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Introduction
This tutorial will describe how to create adapted scanning routines in Open Office.  Open 
Office is presentation software that is similar to Power Point which can be used to easily 
create highly customised scanning selection routines.  These routines can be customised to 



be highly accessible for individuals who have multiple complex disabilities and/or sensory 
challenges.  These routines can be used for basic selection as well as conceptual 
measurement.  The software may change as new versions of the programs are released.  The 
latest version at the time of this article is 3.5.1.  This version is capable of creating and 
running the routines.

The latest Open Office can be downloaded at www.openoffice.org for free.  The software is 
open source and peer reviewed so there is no risk of malicious software being included.  
Due to the software being open source it may be possible to track down older versions of the 
program if the interface or behaviour of the software changes or if the Apache Foundation 
website (www.openoffice.org) stops distributing the software.  Please note that 
although the software is similar, this routine will not work in Power 
Point.  Power Point is not capable of loading the video quickly enough.

What is scanning?
Scanning is a method of presenting an array of items in a formalised routine that can be selected by 
individuals who generally have limited mobility or emergent expressive communication.  The 
routine includes a method of presenting or highlighting the items an individual may potentially want 
to select.  

For example, the items may be held up one after another with a pause to observe each.

Another example is a group of PCS symbols or photos on a computer screen that are highlighted 
one by one with a box that pauses on each one for a few seconds.

The presence of the item or the highlighting of the current item creates a changing context that the 
individual can respond to with minimal movement and expressive communication skill.  Examples 
of expressive output to select the scanning element may be a smile, extending a finger, looking up 
or pressing an adapted switch.  This message can then be received by a support person who can act 
on the information.  This article will show how to set up a basic photo or video scanning system 
using Open Office as well as information about different types of routines and how the individuals 
can potentially interact with them.

http://www.openoffice.org/


What is video scanning?
Using a computer and presentation software, scanning routines can be created using videos 
to incorporate movement into the selection process.  I developed video scanning to address 
the need for the selection elements to have properties of movement with students who have 
Cortical Visual Impairment.  However, the use of videos appeared to help hold the attention 
of many individuals who have multiple disabilities.  For optimal display, objects should be 
filmed close up to fill the frame.  More complex scenes such as an individual engaged in an 
activity should be carefully planned to ensure that the elements that represent the activity 
(i.e. a paint brush in their hand) are large and clearly visible.  Movement can also be created 
using subtle changes that are easily followed on screen.  Movements as subtle as a slight 
repetitive rocking or turning of the object may be more effective than large sweeping 
movements if the student has difficulty following them.

What is single item scanning?
Single item scanning means that only one item is displayed at a time in the scanning sequence.  
Some types of scanning involve a complex visual array of images or objects.  This may take the 
form of PCS symbols in a grid on a computer or physical photos lined up in a row.  However, single 
item scanning reduces the amount of visual information the individual needs to process during the 
routine and ensures that the items they may want to potentially select are not confused with other 
items present in a more complex visual array.  Although the following choice board is an excellent 
design with good contrast and a simple layout it is possible to simplify the routine even further by 
presenting one element at a time.  The problem with single item scanning that must be overcome is 
how to ensure that the individual has knowledge of all of the potential options before beginning the 
selection process.  The individual cannot visually scan over the selection elements before or during 
the routine so it is possible that they will miss out on options that appear later in the routine.  It may 
be helpful to integrate a preview into the routine to ensure the individual has all of the information 
they need to make an informed decision.

What types of scanning routines can be created with Open 
Office?

Note that detailed instructions for manual looped scanning and timed scanning appear at the end of 
the article.

