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1. Introducing Adobe Captivate

Reference and instruction librarians are always looking for new and innovative ways of
delivering content to users. Our objective is to create a new generation of user guides and
instructional materials to develop and enhance the information literacy skills of our users. There
are many benefits to using streaming media in education. It is more engaging and interactive for
students than the common static print guide or web page. Other benefits to using Adobe
Captivate include:

e Students who are part of the Digital, Millennial or Google Generation frequently use
Internet technology for education (i.e. information and research purposes),
communication, entertainment, and self-expression. They prefer to be interactive and
want to be users not just viewers or listeners.

e Studies have shown that students receiving streaming instruction in addition to
traditional instruction show dramatic improvements in achievement.

e Captivate files are viewable virtually anywhere, anyplace, thus an unlimited number of
users can be reached.

e They can be viewed multiple times, and can accommodate slower learners.

e Captivate files can be indexed so parts can be watched and re-watched as often as
desired.

¢ And, Adobe's Captivate software offers a simple, low-cost alternative to creating
streaming audio and video content.

We invite you now to review this Training Manual and learn how to use Adobe Captivate to
produce meaningful learning objects for users.
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2. Important Things to Consider Before Getting Started

LIBRARIES’ KEYSERVER:

Adobe Captivate is made available through the Libraries’ Keyserver, which is maintained
by ITD or the Information Technology Division. Through the KeyServer, various
software applications are made available to library staff on a first come first served basis.
Call the ITD Help Desk at 301-405-9188 to have Adobe Captivate linked to your
workstation’s desktop; please have your workstation number ready.

COMPUTER SPEAKERS:

You will need to have speakers connected to your workstation. If you do not have any,
contact User Education Services to borrow one; call 301-314-5889.

USB MICROPHONE:

You will need a USB microphone to record audio or voice overlays. Call User Education
Services at 301-314-5889 to borrow one.

ADOBE CAPTIVATE MANUAL

User Education Services owns a copy of the “Essentials of Adobe Captivate 3" manual,
ISBN 1-93273317-5. You may borrow it by calling 301-314-5889.

BEST PRACTICES:

The Libraries’ Guides Group, a team sponsored by User Education Services, develops
and oversees standardized procedures for creating and maintaining general and subject-
specific Guides to Information Resources. In Spring 2008, this group expanded its
mission to review all guide tutorials designed using Adobe Captivate. These Best
Practices are contained in this document.

QUALITY CONTROL:
Guides designed using Adobe Captivate need to be built ‘offline’ in WebSpinner's JUNK

directory. Guides cannot ‘go live’ until they have been reviewed by the appropriate
Guides Group representative, see: www.lib.umd.edu/guides/group/ggmembers.html
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3. Best Practices Using Adobe Captivate

These best practices were developed by the Libraries’ Guides Group. They may be applied to
tutorials or other products developed using TechSmith’s Camtasia.

KNOW YOUR USER:

Identify your users before getting started. Is the audience students, faculty or staff? Design
with users in mind.

ARTICULATE the LEARNING GOALS:

Establish the goal. What is/are the most important information to be conveyed? Articulate
what you want users to learn. Be realistic about your learning goals; avoid squeeze in too
many learning objectives. Tutorials designed using Captivate need be short and to the point.
They should not be designed to completely replace comprehensive subject guides or in-
class presentations. Use Captivate to help design a tutorial that would emphasize certain
points or features (i.e., of a database, a web site) that are difficult to grasp without
visualization.

DEVELOP A SCRIPT or STORYBOARD:

Writing a clear and concise script is key to the success of your project. Using Captivate, you
are creating a tutorial that puts together a number of short segments that join to make up a
scene. This scene is intended to convey a specific message or set of learning outcomes to
users. To be effective, the message, script or storyboard needs to be well planned. The
script articulates the goals and acts as a guide for the entire production. Without a well
defined script, the job to create a meaningful tutorial will become unmanageabile.

PRODUCTION LENGTH:

The Guides Group recommends that Captivate tutorials be produced for no more than 3.5
minutes in length.

NAVIGATION:

Create a clear visual navigation. Logically navigate the user through the desired features on
a screen, web pages or steps. Avoid jumping around a page and going too quickly or slowly.
Should you want users to move from one web page to another, alert users when linking
away to another page, or be clear about their need to click on a link to move forward.

NARRATION:

The narrator needs to speak clearly. Avoid speaking too slowly or quickly. Solicit feedback
from colleagues on the pace of your narration. The Captivate tutorial author does not
necessarily need to be the narrator. Include layperson's definitions for technical or librarian
terminology. Avoid using acronyms. Tighten the language to be as clear and concise as
possible, using clear and simple language.

Continued...
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STANDARD ELEMENTS:

To maintain a consistent look and feel with all Captivate tutorials, guide authors need to include:

AUDIO INTRODUCTION:
Captivate tutorials need to begin with the following audio introduction:

Welcome to the University of Maryland Libraries’ Guide to [insert name of guide]

DESIGN ELEMENTS:
Captivate tutorials need to conform to these design standards:

Fonts: Verdana
Font Sizes: 14 pt.
Text/Callout box colors:  Adobe Blue
Important considerations about text:

Include as few words as possible so text can be easily scanned by users.
Left-justify all text.

Avoid overusing italics; they are difficult to read on a computer screen.
Avoid overuse of all-caps.

LINKS:
Captivate tutorials need to include standard forms of information when linked:

Learning to navigate the Libraries’ Home Page [2.5 minutes]
If you cannot view this tutorial, learn how to enable Javascript and download Adobe Flash (free).

HTML Code:

<p><a href="insert your link”>Learning to navigate the Libraries’ Home Page</a>
[2.5 minutes] <br><font size="-2"> If you cannot view this tutorial, learn how to <a
href="pagetobe developed”>enable Javascript and download Adobe Flash
(free)</a>.</font></p>

NAMING FILES
Give meaningful names to your files. Follow Web Services’ guidelines on file naming,
see: http:/libi.lib.umd.edu/naming-directories-files-and-links.

Use this: www.lib.umd.edu/guides/annotated_bibliographies.swf
Instead of: www.lib.umd.edu/guides/annotbibcaptivate.swf
Continued...
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PROOFREAD and SPELL CHECK

Proofread and spell checks your text boxes. Have someone else review your production and
text for flow, transition, grammar and content.

QUALITY CONTROL.:

Captivate tutorials need to be built in WebSpinner's JUNK directory. Guides cannot go live
and be linked to the Libraries’ Web site until they have been reviewed by the appropriate
Guides Group representative, see: www.lib.umd.edu/guides/group/ggmembers.html Guide
authors will need to use the Guide Notification Form (or yellowsheet) to submit guides for
review: www.lib.umd.edu/UES/yellowform.html

ONGOING MAINTENANCE:

As is the case with all other guides, authors will be required to review their Captivate
tutorials every year by the beginning of each Fall semester
(http://www.lib.umd.edu/guides/group/ggcreating.html).

e The guide's author will receive a reminder to revise the tutorial.

e If no revision has been made by the date supplied by the Guides Group, the tutorial will
be de-linked from Research Port and the Guides home page. It will be put in the JUNK
directory making it unavailable to the public.

e The tutorial will be "relinked" again by User Education Services once notification of
revision has been received.

