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Terms and Concepts

Term Definition

Articulate Studio ‘13

A suite of software utilizing PowerPoint to create eLearning
courses. Articulate Studio 13 is comprised of the Presenter,
Quizmaker, Engage and Replay.

Articulate Presenter ‘13

A program displayed as a tab on the PowerPoint Ribbon allowing
you to create eLearning by adding narration, video, characters and
web objects. The PowerPoint presentation can then be published
to create an elLearning course.

Articulate Quizmaker ‘13

A program used to create quizzes, surveys and other assessments
embedded into a course.

Articulate Engage ‘13

A program used to add interactions to processes, terminology or
lists.

Articulate Replay ‘13

A program used to create screencasts using the computers
webcam and screen activity or a combination of the two.

Audacity A freeware program used to create and edit sound and sound files.

Concept(s) An idea that is related to a process provided at the beginning of
each section of the course to help the participant to understand
what is being trained.

Course A series of sections (lessons) used to teach skills and knowledge

for a task or process.

Course Objectives

The specific tasks the participants will be able to accomplish upon
completing the course.

Course Purpose

The reason the participants are taking the course.

Curricula A document that describes the content of the course and the
individual sections that comprise the course.

Demo The process of showing how to accomplish a task to the course
participants.

dotx An extension at the end of a word document to indicate it is a
template. The normal extension for a word document is .doc.

Exercise A task the participants work on to help them understand a topic

within the course.




Format

The way in which the template or document is arranged.

Flow Chart Shapes

Predefined shapes in Microsoft office used to define a process.
Refer to the Chart of flowchart shapes for a full description of each
available Shape

Instructor Guide

The instructor guide is similar to the participant guide, in addition
to the participant note it also contains instructor notes from the
presentation.

Instructor Notes

Notes used to help the training developer or SME to deliver the

course.
PDF A file format used because it looks exactly like the printed
document.
Participant An Employee who is a member of the target audience that is

attending the course.

Participant Guide

A guide used by participants to view the details of the course and
to take notes.

Process A series of steps taken in order to achieve a complete a process.
This is demonstrated through a process flow.

Reviewer An SME who reviews the training materials for content and quality
(spelling, grammar and style).

Section The smallest unit of a course used to describe a specific task or

process.

Section Objective

The specific tasks the participants will be able to accomplish upon
completing the section.

Slide Master

A predefined format used in PowerPoint to help in the
development of a presentation.

SME A Subject Matter Expert (SME) is a person who is an authority on a
particular area of topic.
Style A predefined format of text in PowerPoint or Word used to

maintain a consistent format to the presentation or document.

Supporting Document

Documents that are included in the training materials because
they are part of or support the materials of the course.

Template

A preset format for a document or presentation used so that the
format does not have to be recreated.




Terms and Concepts

The definition of a word or concept provided at the beginning of
each section of the course to help the participant understand what
is being trained.

Training Developer

A person who is developing the training materials.

Training Evaluator

The name of the member of the OED team responsible for
reviewing your training.
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Title of Course

Course Agenda
Process - 5 Steps (Including Introduction)

[ C—— Last Modified: Oct 07, 2015 at 12:54 PM

PROPERTIES
Show interaction in menu as Multiple items
Allow user to leave interaction:  Atany time

Prev/Next plzyer buttons go to:  Step in interaction

g
Edit in Engage | 4C¢ Edit Properties
€

Colorado Department of Transportation m

ey

Course Learning Objectives

At the end of this course, you should be able to:

Colorado Department of Transportation m

Course Agenda

* Section 1 - Course Introduction
» Section 2 -
* Section 3 —
* Conclusion

Colorado Department of Transportation m

Section 1 Learning Objectives

At the end of this section, you should be able to:

Colorado Department of Transportation [ sies]

Terms and Concepts

Before we begin, take a moment to review the definitions of the
following terms in the Glossary tab to the right (next to Menu).

¢ Terms

Colorado Department of Transportation [ siides|
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Process - 12 Steps (Including Introduction and Summary)

EEER | Last Modified: Oct 07, 2015 at 02:45 PM

PROPERTIES
Show interaction in menu as Multiple items
Allow user to leave interaction: At any time

Prev/Next player outtons go to:  Step in interaction

f \
| 3C¢ Edit Properties |
L J
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Course Agenda

* Section 1 —Course Introduction
* Section 2 -
» Section 3 -
* Conclusion

Colorado Department of Transportation slide 8

Section 2 Learning Objectives

At the end of this section, you should be able to:

Colorado Department of Transportation m

Terms and Concepts

Before we begin, take a moment to review the definitions of the
following terms in the Glossary tab to the right (next to Menu).

¢ Terms

Colorado Department of Transportation slide 10

Process Flow Copy and Paste

AL OUL

Colorado Department of Transportation [ sidens]

Exercise XX

Roles:

Scenario:

Colorado Department of Transportation slide 12
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Section XX Check Your Knowledge
Quiz - 3 questions

Last Modified: Oct 07,2015 at 03:24 PM

PROPERTIES

0On passing, 'Finish' button: Goes to Next Slide

0n fai ing, 'Finish' butten Goes to Next Slide

Allow user to leave quiz: After user has completed quiz

User may view slides after quiz: At any time

Show in menu as Multiple items

= 1 b= .
| ¥&W Editin Quizmaker | | $C¢ Edit Properties |
| J U J

Colorado Department of Transportation m

Course Agenda

* Section 1 —Course Introduction
* Section 2 —
* Section 3 -
* Conclusion

Colorado Department of Transportation Slide 14

Section 3 Learning Objectives

At the end of this section, you should be able to:

Colorado Department of Transportation m

Terms and Concepts

Before we begin, take a moment to review the definitions of the
following terms in the Glossary tab to the right (next to Menu).