Manual looped scanning

Manual looped scanning requires the individual to press a switch to advance each slide.  Once the 
last slide is reached, pressing the switch will loop the presentation so that it begins to scan again 
from the first slide containing a selection element.  This allows the individual to scan continuously 
through the elements which provides an opportunity for the individual to preview all of the 
elements before making a selection.  This ensures the individual knows all of the elements before 
selecting to ensure they do not miss out on an element they were unaware of that appears later in the 
routine.  Once the individual is ready to make a selection they stop pressing the switch and can use 
a method of selection discussed below, for example, a voice output switch that says "yes".  A person 
who only has only one reliable method of output such as a single switch can also make a selection 
by continually scanning until they see their selection then stopping.  Stopping the scanning routine 
or a very subtle expression such as increased muscle tone in an area of the body may be enough to 



indicate a selection.  With scanning paused, the individual has ample time to create an expression 
that indicates a desire to select.

Timed scanning

Timed scanning requires the individual to view the slides as they change automatically on a 
timer.  Once the individual is ready to make a selection they can use a method of selection 
discussed below.  This routine does not allow the individual to preview the selection 
elements but a support person can manually scan the elements first or the presentation can 
be set up to quickly scan the slides as a preview, before the individual is asked to select.  
This routine does not loop, so if no selection is made a support person may need to restart 
the presentation.

Timed scanning looped

It is possible to create a routine where the selection elements change automatically on a timer that 
also loops to the first slide after the last selection element has been displayed.  However, it may not 
be possible to have a static buffer slide at the beginning of the presentation (a slide where the 
presentation pauses by setting it to the 'Advance on click' function behaviour) because any slide that 
is not on a timer will break the continuity of the automatic scanning when the presentation loops to 
the beginning.  The loop mechanism for Open Office will not allow automatic looping at the end of 
the presentation to a custom slide.  However, after learning the basics of building a presentation you 
can try this.  Simply create a timed scanning routine (without a buffer slide at the beginning) and 
pull down the 'slide show' menu to select 'slide show settings.'  Under the 'type' heading select 'auto' 
and set a time of 00:00:00.  When the presentation is complete it will now automatically restart the 
presentation.

Two step looped scanning

Two step looped scanning requires the use of two assistive switches.  One switch is used by the 
individual to advance through the selection elements one at a time.  Once the individual has rested 
on the desired element, they may activate the second switch to trigger a sound clip that indicates 
their selection.  The presentation will loop continuously through the elements as the individual 
presses the switch (or with the help of a support person) which provides an opportunity for the 
individual to preview all of the elements before making a selection.  This ensures the individual 
knows all of the elements before selecting to ensure they do not miss out on an element they were 
unaware of that appears later in the routine. 



Get Creative

Once you have mastered creating timed and manual routines you may want to try making more 
complex routines.  It is important not to make dramatic changes to routines for individuals who are 
just beginning to grasp the concept of basic selection routines.  However, with individuals who have 
masted selection routines it may be possible to set up creative selection routines for specific 
purposes.  See the section on conceptual measurement for examples.

Types of input
It is possible to run scanning routines in Open Office using several types of computer input or 
expressive communication created by the individual, including single switches or behavioural 
responses.  The program may be run without the need for the individual to activate a physical 
switch and instead express their selection directly to the person supporting them.  A few possible 
methods of selection are listed below.

Scanning (output used to advance slides or loop the presentation)

• Single switch input

◦ Single switch input allows individuals to use a small movement to activate a 
custom switch which emulate a mouse click.  This hardware requires an adapted 
single switch and a switch input device to connect to a computer.  Examples of 
single switches include button, flap, beam, inferred or proximity switches that can 
detect both gross and subtle movements or muscle tone on an individuals body.  
Note that the selection of these devices should guided and approved by an 
appropriate professional such as a physical therapist before use.

• Touch Screen

◦ By adapting the routine to include a full page transparent button on the last slide 
of the presentation that loops to the beginning of the selection elements it is 
possible to use a touch screen to scan. After learning the basics of creating a 
presentation,  create the transparent rectangle, select it and enter the 'Slide 
Show>Interaction' menu.  Select 'go to page or object' from the pull down list and 
select the slide containing the first selection element.

