISCUSSION, PRIVATE TOOL

CoFFEE also allows the activities to be performedrimups. Each group can be configured so that difter
tools are used. During the step, every group ig anlare (i.e. have access) of their group. Wherstbg is
finished, everybody has (read-only) access to ther@roups.

When a group step is reached, the teacher is asKaudild the groups. The Group Console is activdtedl
its background turns sea-green to indicate thig) slows a subdivision of the learners in the 2 gso{as
defined by using the Class Editor program, or amdoan one (if no information is provided in the Gas
Info file) as shown by the buttons close to eaanaa

In this case, John is placed with Susan in thédisup, while Mary is placed in the second group.
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The teacher can choose the group composition, @md then it is over, she/he can click on the “"Curg
button (that is now activated) to launch the gretgp.

As you can see from the 2 screenshots below, #uhée has access to both groups in the corresppiaiin
folder so she/he can monitor the activities of bgtbups:
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The learners only have access to their own groafisitees. Here, for example, is what Mary seeshef first
group, while the step is being executed:

However, she could go back and read what the gffterps have been doing in their activities at the ef
the step, if in the session the option to showattefacts of each group to the others was set.

In this step, group 2 has both private and puldisions of the threaded discussion tool. The privatsion
of the tool can help organize ideas before addiegitto the shared workspace.

LEAD A Sip of CoFFEE: CoFFEE User Guide page 102



STEP 10: COLOURED THREADED DISCUSSION TOOL

In this step, an example is shown of four tool¢hia step. Here, the Notes tool is placed on th@ivohalf.
Another thing worth noticing is that the contritmrts to the Threaded Discussion tool (appearinghén t
following image as Threaded Chat) appear in differealours according tceach learner's group-
membershipn the preceding step. Furthermore, the toolfienWest and South positions can be reduced (by
using the buttond or = in the right top corner of the tools) in ordemtaximize the space of the main tool.
In any moment, these tools can be restored inairesvay.
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STEP 11: COLOURED CHAT

In this step the functionality of the coloured cledch user has a different colour) is shown.

WARM-UP TWO:THE GRAPHICAL TOOL

This warm-up session describes the Graphical Tabitarfunctions as well as introduces the repogitord
positionometer.

STEP 1: BEND POINTS, POST-HOC NOTATION, AWARENESS, CONNECTORS' LABELS

In this step, we introduce the use of bend poithts, post-hoc notations and the awareness mechassm
described in the section (in the “CoFFEE tools”) ethdeals with the Graphical tool. The use of thege
tool is also shown.

In the first group, at most 3 bendpoints are alldwe the connectors, while the post-hoc notaticshswvn
as well as the possibility to have labels on cotorec
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In the second group, only 1 bend point (at mosall@ved on the connectors, the pre-hoc notatictesy is
shown and an example of a private and a publidores the same tool is shown. The private versibthe
tool can help organize ideas before adding thethéshared workspace.

LEAD A Sip of CoFFEE: CoFFEE User Guide page 105



STEP 2: EDITING CONTRIBUTIONS

This step shows the use of editing/deleting as destin the section (in the “CoFFEE tools”) whichatse
with the Graphical tool.

STEP 3: GRAPHICAL TOOL AS A GRID

In the “quadrant” condition, the workspace is daddnto 4 areas.
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STEP 4: GRAPHICAL TOOL FOR PLANNING

In the “planning” condition each column represeatproject day (up to a maximum of 10 areas), the
workspace represents two weeks.
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STEP 5: REPOSITORY

This is what the teacher sees: the three persoldarfy one for each user, and the “Shared filelglefo They
are all empty. On the left, there is a panel naMethdata File. It shows notes about the files shhasethe
students.

Now, assume that John wants to share a documenigBtyclicking on his “My Files” folder, he canlset
the action “Add file”.
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And now, he selects a Word document called “Joha&es.doc”. Then, the student is asked to adde not
about the file:

Here is how his client will look (on the right sidf the repository, there is the note about tleg: fi

Now, the teacher can see that John added a docusirere the Player shows the file:
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If the teacher wants to share the file with thesstaom, he/she can right click on the file (in Jstialder)
and select “Share file”. Now the file is copiedanthe “Shared Files” folder and is therefore visilbd
everybody. Here is how the Player appears to tehts:

And here is how the Client shows the files to Susan

LEAD A Sip of CoFFEE: CoFFEE User Guide page 110



George can also download the document, by righkiclg and selecting “Save as..”
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STEP 6: POSITIONOMETER

The positionometer is a tool which allows (sevekal)e operations to take place, dynamically and with
different modalities, within a step. The positioreter parameters are: a question, a scale (nuns&ze,is
configurable), labels to be placed at the two ew&® of the scale, an argument value to be placedpaof
the scale, vote visibility (my vote is visible dther learnersShared or not Persona)) and anonymity.