Ongoing Maintenance Suggestions from Web Services:
http://libi.lib.umd.edu/ongoing-maintenance

¢ Keep the information up-to-date:
Read through your pages regularly and make minor edits as needed.

¢ Keep contact information current:
Make sure all names, phone numbers, and e-mail addresses are correct

e Don't be afraid to start fresh:
Here are some good reasons to get rid of your tutorial and start anew:

o Your skill level may have gone up since you made the original tutorial.

o You may have inherited an untidy tutorial from someone else.

o Some design and formatting standards may have changed since the tutorial's
original creation date.
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4. Getting Started

Take a few minutes to review the sample Captivate tutorial produced by User Education
Services (UES). It was designed to illustrate how this software could be used to instruct users.

UES’

Homepage Tutorial is referenced throughout this Training Manual.

www.lib.umd.edu/UES/homepage.swf

Have you thoroughly incorporated the best practices for using Captivate into your planning
process? Review the following:

1. What is/are your learning objectives?

For Example:

When User Education Services designing the Homepage Tutorial, the objective was to

provide a concise introduction to the Libraries’ homepage. While we could have discussed a
number of features, we made sure to stick to the most important points.

2. Who is your audience?

For Example:

The User Education Services ‘homepage’ tutorial was aimed at incoming undergraduate
students who are generally unfamiliar with the Libraries’ homepage.

3. What are the main points that you want to cover in your tutorial?

4. Begin writing your script or storyboard. Keep these points in mind:

Set aside some uninterrupted time to write out exactly what you would like to say or
narrate in your tutorial. You will want to actively navigate the page that you are
describing as you create your script.

Begin by walking through the page and thinking of what you would like to point out to
users, paying attention to the logical flow of topics introduced. (Tip: you don’t want to
jump around the page erratically; users will not be able to follow these jumps). Creating
your script is much like structuring the content for a class or presentation.

Once you've walked through the ideas covered, you can begin taking notes and
including the words that you will use to narrate your tutorial.

Just as our guides all have a unified header, we want to be sure that all tutorials built
using Captivate or Camtasia have a standardized introduction as well.
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¢ Include the following introduction:
For Example:

Welcome to the University of Maryland Libraries’ guide to [insert name].

¢ You might not be the most appropriate person to narrate this tutorial, even though you
are designing it. For the final recorded version you might wish to solicit the help of a
colleague or graduate student who you feel can speak with a smooth and easily
understandable voice.

e After recording your draft on paper you will want to walk through these steps again to
see if you have left anything out and to determine whether all of the materials are
coming together.

¢ Once you believe you have covered all your goals, read the script and time your
narration. As you read the script, be sure to take a very slow and steady approach to
your narration. The voice that you use to narrate these tutorials should be much slower
than that which you would use in regular conversation.

e Your goal is to cut your presentation down to 3 minutes or less. You will need to edit
your script numerous times in order to make sure that you have been both clear and
concise.

e During the editing process make sure that you remove all jargon and acronyms
from your script.

For Example:

Say “inter-library loan” instead of “ILL.”

o After each revision of the script, read through it and time it again until you have
made it concise enough to fit within the recommended timeframe.

¢ Once you believe that you have condensed your main points into this framework,
we recommend reading your script aloud to someone else in order to make sure that
they are able to follow your presentation and give feedback.

e In summary:

Blocked out some time to work on your project;

Decide on the content you want to cover;

Figure out the best way to cover each learning objective ‘navigation-wise;’
Begin creating a draft script;

Read through your script at least 10 times, editing it along the way;

Time each reading;

Add points of clarification (if appropriate) and edit out all unnecessary elements
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5.

The Recording (Screen Capturing) Process

Throughout this Training Manual, ‘record’ means to ‘screen capture.’ It does not mean to
record your voice or audio record; this is covered in section 7 — The Audio Process, page 29.

Turn on your computer’s speakers.

Before opening Captivate, close all unnecessary software applications on your desktop
other than the one you wish to record. This is an important step because Captivate will
record any pop-ups, such as e-mail notifications that suddenly appear.

Make sure that you close unnecessary tabs in your web-browser. If you want to screen
capture or record activity within the entire web browser, users will be able to see any
open tabs or favorites buttons that are customized on your computer.
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Click on the Adobe Captivate icon on your desktop.
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¢ Click Record or create a new project:

ADOBE" CAPTIVATE 3

Open a recent projpect Record new project Gebting started tutosists
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E

o The New project options window which now opened will allows you to screen capture a
portion of the screen.

e To screen capture within your web browser, click Application and click OK:

Project Type:

Software Simulation

Select this option if vou need to record & simulakion by capturing the compuker
screen, This option is best suited For software simulations and demonstrations,

®

o M
o

Application «

Easily create a new project using a variety of recording
options,

Custom size
Defing a precise size and position for the recording window,

Full screen
Record the entire contents of your computer screen,
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e After you click Application, a pop-up window will appear asking you to select the
window or screen you would like to record or capture.

e Reviewing the illustration below, Select the window you’d like to record from the
drop-down menu. Click ® Record button once you are ready to begin:

Recording zize: 1024 » 733

Select the window pou'd like ta record w

_ Select the window vau'd like ta record _ _
2 Universiby of Maryland Libraries - Mozilla Firefos ption Hecarding
[53] Shaalt Capture Preview Sirmulation

{59 Inbo for simmonsSiEurnd. edu - Thunderbid

—

Audio: [ JRecord Marration: | Microphone

¥) Advanced
ﬁLeam Mare... Setti [ ] Eecurd] ’ Cancel

e You are now in recording mode.
e Very important considerations. Read this:

What do you plan on showing users in your tutorial? Will you be showing or teaching
users how to use the features on one single web page? If yes, then you will simply need
to capture one single image of that page, then exit out of recording mode.

Will you want to navigate users throughout a number of web pages? If yes, you will need
to capture screenshots of each one.

For Example: In recording the screenshots for the User Education Services’ Homepage
Tutorial, it was necessary to record the following 3 pages, as these were the 3 web pages
featured in the tutorial:

1. Libraries’ Homepage;
2. How Do I...? page;
3. Return back to the Libraries’ homepage

No matter how many pages you incorporate into your tutorial, be sure to go slow enough
so that Captivate has time to record each and every web page.

Pause after recording or screen capturing a web page. You will hear a camera-shutter
like sound which indicates a ‘screen capture’ has been made.

Keep in mind that Captivate does not work like Snag-it. Using Captivate, you will be

able to add text boxes, mouse pointers, mouse clicks and highlight box to the web pages
you capture later on during the Editing Process, see page 17.
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¢ Once you have finished navigating the web pages that you are incorporating into your
tutorial, you will want to exit recording mode. Click on the Captivate window that’s been
minimized at the bottom of your screen.

¢ A Captivate pop-up box will appear informing you that Your capture session is ending.
Click OK.

B Adobe Captivate [5_<|

! "_q,, Wour capkure session is ending.
L

e A Save Project Files window now appears. You will need to give your project a name
and indicate the directory in which you want to store your project files.

e Save your files to your M: or Z: drives, and not to your desktop.