Selection (the output used to make a selection)

• Body language
◦ The individuals body language may be used to express a selection to the person 

supporting the individual.  The individual may, for example move their thumb, 
change their muscle tone, raise their lip, look up, make eye contact, flick their 
tongue or any other consistent expression that has been agreed on between the 
individual and the person supporting them.  
▪ For individuals with very limited mobility, when using a presentation where 

the slides are advanced by input from a switch input device, an individual may 
also simply stop scanning and wait for an extended period of time to indicate a 
selection if no other consistent output is possible.



▪ When using a timed presentation where the slides advance on their own using 
body language as an output means that no special equipment or mobility is 
required to participate.

•  Single switch input
◦ A single switch can be used as a method of selection during timed scanning 

routines.  A button that has been configured to output a recording of a word such 
as "yes" can be triggered using a single switch. See the description for single 
switch above.  Instructions are provided at the end of this article.

Expressive output methods
A variety of output methods can be put in place so others around the individual know when 
they are making a selection and so the individual receives some feedback from their efforts.  
Most importantly, it is vital that any attempts by the individual to create an expression are 
met with a clear conformation and follow-up from the person interacting with the 
individual.  Creating direct action by the supporting person may be the individuals goal but 
it is important to ensure that communication comes first that the message has been received, 
understood and will be acted upon.

As discussed above the individuals expressive output may come from themselves through 
body language or signals (see above) or can be generated by the computer itself.  There are 
at least three methods of generating a selection on the computer.  

• Resting, where an individual stops scanning and allows the persistence of the 
selection element on screen indicate their desire.  When paired with a signal, such as 
'eyes up' this can be an effective method but it does require close observation and 
familiarity of the signal by the person supporting.  

• A recorded sound clip, this may be a .wav or .mp3 file that verbally expresses a 
selection through a recorded voice.

• A recorded video can be added by selecting a video file (AVI works, possibly others) 
where a sound clip would usually be selected.  This method pops up a small video 
that could show, for example, an activity in progress, a sign language/total 
communication conformation,  a visual answer to a question or a motivating sensory 
experience.  At the time of writing it is not yet clear what purpose videos may serve 
as an output method but it have potential with some creativity.

Adaptations for cortical visual impairment during scanning
I created the first adapted video scanning program for several students and adults who had 
cortical visual Impairment (CVI).  Initially the focus was in making the routine visually 
accessible for people with CVI in addition to significant physical disabilities.  Research as 
indicated that in some cases movement helps people who have CVI to locate objects with 



their residual vision.  Video was chosen as the selection medium so that the objects on 
screen would provide a sense of movement.  The selection media was filmed with several 
considerations related to CVI.

Visual Considerations:

• Selection media is filmed using video to incorporate movement into the selection 
routine which may help to draw an individuals attention

• Selection media consisted of known objects that had meaning to the individuals to 
ensure sufficient visual experience and understanding of the displayed symbol or 
object

• Selection media was presented in full screen with only one object displayed at a time 
to reduce the visual array

• Selection media consisted of objects that had as few as just one or two preferred 
colours to reduce the visual complexity

• Selection media was filmed on black backgrounds to reduce the complexity of the 
visual array

• Recorded audio labels for the selection elements may be left out if they increase the 
amount of processing required to visually recognize the images

These adaptations are supported by the information presented in the book “Cortical Visual 
Impairment” by Christine Roman.

After the scanning routines had proven successful with individuals who had limited 
mobility, I proposed the idea of attempting to use the scanning routines for individuals who 
have enough mobility to use their hands but who are not pointing to make selections due to 
challenges with visually guided reach (a common challenge for individuals with CVI).  This 
strategy would not act as a replacement for developing visually guided reach but may be a 
bridge allowing an individual to independently, select non-tangible, symbolic elements for 
expressive communication, choice making and for measuring emerging concepts.  This 
strategy is still under development at the time of writing this article but has so far produced 
results that some of the supporting teams have interpreted as positive signs.