A step with the positionometer is shown in the wanm The teacher sees at the south position ofatymut
the positionometer, and the vote operation hasstasted yet (clients’ positionometers are disablédhe
values shown are taken from the configuration engssion.

This is what John sees:
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John has also a slider to express his positiorhervote. You may notice that John’s positionoméeterot
active (i.e. disabled) since voting has not staytetd

When the teacher wants to start a vote, by pust8tayt”, a pop-up window appears to configure tio¢ev
(with the default taken from the current configioatof the tool).

The teacher can configure the parameters and clickN@w voting begins and the position of each learn
is reported to the teacher as well as everybodysige the vote is shared. As soon as John mivetider,
his position is recorded and sent to everybodyehewhat John sees:
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His vote is the blue icon (John is voting 2) anel ¢ither two learners are both voting 3. By plachgmouse
over the icons, John can see their names:

The vote is dynamic and the learners can changevbis, until the teacher stops it.
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By clicking on “Stop”, the vote is stopped and nefsml. Then another vote can be started again. Each
outcome will be recorded in the session output.

If the vote visibility is personal, each learnees®nly his/her vote, while only the teacher cam alkthe
votes and, at the end, the results, i.e. everylsqatysition, are shown to all the learners.
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6. ADVANCED TOPICS

MANAGING THE USERS IN THE GROUPS

Each step in a session can define 1 or more greagh, group with its own configuration. The way CBEF
allows the division into subgroups is by selectioga group step (i.e. when the number of groufs isast
2) which learner will belong to which group.

When the teacher enters a group step, the stepnddésimediately begin (as usual) when the “Negpt
button is pressed. Instead, the teacher has toafteption to the Groups Console to the left (whose
background turns sea-green to indicate this). le tlonsole (top to bottom) the users are already
automatically placed as they are connected. Beéotering this step, the teacher can still reastign
students to groups, by checking (in the Users tbeyadio button corresponding to the column ofgtaip.
After the groups have been created, the teachetlicdon “Continue”.

The teacher can also move a student from one gomoapdther even when the step has started. For égamp
assume that the teacher wants to move Susan frempGr to Group 2: it is sufficient to click on Sosa
row in the table into the group 2 indicator. Thenpop up confirmation window appears
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If the teacher confirms, Susan is then moved imtag 2. She will now see the tools of the tab obug 2
and will no longer have access to the tools in grbu
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SETUP OF THE COFFEE CONTROLLER

AUTHENTICATION MODE

Different modes for authentication are available:

0 Any name: in this case, students can connect to the séveaimply typing in any name
and the server will only check that there are nplidates.

0 A specific name: in this case, the session is using a rosterailist of students and names
which has been previously edited by the teacheth \tiis option, the server only checks that the
name that a learner enters appears in the roster.

o Name and password: in this case too, the session is using a ro$tes. learner will be
asked to provide a name AND password combinatiornt appears in the roster, in order to
successfully log into the session
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If the teachers chooses to use a Class file (ithkerechecks A specific namieor checks hame and
password) then a dropdown menu (below) which allows to @@ among all the Class files (.xml files) that
are available is activated and can be used totdble€lass Files as shown below:

The Class files are created and modified in a sirGdss Editor application:

MANUAL CONNECTION

In case network firewalls are configured and thents cannot carry out automatic discovery of thwers,
it is possible to type in the IP address of thevexe(shown at the top of the window of the CoFFEE
Controller) by opening the “Advanced Options” aswh below:
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Here, the learner can type in a server's IP addiasthe “xx.xx.xx.xx” format, where the IP addreiss
composed of 4 numbers, each 1-3 digits long, repthe xx’s. Clicking the “Try!” button, CoFFEE tri¢s

find information on the server with the specifiéldddress. If it succeeds, the server will appetya server
list.