Sawve Project Files le

Save Project Files

o

Project Mame ; |Li|:|raries' Homepage Tutarial |« 1. Name your project

Praject Directary : |C:'I,D|:u:uments and Settings'l,simmu:ur| | — | 2. Indicate where you
want to store or
save your project

Demo Project Mame |Li|:uraries' Homepage Tutorial_demo | files

Training Project |Li|:|raries' Hormepage Tutu:urial_trainir|

Marne

Project To Open |Demnnstratiu:un - |

&) Leam more.. | QK | ’ * ] 3. Click OK

¢ Click OK.
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¢ Once you have saved your project files, your slides will automatically appear, displayed
as a storyboard, or series of screen captures.

E¥ Adobe Captivate - Libraries' Homepage Tutorial_demo.cp
Fil= Edit View Insert Slide Audic Quiz Project Help

e €00 3o Flreod | G preview - (3 pibeh | [ Properes @) auo - B

Storyboard | Edit Branching

¥ Slide Tasks = . -
i

1

_-:)

|

.-..J M

@y video Quality
T4 Addtional Sdes...

1 Copy Shde 1 O} | 2 Bils 1)

| Paste as Image
¥ Delete Shide
| Hide Slide
Properties...

¢ Review your slides to make sure that all the web pages you need for your tutorial were
captured.

¢ Are you missing screen captures for particular web page? If yes, you will need to go
back to the start of the recording process (see page 12) and record or capture your
screenshots again. Be sure to advance through the web pages slowly enough so that
Captivate is able to record each and every screen.

¢ Have all of your web pages been recorded? If yes, then you are ready to move on to the
editing phase; see section 6 — The Editing Process.
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6. The Editing Process

e To edit your tutorial, click the Edit tab, located on the top left corner of the screen:
LT Captivate - untitled_demo.cp
File Edit View Insert Slide Audio Quiz Project Help

E] save o ?j Record I;EI Preview = & Publish @ Properties @ynudio -
storyboard [Edit_| efijermm—

* Slide Tasks
Q- Audio
) Mouse

% Video Quality
15 additional Slides. .,

' Copy Slide

Paste as Image
X Delete Slide
] Hide slide
Properties. ..

e |f the Timeline appears, close it by clicking the black X in the upper right portion of its
window:

B Adobe Captivate - untitled_demo.cp - [Slide 1 of 3*] J
File Edit WYiew Insert Slide Audic Quiz  Project Help »

E] Save € j ‘E)j Record L"_l'l Preview - B Publish % Properties Qynudlo e

| S’tory’bnardil Edit ‘Brancﬂlngi

| © = Slides % || ¢ = Timeline for Slide 1 ﬁ 3
H] = & W 1z 2 £ 45 | =3 &5 75 g5 s 105 11z 125 135 1dg 155 165 175 185 |2
o EJD.0 i v i :;_.3 L L B B o e 4 T 3 A A o
wlwl ] 005 | - | - 35
Te—
slide Properties... d‘\: = )( j @ L_JJ L1 ﬁ ﬁ Zoom: | 75% L
| A
o | @t e, Lo e bt || = B | |IGl+|googe genesation
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[ Gmal - Inbose - ssimm{rg@gmai. com DIl KEXP 30,3 FM - where thy -
S
= - * The Well-Dressed
" - K1 Book
3 )
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search fo ¢ 2 li [ : d O t
el Selectthe How do L2 link [ oo « Electronic joumnals izges';i;ﬂf
© . IE BATES TN MY ACCOUNT LEEEREMENt
. - Refarence shalf @ » Events Calendar
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Faculty & graduate encyclopedias, style manuals...  chat, g-mal, phone
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-
| Click to add notes For the selected slide
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'ﬁa Project path: C:\Documents and Settings| TEMP\Deskkopiuntitled_dema.cp 1024x742
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o Click on your first slide to begin customizing your presentation.

e Annoyingly, Captivate automatically adds sample default elements to your slides to show
you the kinds of features you can add to enhance your presentation. These include: text
boxes, mouse pointers, mouse dragging actions, etc.

¢ You will want to remove these default elements from your slides so that you may begin
customizing your slides to illustrate to users the particular features you want to include.
Single-click on each of these default elements one by one; a dotted box will hen appear
around each element. Press the delete key on your keyboard.

Examples of default elements:

= IUNIVERSITY

&%) \LIBRARIES

Cursor Movements (including both
the hand pointer and the blue line)

_ [Een a

L..l‘ .,“.E.“,iﬁ.e.ﬂ..u.z ............................. Uﬂki

= Journal ti

o Selact the How do 1.2 link £Videag Text Boxes

&) e MEW /CHEL

To remove default elements: 1. Right click on the element you
wish to remove (square handles
will appear).

2. Click on ‘X’, found in the editing

S M Grimis D% e toolbar, or right click and select
L B bt fumoe .10 0 ‘Delete’ to remove the element.
B Usar B4 1] Google B Wb Actyr Resoure... || Orade ©
A ot bt fr— 3. A Captivate pop-up box will
B \ appear (see below) asking if
S \UNIVER S you are sure you want to delete
P = ILIBRAR the caption. Click on yes.
Tigyy KT

Adobe Captivate - captivate.demo.cp E]

Howr diadigt b
| 1 L!.:'Nrurmum-uf“‘ IIIIIIIIIIIIIIIIIII 9 Are you sure you veant o deletes the caption?
1 h '*T Selectthe How do 1.7 ink x._-JJ
[Cpont ask me this again
Ipl s | w
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o Now, look at your script to determine how much content relates to each of your slides.
Before adding anything, you need to determine how to break up this content.

For example:

If you want to show users 5 different features on one web page, you will need to create 5
copies of that web page, then introduce each feature one by one to users.

o Below you will find the script that User Education Services created for the Homepage
Tutorial. From start to finish, we introduced users to 10 different features on 3 web
pages. Therefore, we made 10 separate slides to illustrate each point:

User Education Services’ script for the Homepage Tutorial:
www.lib.umd.edu/UES/captivate_skin.swf

SLIDE 1:
Narration or Audio:

Welcome to the University of Maryland Libraries home page. This is your gateway to information
about the Libraries and its resources.

SLIDE 2:

Starting in the upper right corner, you will find some news about the latest exhibits taking place in
the Libraries. Click on the link for the Events Calendar to learn more.

Ca@ mbng hitings n

the Events Calendar

|To learn more,
{click on the link
|for the Events
|Calendar.

SLIDE 3:

The "Tip of the Week" help you learn to how to make the most about your library experience.
[The Tip of the Week
{will help you learn to
|make the most of
[your library
lexperience,

SLIDE 4:

The lower navigation bar is an important feature. Use these links to find out about the 8
libraries on campus, our special collections, and more.
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UM's @ libraries | Special collections | Hours | Divectiuns | Giving to the Libraries | Stalf & organization

The lower navigation bar is another important feature,

Use these links to find out about the 2 libraries on campus, our special
collections and more,

SLIDE 5:

Before visiting one of the 8 campus libraries, be sure to click on HOURS and then on a link for a
specific library to learn when it's open.