Conceptual development and measurement
The scanning program is ideal for choice making activities.  However, it can be used for more 
advanced routines.  The following are examples of real world applications and conceptual 
measurement activities.  Note that detailed tracking and observation can be used to determine the 
individuals level of understanding.  



Comprehension of an adapted planting lesson

The individual who had limited mobility was involved in an activity learning about how plants 
grow.  The individual planted some beans and was fully involved in the process with physical hand 
under hand support to experience and complete each step.  Later an experience book was created 
using real photos and pieces of real objects from the activity such as a pack of seeds, a sealed 
container of water, a flash light (representing sun), a baggy with soil etc.  The activity was reviewed 
with the individual carefully with a focus on three things a plant needs to grow.  A presentation was 
then set up that included a photo of one of three elements at the end.  The first two elements were 
photos of marker and scissors, the third element was a photo of soil in a cup (similar the one used 
with the experience book).  Each entry also had the voiceover labels "marker, scissors, soil."  The 
student was asked "what is one thing that a plant needs to grow?  Wait and look at all of the 
options." The support person reviewed all three slides then asked the question again. “Now it's time 
to pick,” The program was set to automatically scan (can be done with manual scanning also) and 
the individual needed to wait, without touching the switch during the inappropriate options and 
select the appropriate one.  Making further routines for cross checking the individuals 
understanding are simple to set up by simply dropping in different elements such as 'water' with two 
other inappropriate items before it.

Creating tools that provide access to functional concepts 

Scanning can also potentially allow an individual demonstrate an understanding of a concept related 
to their comfort.  Once the individual has mastered using the concept, the tool can be used regularly 
to control the environment.

This tool was created for an individual with sensitivity to light that impeded their ability to use their 
vision effectively in a home learning environment.  The individual's visual needs changed from 
situation to situation and day to day due to various factors.  This tool allowed the individual to 
select appropriate lighting quickly by selecting the slide for 'dark,' to request the lights be turned 
lower and  'bright' to request the lights be turned higher. 

Other concepts have proven effective such as “warm” and “cool” which have been used to express a 
desire to add or remove blankets and layers of clothing for an individual who had difficulty 
regulating their body temperature.

This is a sample of what the presentation slides look like:
      (Buffer slide) "Dark"     "Light"



Comprehension of a unit on patterns

With some imagination creative routines can be set up to measure comprehension.  For example, an 
interactive single switch pattern (i.e. AB AB colour patterns).  Each slide can contain a new piece of 
the pattern appearing left to right on a timed basis ending with a final box that is just an outline with 
no colour (see the first box in the image below).  The slides following the one with the white box 
can display that box filled with different colours, both appropriate and inappropriate, that will 
change as the user activates the switch.  On the final colour the program can be set to loop.  On the 
very last slide, make a box the mouse rests over.  This can be seen on the images below.  
Highlight it and pull down the 'Slide show' menu, click on 'interaction' to see options related 
to looping.  A screen shot of this can be seen in the manual scanning instructions.  Simply 
make the box loop back to the first colour that shows up to fill in the last box (in this case 
green).  This will result in the pattern appearing one piece at a time automatically, then the 
last colour cycling through several options that the individual can select.  After the first 
slides appear to complete the pattern, these last slides can appear one after another with each 
click then loop so the individual can scan through all of them then stop on the appropriate 
one and use their selection method.

Sample of last four slides of the looping routine:

Measuring the concept of matching

A routine can also be created for measuring an individuals understanding of matching.  Slides can 
be created with one consistent object, colour or shape appearing on one side and a different object 
on the opposite side.  As the individual scans the object on the right scans through inappropriate 
matches with one correct match thrown in.  The final slide simply needs to contain a box that loops 
to the second slide in the routine.