Note: The blank row below the address is a progresshiawing the progress while connecting to the server

TEACHER: THE TRACES OF THE SESSION

In the directory Traces, the teacher can find tLXrace of the session, with the filename havihg t
format: trace_yyyy.mm.dd.hh.mm.ss.xml where thes dditthe session is stored (yyyy = year, mm= month,
dd=day, hh=hour, mm = minutes, ss=seconds). Tlee igato be used by the replayer and by other aisaly
tools. It can easily be imported in Excel, for exdan or any other analysis tool.

BLOCKING ACTIVITIES

There are two modes of blocking/unblocking sharednler activities within CoFFEE. The first one is foe t
whole classroom. The “Block classroom” button bloaksshared user activities for the entire classorder

to activate the entire classroom, the teacher gk an the “Activate classroom” button. The leamievhose
shared activities are blocked are shown with ab@sy red background, as in this example, wherevihae

classroom was blocked:
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The second blocking mode is the selective blocking specific student. By clicking on the “Block sjfe
student(s)” button, a pop-up window appears. Is tiase, the names of all the users appear on tbig/eA
Users” list. The teacher can move names betweerlishiand the “Blocked Users” list by using the “>"
button (move selected user to the right), “>>" (mall to the right) and their counterparts “<” drgt”.

When “OK” is pressed, the users on the left willdztive and the ones on the right will be blocked.

Suppose, for example, that Susan’s shared actiig@e been blocked by selecting her from theolisthe
left and moving her to the list on the right anidikdihg on “OK”.
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This is what the teacher would see — Susan’s nameaap highlighted in raspberry red in the Groups
Console:

Of course, the teacher can unblock Susan eithesebsctively unblocking her (clicking on the “Block
specific student(s)” button and moving her from liseon the right to the list on the left) or ding on the
“Activate classroom”.
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Note: Blocking will affect tools configured by the teachas private but not the Notes tool which is
preconfigured as an always private tool.

QUICK COMMUNICATION ACTIVITIES

When the teacher starts the session and the lsaanerconnected, he starts a quick chat with aifgpec
learner by right-clicking on it as shown here aptkcting “Quick Communication with”

The learner’ s User Interface shows a button '&hicon in the status line at the bottom to startdhick
chat with the teacher
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and a pop up window starts the chat with the teache
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The teacher sees a pop-up window to start a chatSusan:

The teacher can disable the*quick chat” with eaealnner, by unchecking “Allow Quick Chat” check butto
in the status line at the bottom
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TURN TAKING

Turn taking is used for a discussion led by thehea where the teacher assigns a turn to eaclkerstiy
right clicking on a learner on Groups Console, atext menu appears choosing “Turn Taking to”. The
teacher can freeze all collaborative tools exdepichat tool:
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The teacher assigns a turn to Mary and on the Gréopsole all others students are highlighted in red
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Mary’s user interface of the collaborative tools:

Other students such as John can send only chaagessshe other collaborative tools have beenfroze
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SAVING SESSION OUTPUT

It is possible to export the session in PDF, RT& FmMML files which contain details about the sessitime
users and each steps. The teacher can print infiormabout the session by using “File”, “Print Seasas
PDF”, e.g. saves information about session Dk fle.
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A dialog window allows where to save the sessiomédoselected. The teacher chooses the directory and
filename for the file:
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LEAD PROJECT WEB-SITES

ABOUT COFFEE

For more information on CoFFEE, see the following LEg0ject web-sites

LEAD

http://www.coffee-soft.org/

Here you can download the software and the doclatient Moreover, you can watch some video
tutorials. There are also a description of the pobdwith an overview of the whole system, an
introduction to steps, groups and sessions angthdascription of the tools.

http://www.lead2learning.org/

This is the web site of the Lead project, where gan find information about the project aims and
pedagogical context. There is information aboutptednvolved, their activities during the project
and their publications. Obviously, there are aetails about CoFFEE.
http://www.coffee-soft.org/support/repository.aspx

This is the site where teachers and educators @me sbmplates that can be downloaded and used
in the Lesson Planner.

http://www.sourceforge.net/projects/coffee-soffbourceforge Developers Site)
This is the Sourceforge repository (open-source&}affFEE, useful for developers and for checking
developments of CoFFEE in the future.
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