Eefore visiting one of the & campus libraries, be
sure to click on HOURS and select a specific
library to see when it's open.

It is important to keep in mind that the resources linked to the Libraries home page are available 7
days a week, 24 hours a day. Let's take a minute now and introduce them to you.

SLIDE 6:

In the center portion of the home page, you will find prominent links to the CATALOG and to
RESEARCH PORT. Both serve as important gateways to finding information.

| BRosessch Port
& DOokKS * Databages

In the center portion of the home page, you
will find prominent links to the m
and to [{SSF e RIely]. Eoth serve as
important gateways to information.

SLIDE 7:

The Catalog provides an inventory of the materials owned by the campus libraries, whether
these materials exist in print, online, or some other format. Currently the Libraries own over 3
million books and have subscriptions to over 33,000 journal titles, and more.

(3 Research Port
® Books * Databases
* Joumnal titles » Journal articles

The catalog provides an inventory of the
materials owned by the campus libraries,
whether these materials exist in print,
online, or in some other format.
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SLIDE 8:

Research Port provides access to the Libraries subscription databases, which contain a variety
of sources such as: biographies, critical essays, technical reports, as well as articles from
newspapers, magazines and peer-reviewed journals. At present, the Libraries subscribes to over
300 databases.

(3 Catalog [ Ressarch Port
= Books = Databages

Reseal';:h_F"E:-r-t_Er;;:r?i;:l_e; access to the
Libraries" subscription databases, which
contain a variety of sources such as:

+ biographies
s critical essays
+ technical reports

Both are excellent resources to use when you need to find information for your research topics.

Now, let's move to the top left corner of the home page. Here you will find the "How do I..2" link.
Click on this link.
[Howe denag =2 |

Underneath "Get Oriented,”
you will see a link to the
"How do 1...?" page.

SLIDE 9:

Here you will learn the answers to a number of frequently asked questions, such as "How do | -
print in the library, borrow items, find materials on course reserve, and more. Click on
HOME to return.

o copy and print

k Mokeldn Copy Shop
¥ Printicsg i thi Likra rigs

-i"How do I - print in the |
"library?"

SLIDE 10:

We hope this brief introduction has increased your confidence in your ability to navigate the
Libraries home page. To learn more, click on Ask Us!

¢ ighight Ba
L i;-l x

Tip of the week

e .‘;:‘.l-ll.ﬂ_h'ﬂl L KD Ol

]
EIf you have additional questions, you
jcan always click on Ask Us! to contact
a librarian

Filename: Creating Interactive Tutorials Using Captivate 3 21 University of Maryland Libraries * User Education Services * June 2008



In summary from the example illustrated above:

User Education Services created 8 slides of the Libraries homepage. Why 8 slides?
Since we introduced 8 different features on the Libraries’ homepage, we made 8
separate slides of this page. We made 1 slide of the second web page which was the
“How Do I...?” page, then concluded with 1 slide of the third web page, which was our
return to the Libraries’ home page.

It is important to have your script finalized at this point in order to determine how many
features you are covering and how many slides you will need to generate.

Once you have determined how many copies you will need of each slide, insert
duplicate slides. To do this, right click on the slide you want to copy and select
Duplicate Slide, or click Edit at the top of the screen and click Duplicate Slide.

File Edit Wiew Insert Slide #Aodio Quiz Project  Help SRE cwdls GuE

HSave £ 4 Re ?_._:iRecc-rd I-; : Eﬂ

| Storﬂ:oard_f Edit IlBranc.hin_g_l

View Insert Pro

2 g Sto
 slides x : w Timeline for Slide 1 s Capy Slide Chl+C

@@ || st et ' Paste as Image Chrl+y

[w|[w] = | 0u0s ] - _
e rl Duplicate Slide Chrl+D

Hide Slide shift+ctl+H | OR 1| X Delete Slide el

: (2] Lock Slide Chrl+H 5 Copy Backaround Shift+Chrl+Y

= Insert ’ . Paste as Background Shift+Crrl+v

: "\ Capy Siide ChreC o Select Al Slides Chrl+A,
| Paste as I Chrl4+y

2 as as age = d > Find and Replace. .. Chrl+F
S Duplicate Slide CErl+D

Delete Slide Dol 34 Find Background in Library  Crel+aE+F
T=4 copE d Shift+Chrl+y

SRy ghiiagles Go to Slide... Shift-+Chrl+G
Paste as Background Shift+CErl4y

3 Select Al Chri+A Freferences, ..

Repeat this step several times until you have added the appropriate number of duplicate
slides for each screen capture. Return to slide 1 to begin customizing each of your
screen captures; see next section.
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Customizing Screen Captures

¢ In this section, your aim is to balance content with design elements. There are a number
of options for customizing your slides with text caption and highlight boxes. Let’s cover
these now.

e Text Caption and Highlight Boxes can be used in tandem to help identify specific areas
on the screen that you want to draw users’ attention to.

Text Caption Box

'ﬂ Highlight Box
Se

the Events Calefidar

|

The Tip of the Week
will help you learn to
/make the most of your
|library experience,

Tip of the week

¥ Did you know you

can print from your
computer to a Library

pnnter?
mors tips

¢ Use varying combinations of these design elements on each slide, but be careful not to
include too many of either on an individual slide.

Text Caption Boxes:

e Text Caption Boxes are used to highlight key points from your script. Keep the amount of
Text included in these boxes to a minimum.

o Before attempting to insert a text caption box on a slide, click View at the top of the
screen. If Snap to Grid has a check mark next to, click to uncheck it. Unchecking M this
design feature will allow you to move these boxes more easily around the screen.

¥ Adobe Captivate - untitled_demo.cp

File Edit BUEEM Insert  Slide  Audio Quiz F
E o Toolbars »
: Thumbnail Size 4
Storyboar
v Skatus Bar
- ¥ 5l show Timeline Chr-+Al-+T
= Show Library Chrl+AltL
N ==
4| —- w Show Thumbnails  Ctrl+alk+B
-
= Show Question Pool
4 1 v Showsdlidetotes  Chri+al+N
. Zoorn In Che4=
Zoom Ok Chrl+-
Magnification 4
2 Shiow Grid
Snap to Grid . Click to uncheck ¥
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e To add a text caption box, click Insert then Text Caption:

B Adobe Captivate - untitled_demo.cp - [Slide

File Edit ‘Wiewm Slide Audio Quiz  Project He
E Save Elark Slide Shift 4+l
: ] Slide L4

Storyboard REdi

B Text Caption. .. Shift+CErl4-C
- w slides | B[} Rollover Caption...  Shift+Ctrl+R
[] Highlight Box. .. Shift-+CErHL
=" (} Rollover Slidelet...  Shift+Ctri+Z
——— () Foom Area... Shift-+Ctr+E
1 |[aL Text Ertry Box...  Shift+Cerl+T

¢ Inthe New Text Caption box enter your text. Use the standard font type: Verdana and
font size: 14 pt. The dropdown box under Caption Type allows you to select the display
style of your textbox; use the standard caption type: Adobe Blue.