Verbal comprehension activity

An activity can be set up that allows an individual to become motivated to express an understanding 
of their comprehension of a photo and/or verbal request.  One individual used a 3D box calender 
system with photos and tangible symbols that represented activities.  When setting up the calender 
the individual was told verbally “it's time for ________ activity.”  Show me the cue for ________ 
activity.”  The student could then scan through photos or videos on the computer to identify the cue 
for that activity.  The activity can become a postive experience by treating the test as a fun and 
motivating way for the individual to play a new role in the calender routine.  However, close 
observation and documentation by a support person can reveal a great deal about the individuals 
comprehension of the support persons verbal request and the specific labels for various activities.  
Information that is vital in developing a system that is effective for an individual with complex 
needs and limited expressive capabilities.

Choice making

Choice making can be used to demonstrate comprehension over a large sample of observations.  A 
choice making activity may be set up with a non-prefferd activity appearing as the first selection 
element in a choice making routine.  For example, if it has been observed that individual is not fond 
or indifferent about an activity it would appear first.  The elements following the non-prefferd 
should be known to be preferred items that the individual would be very motivated to select. The 
individual can be taught to wait for the non-preferd item or items to pass before selecting one of the 
preferred items/activities.  To measure the students understanding the same routine can be created 
with new choice elements.

How do I run a scanning routine in open office?
Running a scanning routine in Open Office is similar to running a presentation in Microsoft 
PowerPoint 2003.  Open the presentation in Open Office, pull down the 'slide show' menu 
and click 'slide show.'

It may be appropriate to provide a review for the individual of the selection items in the 
routine before beginning.  This may be done by the person supporting the individual using 
the right and left arrow keys to scan through the slides slowly before returning to the 
beginning.



If the presentation has been created with a button that says 'mouse here.'  The mouse should 
be placed over this spot at all times to ensure the individual can us switch input to activate 
the scanning process, loop the presentation or to trigger a selection sound clip.  This may 
change depending on the type of presentation.  Some presentations require switch input 
from the switch to scan, others scan automatically on a timed basis and require switch input 
to play a section sound such as 'Yes.' 

Take some time to experiment with the presentations and get a feel for how they work.  
Each one may be a little different.

How do I create a scanning routine open office?

Begin by downloading and installing Open Office 
from OpenOffice.org and familiarising yourself with 
the 'Impress' component of the program. 
In the future, if Open Office is no longer accessible, a similar project has been forked from 

the same code named Libra Office.  Libra Office at the 
time of this writing is very similar but not as stable.  
However,  it is likely to improve quickly in the future.  

Please note that most software changes over time with new releases, this tutorial is just a 
guideline and features may change or move over time as new versions are released.  Try to 
look at the concept behind what is being presented rather than following the instructions 
exactly.  Seeking out a person with knowledge of how to run Power Point may also help.  
Please note that this routine will not work in Power Point.  Power 
Point is not capable of displaying the video quickly enough.

Instructions for manual looped scanning:

Manual looped scanning requires the individual to press the switch to advance the slides. 
The program is designed for single switch input.  This is typically an adapted switch that is 
customised to the individual's needs.  At the end of the routine the program has in 
instruction to loop so that the individual can browse the selection elements as long as they 
like before making a selection.

What you will need before starting:
• Videos or images to use as selection elements

◦ Videos may also include a voiceover label at the beginning of the recordings
• Voiceover audio clip labels (if the videos audio doesn’t include the label, MP3 or 



WAV files)
• An adapted switch and switch input device for the computer (Selection of the switch 

should be approved by an appropriate professional such as a physiotherapist before 
use)

Start Open office and begin here:

1. When the slides on left hand side show up with a template on them like the ones 
shown below, you can remove them in the 'layouts' drawer on the right hand side of 
the screen by selecting the blank template.

2. Ensure that the 'drawing' toolbar is on screen.  The toolbar allows you to draw boxes 
which can be assigned actions when clicked.  These actions will allow the user to 
loop the presentation.

3. On the 'drawing' bar select rectangle.



4. Create a buffer slide. On a the first blank slide make a rectangle that covers the 
background and change the colour to one that is appropriate as a place holder for the 
first slide of the routine.  The coloured slide acts as an uncluttered placeholder before 
the routine begins so that the support person has time to explain the routine before 
the first selection element is displayed.  A colour that makes the screen visible is 
ideal.  However, for individuals who become distracted easily by bright colours a 
more subdued colour may work better.   Select the rectangle you have created and 
pull down the colour menu to change the colour. 