New Text Caption @
Mew Text Caption .
Set caption properties. - p

Text Caption | Options | Audio | Size and Position |

Caption bype: Font: Size!
| adobe blue v | [verdana o | [ 2
O NS A Bl EEEECCZ2E Q" =a

ne caption text here

Bieoioot [ sois ]

@ Leamnoe. ok J[ concel J[ oot ]

e Be sure to check the Apply to all box in the lower left corner of the New Text Caption
box. Checking this box will ensure that Captivate applies these settings to subsequent
text captions.

¢ Once you have entered your caption and selected the appropriate color scheme, font
and font size, click OK.
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e Your text caption box will now appear on the slide. Position this box on the appropriate
part of the slide. Should you wish to move it around the screen, left-click on the text
caption box and drag it.

o To adjust the size of the text caption box, click on it and pull one of the square handles.

RESEARCH COLLECTIONS

D Catalog i3 Research Port
* Books * Databases

Jourmnal titles — * Joumal articles
; ¥ Pull handles to adjust ,
. Welcome to the University of Hai}rland

'; Libraries’ home page!

¥, -, i
Digital Collections DEUM

¢ Important Consideration: take some time to maneuver the positioning of your text
caption boxes so that it blends in nicely with the other items on the screen, i.e. other text,
images, colors.

Which looks better? Maybe this one where the text caption box covers
only part of the footer?

- — Can prnT_Trom your
People with disabilities Digital Collections DRLUM computer to a Library
Alunni Selected images, video, sound  Digital Reposhory at UM, printer?

and more from the Libraries’ Faculty: learn zbout depositing mare tios
Visitors own collections, your work, e

Ur's 8 libraries Special collections OUFS Directions Giving to the Libraries Staff & organization

B 2004 Libraries, _L-.'_g_ra,_ll, . . 0800, More phone numbers,
Last edted 12/20/2007 12:17 Welcome to the University of

PSR SR Maryland Libraries’ home page!

Or, this one where the text caption box is stretched to cover the
entire footer?

; e Can pnnt_rom your
Peaple with disabilities Digital Collections DRUM campUter to a Library
Abumni Salected images, video, sound  Digital Reposibory at UM, printer?

and maore from the Libraras’ Faculty: learn gbout depositing mors tas
Visitors own collections, your work e

Ur's & libraries Special collections BUrs Directions Giving to the Libraries Staff & organization

Welcome to the University of Maryland Libraries’' home page!

Answer: From User Education Services’ point of view, the second choice makes
the page less cluttered because it covers up unnecessary competing text.
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o When placing text and highlight boxes on the slide you may find it helpful to zoom in and
out. The zoom feature is located at the top right corner of the editing window:

B zoon:

Libraries' news
» Holiday greetings

from the UM Libraries

» "New Times Demand
New Scholarship" an

e Zooming in (ex. 150%) will help you to better align text and highlight boxes with existing
elements.

e Zooming out (ex. 66%) will give you a better idea of what viewers will see when watching

the completed tutorial.

¢ Remember to save your project files. Click File then Save As...

Highlight Boxes:

¢ ltis important to introduce features of a web page individually; don’t overwhelm viewers.
e Highlight boxes allow you to draw the viewer’s attention to particular elements.

e Before attempting to insert a highlight box, click View at the top of the screen. If Snap to

v

5%
3%
S0%
66%
75%
100%
200%
300%
400

Bast Fit

Grid has a check mark next to itM, uncheck it.

File Edit

e

Storyboat

M

* Adobe Captivate - untitled_demo.cp

Toolbars

Thumbnail Size

Skatus Bar

Showe Timeline Chrl+AlE+T
Shioww Library Chel+Al+L
Show Thumbnails  Chrl+Al+HE
Show Question Pool

Show Slide Mokes  Crrl+alk+M
Zoom In Ckrl4+=
Foom Cuk Chrl-

Magnification

Shiowy Grid
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e To add a highlight box, click Insert, then Highlight Box:

B Adobe Captivate - captivate.demo.cp - [Slide

File Edit Wiew BLEIM Slide  sudic Quiz Project  He

ESEVE 4 Blank Slide Shift4ChrlH-]

slide k
Staryboard | Edi

[J Text Caption... Shift-+Chrl+C
- w slides | UJ3 Rollover Caption...  Shift+Ctri+R
Shifk+Chr 4L

Shift+Cerl+2

¢ In the New Highlight Box window select a Frame width value between 3 and 5. Click
OK and the hiahliaht box will abpear on vour slide.

New Highlight Box r)_('l

Mew Highlight Box
Sat highlight bax properties. | p

Appearance

Famecoor; () Framewith:  B[s ]2
Fill color: Rvaswercr: [0 Jg %

CIFill ouker area

[lappiy to al [ settings ~ |
O Lean e o Q[ coneet [ aov |

¢ Similar to moving text caption boxes, you may drag the highlight box to the appropriate
area of the slide. You can adjust the size by dragging the handle bars.

() Catalog {3 Research Port

= Books » Databases
= Journal titles n
» Yideos & other matenals
RENEW /CHECE DUE DATES IM

Referance Shelf
Electronic dictionaries,
encydopedias, style manuals..,

Pull handles to adjust W

Digital Collections DRLM

Selected images, video, sound  Digital Repository at UM,

and more from the Libraries’ Faculty: learn gbout depositing
own collections, your work

¢ Remember to save your project files. Click File then Save As...
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Mouse Click Boxes:

Mouse click boxes are used to actively engage the user in navigating the tutorial. When you
incorporate this element into a slide, the tutorial will come to a complete stop until the user clicks
on the indicated area. It will be important for you to include specific directions for your users to
click on a certain area:

For Example:

Now, let's move to the top left corner of the home page. Here you will find the "How do I..?"
link. Click on this link.

Including mouse click boxes into your production will allow the user to more readily remember
how to navigate a page through hands on experience.

o Before attempting to insert a mouse click box, click View at the top of the screen. If
Snap to grid has a checkmark M next to it - uncheck it.

e To add a mouse click box, click Insert then click box. A New Click Box window will
appear.

¢ On the Click Box tab, use the drop down menu next to On success and select go to
next slide.

New Click Box X

Mesw Click Box
Set click box properties, o o

Click Box Options | Audio | Reporting | Size and Position

I the user chcks inside the click box

O SUCCEsS! .‘ |60 to next shde I il

I thee user cicks outside the click box
Allows user: attempts or  [¥]Infinite attempts

After last attempt:

Set shorbouk key

Current shorteut:  Mone
@ Leammoe .l_ Ok || Cancel I| Apply I

o The default setting allows users infinite attempts click on the desired link.
After this option has been unchecked you can select other options.

¢ Once you are satisfied with your settings, click OK. Remember to save your project files.
Click File then Save As...
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7. The Audio Process

When you are satisfied with the visual elements of your tutorial, it is time to add audio or voice
overlays. If you have not already borrowed a USB microphone, call User Education Services at
301-314-5889 to borrow one. These microphones simply plug into the USB port on your
computer’'s CPU tower. These devices are plug and play, which means no special software is
required. Audio is added to each individual slide. Recording your audio in small chunks has its
advantages, as you will not have to record the entire presentation in one sitting, and will not
have to re-record the entire presentation if you make a mistake while narrating.

e Starting at your first slide, click Audio from the top menu bar.

B Adobe Captivate - captivate. demo.cp - [Slide 1 of 23]

File Edit Wiew Insert Slide Awudioc Quiz Project Help

r o

; E Save A 9 lj Record |-_].E| Preview = é Publish @ Properties 9:? Audio +
Storyboard | Edit | Branching

e Click Record this slide.

9 -G &

Fecard this Slide

Record Project
Recard From this Slide

Record withouk Preview FS

¢ A Generating Preview for Recording Audio window appears very briefly

Generating Preview for Recording Audio

= c/

Progress: Generating Preview for Recording Sudio
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o ltis followed by the Record Audio — Slide 1 window:

Record Audio - Slide 1
The recording will ovensrite existing sudio. S |
Shde 1
Record button
© Becord | b | @ «lln
Caption and Skde Notes (&) &
Captions | Skde Notes
@ Lean more., A [settngs.. [ x| [ concel

o Before clicking the Record button, take a moment to consider the following:
Are you in a quite location?
Do those around you know that you should not be interrupted?
Are you free from interruptions?
Have you read through the script recently?
To get the best quality recording, make sure that your microphone is not directly
next to your keyboard or mouse (which ever one you will use to start and stop the
recording. Every sound you make will be picked-up by the microphone.
Think of your first recording as a trial run. You can record as many times as you
need to. It may take a few attempts to familiarize yourself with the process and
become comfortable using it.

e Turn on the USB microphone.

e When you click on the Record button, a pop-up box will appear saying Adobe

Captivate must establish audio input and recording sensitivity levels to create the
best audio quality. Do you want to continue testing audio levels?
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e C(Click Yes.

Adobe Captivate - untitled_demo.cp

Adobe Captivake must establish audio input and recording sensithity levels bo create the best possible
L] audio quality,

Do you want bo continue besting audio levels?

[ Don't ask me this again

—_— %]

e A Calibrate audio input box will appear. In order to check the input level of the
microphone you will need to read the sentence displayed in this box, and keeping
the microphone about 18” away from your mouth:

“l am setting my microphone recording level for use with Adobe Captivate”

Calibrate audio input - Calibrate audio input -
Adobe Capbhvate can automatically detect optimal M p Adobe Captivate can automatically detect optimal | I‘)
rmicrophonefline-infsystem sudio recording sensitivicy levels, microphone/line-infsystem audio recording sensitivity bavels,

Ta set your microphore level, read the Following sentencs into the To set your microphone lewel, read the following sentence into the
microphone untll the red window becomes green, microphone until the red window becomes green,

"1 am setting my microphone recording level for use with "I am setting my microphone recording level for use with
Adobe Captivate.” Adobe Captivate.”

LTI

) = o
— [ (e ]

¢ Once the microphone has been successfully calibrated and the Input level OK
message appears, click OK to initiate the recording process

(NOTE: recording will begin as soon as you click on OK):
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Record Audio Window:

®¥ Record Audio - Slide 1 x|

Record Audio - Slide 1
The recordineg will cvensrite existing sudio. - p

Time Femaining: 0,33 sec

@ g .ll Recording 0:00:04 5 L

w Caption and Skde Notes: 2
Captions | Skde Notes

Close Up of Record/Playback Controls:
record stop

\ 4

@ Record = || &) | Recording40 0:00:00 sf0:00:05 s @ o
play record as many times as
you need to

¢ If the recording process begins automatically, but you are not yet ready to begin

narrating, simply click on the stop button:

@ Record |

¢ Once you are ready to begin again, press record:

¢ Once you have finished narrating the slide, click on the stop button:

Filename: Creating Interactive Tutorials Using Captivate 3 32 University of Maryland Libraries * User Education Services * June 2008



o To preview your recording, press the play button:

¢ Record the audio for each slide as many times as you like. Captivate will use the
most recent version of the recording in your tutorial. To overwrite the current file,
simply click on record and repeat the steps listed above.

¢ Captivate estimates the display time for each slide based upon the amount of
text added to each slide. If your narration is significantly longer than the text
added to the screen, you may need to adjust the timing for the slide (this is
covered in the next section).

e Once you are satisfied with the audio recording, click OK.

e Your audio recording will now be associated with your slide.

o Repeat this process to add audio to each of your slides.

e If you decide at a later time that you would like to re-record the audio for a
particular slide, click Audio then Record this slide, and repeat the process.
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Preview your Tutorial on the Web:

Once you have added audio recordings to your slides, you will want to preview the
tutorial to see how the presentation is flowing, and see how users will view it. Keep in
mind that you will need to adjust the timing of your slides, so do not feel discouraged if
your first preview provides a less than seamless presentation.

e To preview your entire tutorial in a web browser, click Preview icon at the top of
the screen, and click In web browser:

B Adobe Captivate - untitled_demo.cp - [Slide 1 of 3%]

File Edit Wiew Insert Slide Aoudic Quiz Project  Help

H Save 6- Unda  4F | ?_]'? Record I;‘_J TL; Publish Properties m Audio -

| Storyboard | Edit | Branching| | PlaythisSlide  F3
. z 2 5 Projeck F4
w Shid 4 : » Timeline for Slide 1
e From this Side  F&
o m— 4":‘] _ ‘ Lk Mext S slides  F10 LoFs e % 0s

(=)l=] b | 005

[ slide Properties... 4 2 X B E| W -!_,. HE OB

¢ While you are watching the preview, take note of any slides needing adjustments

¢ Once you have finished watching the preview, close the browser to return to
Captivate and begin making the necessary adjustments.

Troubleshooting Slide Timing:

¢ While watching the preview of your tutorial, you will likely notice some timing
problems.

e All of these problems can be solved by adjusting the display time of the slide
and/or the individual items.

e To make these adjustments, you will need to watch the preview again and make
a note of the first occurrence of a timing issue. Once you have identified a slide
which needs adjustment, pause your preview, go back to the editing screen
within Captivate and follow the proceeding instructions for adjusting timing.

¢ Captivate determines the default length of each slide based on the amount of
content you have added. This best guess may leave too much dead air at the
end of your slide. Don’t worry! This is easy to adjust.

¢ As a default Captivate will display each of your text captions and highlight boxes

as soon as the slide begins playing. You may want these items to pop up at the
precise moment that you mention them. Again, this is fairly easy to adjust.
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The goal of adjusting the timing of your slides and the various items which

[ ]
appear on them is to have all elements working together to best explain the
features highlighted.

¢ Your slides should be just a bit longer than your narration (by 1-2 seconds) to

give viewers time to absorb what you've said.

Problem 1: Slide continues playing after the narration has ended

e If your slide is running long, you can easily adjust the display time

¢ As an example we’ll adjust the following slide, which is displaying for 18
seconds, even though the narration ends after 12 seconds.