5. Select the rectangle tool again and create a box (usually in the bottom right corner to 
be out of the way).  Use the text tool from the 'drawing' tool bar to write "Mouse 
here."  This space is designated as the resting place for the mouse so that as the 
individual clicks through the presentation, with switch input, the interaction buttons 
will show up in this space on all of the slides.

6. Insert some slides for the selection elements.  You will need one slide per element in 
addition to the buffer slide.  You can copy and paste this to each slide if necessary.



7. Select the slides for each of the selection elements one at a time (not the buffer 
slide) and apply 'on mouse click'  under the 'slide transition' drawer to the right.

8. Insert the videos or photos by dragging them from the computers file system onto the 
desired slides.



9. Select the video so that green markers show up on it's edges.  Drag the edge while 
holding Shift to maintain the aspect ratio.  Resize the video or image until it nearly 
fills the slide.  Leave a small space at the bottom for a button on each slide where a 
button can be inserted a the bottom later.

10. Select the video so that a toolbar shows up with video options.   Select mute (unless 
you have recorded voiceover labels in the video itself).

11. Set the size to 'scaled' so the video will display the same size that you expanded it. 

12. Repeat this routine 



until there is one slide per selection element.

13. Copy and paste the 'mouse here' button to each page that contains a selection 
element.

14. If you have recorded sound clips that label the section elements you may drag the 
clips from the computers file system to the presentation.  They will appear as a box 
with an image of a speaker.



15. On the slide that displays the last selection element, select the 'mouse here' box and 
pull down the 'Slide show' menu and click on 'interaction.'

16. Change the 'action on mouse click' to 'go to page or object' and select the slide that 
shows the first selection element.  In this presentation that is slide 2.  This will create 
a loop so that if the switch is continually pushed the slides will keep repeating.

Instructions for timed scanning:

Timed scanning routines automatically advance the slides so that the individual does not 
need to have the physical ability to press a switch each time they want to change the slide.  
Selections can be made by the individual using a method of expression that is accessible to 
them.  Examples of these types of expressions are listed in the article above.  The expression 
may be created with the individuals own body or by activating one adapted single switch 
with computer that can trigger a recording (instructions below) or a separate voice recording 



switch.

What you will need before starting:
• Videos or images to use as selection elements

◦ Videos may also include a voiceover label at the beginning of the recordings
• Voiceover audio clip labels (if the videos audio doesn’t include the label, MP3 or 

Wav format)
• Optional: An adapted switch and switch input device for the computer (Selection of 

the switch should be approved by an appropriate professional such as a 
physiotherapist before use)

Start Open office and begin here:

1. When the slides on left hand side show up with a template on them like the ones 
shown below, you can remove them in the 'layouts' drawer on the right hand side of 
the screen by selecting the blank template.

2. Ensure that the 'drawing' toolbar is on screen.  The tool bar allows you to draw boxes 
which can be assigned actions when clicked.  These actions will allow the user 
trigger a pre recorded selection sound such as “yes” to make a selection.



3. On the 'drawing' bar select rectangle.

4. Create a buffer slide.  Make a rectangle that covers the first slide and change the 
colour to one that is appropriate as a place holder for the first slide of the routine.  
The colour acts as an uncluttered placeholder before the routine begins so that the 
support person can explain the routine.  A colour that makes the screen visible is 
ideal.  However, for individuals who become distracted easily by bright colours a 
more subdued colour may work better.   Select the rectangle you have created and 
pull down the colour menu to change the colour. 

5. Select the rectangle tool again and create a box (usually in the bottom right corner to 
be out of the way).  Use the text tool from the 'drawing' tool bar to write "Mouse 
here."  This space is designated as the resting place for the mouse so that as the slides 
of the presentation advance automatically, the interaction buttons will show up in this 
space on all of the slides with the mouse over it.