U0 Uindversity of Maryland Librarbes - Moxila Finefox
e LR Vs Hggoy Qookmads Jook e
:‘ B ity e i umed <o i

@->- -G
Starting in the
18 LIBRARIES E: 7
RyLRE N .- S Upper rig
corner, you will
,find news about
ek - (> -t
Site Indas A-I * Books - ojthe latest
Bearch for informatign | * Joumal titles = s exhibits taking
sbout the Librares l:‘;':,?f::tn::::rf;:':;tf::lalnin:*%l‘:p|af.e in the
__|Libraries,

To learn more,
click on the link
for the Events

Reference Shelf ¢ —
flectrome dimonanes, 7,

Faculty & graduate encycopedias, STyl manuals

it
1 Digital Collections DRUM
i Selected enages, woed, sound  Digital RBepositonry at UM Calendar.
! and more from the Libranes’ Facuity: learn ghout decoitng T——
Viditors own collections pour work, B -

Stall & orgsnicalion

UM's B libraries | Special collection

10 LR (01 4SS-0R00. Mars phares famba
coank

Collag Pak . Marplan
Fasse sand

© 2004 fr oo Micyland
L TANEY. Py
Hab cradts § roairtanaccs
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Solution: Adjust the display time for the slide

To adjust the display time for the slide, double-click within the slide and the Slide
Properties window will appear:

Slide Properties El
Slide Properties .
Set shds properties., | - E.}
Shde | Ausdio
Shde settings
Label:
== [ cisplay Time: 12.00 = seconds
Transition: Mo Transkion -
Crusality: High gqualicy et
Color: (= Project O Custom [C117)
[CIHide shde [ JLock shide
| €hange background image.... |
Mavigation
* HMardgation: Go ko nest shie ~
-~ |-» =
-
Aoty ko a
D Lean more.,, ] oK J [ cance |

Adjust the duration of the slide by changing the value in the Display Time field.

[ ]
e.g., you want your slide to display for twelve seconds, so enter 12.0 in the
Display Time field.

e Click OK.
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Problem 2: Text Caption or highlight box does not display at the proper time, or
the for the right amount of time

Double-click within the text caption or highlight box

upper right
corner, you will
find news about
the latest
exhibits taking

-

= » Holiday grestings
Starting in the from the UM Libraries

k “Hew Tenes Demand

Kew Scholarship® an

b ttahdd ibaddin

Lobby, (174 = 220}
.1:_::..“: L H]

» Royal Remembrances

¥ Mystenous Maryland

Sl minrg hEhingd n

s Cadendar

=l

place in the ‘

Libraries,

The Text Caption or Highlight Box window appears (note: these steps are the
same for text captions and highlight boxes).

e Click the Options tab:

Text Caplion E|
Teut Caption L
et oot [coties] sifmmmmmreneen
1 apRioin bypea: Fond: Sae

adobe blue W |Verdans w 14 w |ﬂ. -:
O M3 r 0 || EEAEECTFEE N "=

Starting In the upper right corner, you will find news
about the latest exhibits taking place in the
Libraries.

ety ot Seltie

O Lesmmaore [ o [ come ]

The options tab allows you to indicate when you would like your Text Caption Box to
appear and how long you would like it to stay on the screen:

If you want the text caption or highlight box to display for the entire length of the
slide, use the following settings:
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Text Capkion | Options | audio || Size and Position

Timing
Display For: rwl' af slide vI |

Appear after: h : seconds

Transitian

Effect: Fade in and ouk b

F.Y
seconds

w

Iy 0.5 seconds Cuk; |0.5

F
w

In this instance we want the text box to appear for the duration of the slide so we have
selected Display for: ‘rest of slide’ and Appear after: ‘0.0 seconds’.
Here’s an example of when you would want to use these settings:

{ Welcome to the University of Maryland Libraries’ home page!

When creating my introductory slide, | wanted the text caption to display for the entire
length of the slide.

If you want the text caption or highlight box to appear after a certain number of
seconds and then display for the rest of the slide, use the following settings:

Texk Caption | ©ptions | Audio | Size and Position

Tirming
Display for: ' =
Appear after: h : seconds

Transition

Effect: Fade in and ouk A

.
 seconds

Im: 0.5 : seconds Cuk; |05
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Here’s an example of when you want to use these settings:

J * Holiday greetings

from the UM Libraries

Starting in the

upper ||ght ¥ "New Tenes Demand
corner, you Will | s s eamin
find news about J Lonby, {17501

the latest » Royal Pemembrances
exhibits taking b Mysterious Maryland
plﬂCE in the Sen rmang Hstings n
Libraries the Evernts Calendas

‘“ff_ﬂ‘—?j‘w To learn more,

' g click on the link
for the Events

o Calend

&l Repasitory at UM, dlendar.

il - lmars shad Asnaeisnn

If you want the slide to appear after specific number of seconds for a certain
length of time, use the following settings:

Text Caption | Options | Audio || Size and Position

Tirming

Display for: . specific kime |?.EI |: seconds
Appear after: .-v seconds

Transition

Effect: | Fade in and ouk W |

Ir: : seconds Ok : secands

Here’s an example of when you would want to use these settings:

U*"s & libraries Special collections ey Directions Giving to the Libraries Stall & organization

@ 2004 Librasias, Univarsits of Masland. collegs Before visiting one of the 8 campus libraries, be
Privacy policy.

Last edited 1272002007 1211727,

Wab credits B maintenance. I sure to click on HOURS and select a specific
library to see when it's open.

When creating this slide | wanted the text box to display the entire time, but | didn’t want
the highlight box surrounding ‘hours’ to appear until it was mentioned at the four second
mark.
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In Summary:

Once you have made adjustments to your slide, use the preview feature to see if
you are now happy with the timing.

Advice: be advised that this review process will take some conscientious thought

and effort on your part. Try not to get frustrated if it takes multiple attempts to get
the timing issues worked out.

This is time well spent because once the tutorial is approved by the Guides
Group and goes live hundreds of users will be looking at it 24/7.
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8. Publishing your Tutorial and Getting it Online

Once you have finished editing your slides, you are ready to publish the finished project.

¢ Click on the Publish button found in the Captivate toolbar:

® Adobe Captivate - captivate. demo.cp

File Edit View Insert Slide #udic Quiz  Projeck Help

E Save f LUndo $ redo

Staryboard | Edit || Branching |

w Glide Tasks
ﬁ- Audio
) Mouse

% Wideo Quality
75 additional slides. ..

'_' Copy Slide

L=
o

¢ When the Publish window appears, Captivate automatically selects a flash
(SWF) file output:

Publish 3

Publish '
Create Adobe Captivate Content (SWF) that can be used independently or included in & web page. (- p

Flash {.swf) options Project Information
Project Title: Resohution: 1024 = 742 pixels
hﬂﬂ'leﬁﬂﬂi dema | Slides: 23
| Slides with audio: 23
Folder: Audio quality: MP3, 96 kbps, 44,10 KHz
C:\Documents and SettingsisimmonsS|Desktop! | elearning output: Disabled
—_— - : Display score: Mo

i 1

Skin: My Current Skin
PENS: Preview..,
Flash{SWF) size and quality: Custom

Oubput Spbions
(oo tes oot
[(]Full screen carvd PENS notiFication
[l Generate autorun for CD
Flash Player Yersion: IFtash ;-Iayer 7 e
@ Leam more... | Publish ] I Close
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¢ You will now generate flash (SWF) files that can be posted online using

WebSpinner.

o Before proceeding, check the folder location. This is where your project files will
be stored. If you wish to select another folder, use the Browse button to select a

location.

e Be sure to save these files on your M: or Z: drive and NOT your desktop. These
files are large enough that storing them on your desktop will cause delays when

loading your profile each day.

Save As ELE]

Save int E,-ﬂ' ﬁeskkop

= > R . @

4 My Becent Dacumsnts

‘b 51 Deskiop
) My Documenis

My Recent .i My Cornputer
Documents n % Floppy [A:)
= e Local Disk [C)
@ || Z=nart

b, A D epanmentt on libdoc, umd edu’ [M: |

Desktop ublic Servicesuser aducation' (Z)
S smmonsS on Thdoc, umd edubuser home§i P
: v Network Places
__j ) Adobe Caplivate 3
caphivate
My Documents ) P
My Computers
" File name: -::ap.tivate.d-emu b
MyNetwork | Savessbpe: | dobe Captivate Profecs "cp) v [ Coe ]

¢ Click Publish button.

¢ You will see the following windows will appear as Captivate generates your

project files:
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Audio progress

Current audio clip

Canverting way to np3

MName: Recordingld

Duration: 0:00;10 = Size: 0.53 MEB
Encoding: MP3, 96 kbps, 44,10 KHz

Status:

File 18 of 10 %
Publish progress E'
Progress
Progress: Generating slides

Progress

Completed ‘{f

’ Wigw Outpuk

] I Close

Filename: Creating Interactive Tutorials Using Captivate 3

43

University of Maryland Libraries * User Education Services * June 2008



¢ Once the publishing process is complete, open the folder containing your project
files:

& | ibraries’ Homepage Tutorial

File Edit Yew Favorites Tools Help

@Back i \_}J I@ /:-] Search |1 Folders v E:} Folder Swnc

Address |frj M:YPublic Services\User Education\CaptivateiLibraries' Homepage Tutorial

1y Libraries' Homepage
Tukarial_skin
Shockwave Flash Object

1y Libraries' Homepage Tukarial
Shackwave Flash Object
2,659 KB

File and Folder Tasks Firefou Docurment

(29 Make anew folder

@ Publish this Falder ko the ’ standard
Wk X J5cript Script File
1KE

;@ Yigw previols versions

You will see that the publishing process generated four files (left to right):

Libraries' Homepage Tutorial

) | Firefox Document HTML File
ZkE
] Libraries' Homepage Tutorial ] .
Shockwawe Flash Object Tutorial (FIash/SWF) File
— 2,650 KB

Libraries' Homepage

Tutorial _skin Tutorial Skin (Flash/SWF) File

asza
2238 | shockwave Flash Chjeck
= B skandard ) )
=% | Jscripk Script File Java Script File
i 1 KB

In order to submit your tutorial for review by your Guides Group representative, you will
need to load your files to the JUNK folder in WebSpinner. This will allow you to access
your tutorial directly via a URL.

For example, the Libraries’ Homepage tutorial can be accessed directly at:
lib.umd.edu/UES/homepage.swf
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Loading Tutorial Files in WebSpinner:
Sign into WebSpinner: www.lib.umd.edu/cgi-bin/WebSpinner

Select the JUNK directory and click on ‘Go to directory’:

WebSpinner

Version 2.3

Directory Homes

Select a directory to begin working.

2 [Gowdirectory | imck I+
MMCE,

fUES
fguides

jht by Academic Information Tech ersity of !

g

¢ Once you are in the JUNK directory you will need to load the Flash/SWF files.

For example:

| will need to upload the Flash file and the Flash skin file to WebSpinner using the
following file names selected when publishing the project in Captivate (NOTE: the HTML

file and Java Script file do not need to be uploaded):

captivate.swf captivate_skin.swf

Libraries' Homepage Tutorial
Shockwawe Flash Object
2,659 KB

Tutorial_skin

Libr aries' Homepage

Shockwave Flash Object
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To load the first Flash file in WebSpinner Select ‘New File’:

WebSpinner

Yersion 2.3
FIUNK

¥ -
Dy
123.html
2star.gif
dhks.gif
121 jpg

AERhomeschool html

AERmaontissor.html

AERwaldor.html

ALIES w

PASZEWD change
2 . rootdir

NEW A
0PEN |ee| MKOR wove URSR awae [FIFTF

>
EXIT

To load your file you will need to:

1. Enter the file name (Make sure it ends in .swf and matches the file name you

used when creating your HTML page).
2. Click on ‘Browse’ and locate the file
3. Click on Create File

Example:

1. Enter the file name

s ending in _swi (this must
e 1nner he the same file name
that you used on your

HTIL page).

Version 2.3

Create File 2 Click an
— Browse' and

File Marme (HTML files should end in ".html"): |caphivate. swi
‘ ): | locate the file

Click on "Browse" to upload a local file,

NMoka: File Uploads override any docurnent text,
P ! 3. Once you've found the file,

*'_ click on ‘Create File
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Repeat the above steps to load your Flash skin file:

]
We S 1nne 1. Enter the file name
ending in _skin.swf

Version 2.3

Create File .
2. Click on 'Browse

File Mame (HTML files should end in ".html"): |caphivate_skin swi and locate the file.
Click on "Browse" to upload a local file,

Meke: File Uploads override any docurnent text,

‘.— 3. Click on 'Create Filg’

oR

Enter the docurnent's text.,, [Wete: You may cut and paste from another editor]

You should now be able to view your tutorial using the following URL template:
www.lib.umd.edu/JUNK/filename.swf

For example, if my tutorial had been uploaded to the JUNK directory, it would be
accessible at: www.lib.umd.edu/JUNK/homepage.swf

NOTE: The homepage tutorial is accessible at www.lib.umd.edu/UES/homepage.swf
because it has already been reviewed and approved.
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9. Contacting your Guides Group Representative:

Once your tutorial is accessible online you can submit it to your Guides Group
representative for approval using the the Guide Notification form:

www. lib.umd.edu/UES/yellowform.html

Guide Notification Form

GEMERAL INFORMATION

Your Name:
Teamy/Uint:
Phone:

E-mail:

GUIDE INFORMATION

Title of Guide: ILibruries' Homepage Tutonal |‘

Old Title {if applicable):

status: [New v/

Date of Last Revision; | | (e.3., January 2005)
Recipient: | Choose one bt
Format: 'v “

URL of Guide: |[www.lib.umd edu/JUNKhomepage.swi |

Type of Guide: O General (e.g., Book Reviews)
) Subject (e.g., Nutrition and Food Science)
(@linteractive Tutorial {e.g., Libraries' Homepage Tutaorial)

o To submit your tutorial for review, you will need to fill in your name and contact
information in addition to the information highlighted above.

¢ Once submitted your tutorial will be reviewed to ensure that it meets the best practices
outlined in the beginning of this manual.

e If any changes need to be made to bring the tutorial in line with these best practices,
your Guides Group representative will contact you with further information.
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¢ Once your guide is approved, it will be linked to the appropriate subject guide, or linked
separately from the ‘Guides to Information Resources’ page:
www.lib.umd.edu/UES/library_guides.html
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