6. Insert some slides for the selection elements.  You will need one slide per element in 
addition to the buffer slide and a final resting slide.  



7. Select the slides for each of the selection elements one at a time (not the buffer slide 
or the resting slide) and apply 'Automatically after'  under the 'slide transition' drawer 
to the right.  Change the time displayed below to reflect the amount of time the 
individual will need to view each slide, to recognise the element and to respond.  
This time will be very individualised and could be anywhere from 5 seconds for 
individuals who respond quickly to over a minute for those who take time to respond.

8. Insert the videos or photos by dragging them from the computers file system onto the 
desired slides.



9. Select the video so that green markers show up on it's edges.  Drag the edge while 
holding Shift to maintain the aspect ratio.  Resize the video or image until it nearly 
fills the slide.  Leave a small space at the bottom for a button on each slide.

10. Select the video so that a toolbar shows up with video options.   Select mute (unless 
you have recorded voiceover labels in the video itself).

11. Set the size to 'scaled' so the video will display the same size that you expanded it. 



12. Repeat this routine until there is one slide per selection element.  Once each slide has 
a video on it create a button for the bottom of each slide that has a selection element 
on it.  Use the text tool on the 'drawing' tool bar to insert a label that explains what 
the button does.  For example in this case the button says “yes” when clicked to 
indicate a selection.  Highlight the button and select the menu 'Slide 
Show>Interaction.'  in the duologue box that appears, pull down 'Action on mouse 
click ' menu.  Select 'Play a sound' and browse to select a pre-recorded clip that will 
play when the individual makes a selection.  The recording may say:

• I pick this one
• I pick Music Shaker
• Music shaker
• Yes
• or any expression that has meaning for the individual



17. Test the show by clicking on the 'Slide Show'  menu and selecting 'Slide Show.'

18. When running the presentation the buffer slide will appear and the routine will be 
paused.  Place the mouse pointer over the 'mouse here' button.  The individual or the 
support person can click the button to start the selection routine.  If the mouse pointer 
is kept in the same position the slides will transition but the selection button will stay 
in the same place, ready to respond to the users input from a single switch.

Instructions for two step loop scanning:

Two step looped scanning requires the individual to press the switch to advance the slides.  
Once the desired slide is reached the individual must press the switch to select a sound clip 
that expresses their selection of the currently displayed element. At the end of the routine 
the program has an instruction to loop so that the individual can browse the selection 
elements as long as they like before making a selection or during selection can recover if 
they accidentally pass the desired element.  The program is designed for use with two single 
switches and two specific types of switch input devices:

• The two adapted switches allow an individual to access the software with minimal 
physical effort and should be customised to the individual's specific needs

• The input devices connect the switches to the computer and can emulate actions 
usually created by devices such as a mouse or keyboard.  More specific information 
to follow.



What you will need before starting:
• Videos or images to use as selection elements

◦ Videos may also include a voiceover label at the beginning of the recordings if 
desired

• Voiceover audio clip to play as the selection elements are displayed if desired (if 
desired and if the videos audio doesn’t include the label, MP3 or WAV files)

• Audio clip labels or videos to be activated as the 'expression' when the individual 
selects an element (MP3, Wav or AVI files)

• Two adapted single switches, one for scanning and one for selection (Selection of the 
switches should be approved by an appropriate professional such as a physiotherapist 
before use)

• Two switch input devices for the computer.  One device that emulates a left mouse 
click, to select the sound clips associated wit the selection elements, and one device 
that emulates a space or right arrow keyboard press.  A device that is known to work 
is the Don Johnston Switch Interface Pro 6.0. 
◦ Note: Devices are likely available that can be configured through software to 

emulate both the mouse click and the space or arrow key keyboard input.  
Crick is one product that says any key press or mouse click can be assigned 
to any one of it's four ports.

Start Open Office and begin here:

1. When the slides on left hand side show up with a template on them like the ones 
shown below, you can remove them in the 'layouts' drawer on the right hand side of 
the screen by selecting the blank template.

2. Ensure that the 'drawing' toolbar is on screen.  The toolbar allows you to draw boxes 
which can be assigned actions when clicked.  These actions will allow the user to 
loop the presentation.



3. On the 'drawing' bar select rectangle.

4. Create a buffer slide. On a the first blank slide make a rectangle that covers the 
background and change the colour to one that is appropriate as a place holder for the 
first slide of the routine.  The coloured slide acts as an uncluttered placeholder before 
the routine begins so that the support person has time to explain the routine before 
the first selection element is displayed.  The may also act as a visual cue that tells the 
individual that they have looped and are restarting the presentation.  A colour that 
makes the screen visible is ideal.  However, for individuals who become distracted 
easily by bright colours a more subdued colour may work better.   Select the 
rectangle you have created and pull down the colour menu to change the colour. 



5. Select the rectangle tool again and create a box (usually in the bottom right corner to 
be out of the way).  Use the text tool from the 'drawing' tool bar to write "Mouse 
here."  This space is designated as the resting place for the mouse so that as the 
individual clicks through the presentation, with switch input, the interaction buttons 
will show up in this space on all of the slides.

6. Insert some slides for the selection elements.  You will need one slide per element in 
addition to the buffer slide.  You can copy and paste this to each slide if necessary.

7. Select the slides for each of the selection elements one at a time (not the buffer 
slide) and apply 'on mouse click'  under the 'slide transition' drawer to the right.



8. Insert the videos or photos by dragging them from the computers file system onto the 
desired slides.

9. Select the video so that green markers show up on it's edges.  Drag the edge while 
holding Shift to maintain the aspect ratio.  Resize the video or image until it nearly 
fills the slide.  Leave a small space at the bottom for a button on each slide where a 
button can be inserted a the bottom later.

10. Select the video so that a toolbar shows up with video options.   Select mute (unless 
you have recorded voiceover labels in the video itself or have chosen to omit them all 
together).



11. Set the size to 'scaled' so the video will display the same size that you expanded it. 

12. Repeat this routine until there is one slide per selection element.

13. Copy and paste the 'mouse here' button, to maintain it’s size, on each page that 
contains a selection element.  This button will trigger the sound recording played 
when a selection is made.  Change the text to reflect the desired expression.  Select 
the button then pull down the Slide Show menu to select the Interaction Menu. 
Change 'Action At Mouse Click' to 'Play Sound' and select your recording at the 
bottom.  The recording may say:

• I pick this one
• I pick Music Shaker
• Music shaker
• Yes
• or any expression that has meaning for the individual



14. If you have recorded sound clips that label the section elements you may drag the 
clips from the computers file system to the presentation.  They will appear as a box 
with an image of a speaker.  Due to the extra auditory complexity this step may be 
left out provided the individual can visually access the content being presented.  
However my goal is to provide all options possible so that the routine can be adapted 
to anyone’s needs.

15. pull down the 'slide show' menu to select 'slide show settings.'  Under the 'type' heading 
select 'auto' and set a time of 00:00:00.  When the presentation is complete it will now 
automatically restart the presentation.



16. Test the show by clicking on the 'Slide Show'  menu and selecting 'Slide Show.'

17. If using one or two switch input devices they should be configured so that one switch 
creates a right mouse click wherever the pointer is resting, the second switch should 
emulate a space or right arrow key keyboard press.

18. When running the presentation the buffer slide will appear and the routine will be 
paused.  Place the mouse pointer over the 'mouse here' button.  If the mouse pointer 
is kept in the same position the slides will change but the selection button will stay in 
the same place, ready to respond to the users input from one single switch.  The 
second switch will advance the presentation and loop it at the end.



Conclusion
Although this information may seem very overwhelming at first, with practice it is possible 
to quickly create the routines that are very specifically customised to the individuals needs.  
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