¢ Terms

Colorado Department of Transportation slide 16

Exercise XX

Roles:

Scenario:
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P; \‘§
Colorado Department of Transportation Slide 17

Section XX Check Your Knowledge

Quiz - 3 questions

Last Modified: Oct 13,2015 at 08:41 AM

PROPERTIES

01 passing, 'Finish' button Goes to Next Slide

01 failing, 'Finish' button Goes to Next Slide

Allow user to leave quiz: After user has completed quiz

User may view slides after cuiz: At any time

Shov in menu as Multiple items
[ a Edit in Quizmaker ] [ {E‘:} Edit Properties J
Colorado Department of Transportation Slide 18
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Course Agenda

e Section 1 —Course Introduction
e Section 2 —
* Section 3 -
¢ Conclusion

Colorado Department of Transportation m

10/22/2015

Conclusion

You should now be able to:

Colorado Department of Transportation m

Where Can | Get Help?

Course Complete

For additional assistance contact:
* Name One:
- Email:
- Phone:
* Name Two:
- Email:
- Phone:

« Congratulations, you have completed the
course!

* To confirm you have completed the course,
complete the following assessment.

« For course credit, you must achieve a score
of at least 70%. Please remember you can
take the course as many times as you want
until you achieve this score.

« Just a note, once you pass the test you can
no longer retake the assessment.

Colorado Department of Transportation m

Course Assessment
Quiz - 3 questions

Last Modified: Oct 21,2015 at 05:23 PM
e ——

PROPERTIES

0On passing, 'Finish' button: Goes to Next Slide

0n fai ing, 'Finish' butten Goes to Next Slide

Allow user to leave quiz: After user has completed quiz

User may view slides after quiz: At any time

Show in menu as Multiple items

[@ Edit in Quizmaker ] [ {‘é} Edit Properties ]
e N

Sample Engage Interactions

The following are samples of content they are:
* Preformatted to match the standards of the course
* Can be inserted or used in the course

* Areindependent of the rest of the content and may be
deleted if they are not used

* Select Preview drop-down = range of slides = From 24
to end of presentation

Colorado Department of Transportation [ stdend]




Colorado Department of Transportation

Sample Accordian

Accordion - 4 Panels (Including Introduction)

Last Modified: Oct 07, 2015 at 03:58 PM

PROPERTIES
Show interaction in menu as Multiple items
Allow user to leave interaction: At any time

Prev/Next player outtons go to:  Step in interaction

w=l Editin Engage $0¢ Edit Properties
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Sample Bulletin Board

2 [\‘ Bulletin Board - 3 Notes (Including Introduction)

— Last Modified: Oct 07, 2015 at 04:03 PM

PROPERTIES
Show interaction in menu as Multiple items
Allow user to leave interaction:  Atany time

Prev/Next plzyer buttons go to:  Step in interaction

[&
| 3C¢ Edit Properties
C

,.._.,
ey
sy

Qﬁ Edit in Engage

Colorado Department of Transportation

Sample Checklist
& Checklist - 4 Items (Including Introduction)

Last Modified: Oct 07, 2015 at 04:05PM

PROPERTIES
Show interaction in menu as Multiple items

Allow user to leave interaction: At any time

Prev/Next player outtons go to:  Step in interaction

Colorado Department of Transportation Slide 27

Sample Circle Diagram

Circle Diagram - 3 Layers, 7 Segments (Including Introduction)

Last Modified: Oct 07,2015 at 04:13 PM

PROPERTIES
Show interaction in menu as Multiple items

Allow user to leave interaction:  Atany time

Prev/Next plzyer buttons go to:  Step in interaction

Colorado Department of Transportation slide 28

Q Sample Conversation

Conversation - 5 Steps (Including Introduction and Summary)

&
Last Modified: Oct 07,2015 at 04:22 PM

PROPERTIES
Show interaction in menu as Multiple items
Allow user to leave interaction: At any time

Prev/Next player outtons go to:  Step in interaction

[a Edit in Engage ] [ {‘é} Edit Properties ]
S N

] Sample FAQ

FAQ - 4 Questions (Including Introduction)

Last Modified: Oct 07,2015 at 04:24 PM

PROPERTIES
Show interaction in menu as Multiple items
Allow user to leave interaction:  Atany time

Prev/Next plzyer buttons go to:  Step in interaction

[é Editin Engage ] [ {E‘:} Edit Properties J
e N




Colorado Department of Transportation

1 L Sample Folders
Folders - 4 Folders (Including Introduction)

Last Modified: Oct 07, 2015 at 04:26 PM

PROPERTIES
Show interaction in menu as Multiple items
Allow user to leave interaction: At any time

Prev/Next player outtons go to:  Step in interaction

$0¢ Edit Properties

miy

vall Editin Engage
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Sample Guided Image
m Guided Image - 4 Labels (Including Introduction)

Last Modified: Oct 07,2015 at 04:30 PM

PROPERTIES
Show interaction in menu as Multiple items

Allow user to leave interaction: At any time

Prev/Next player outtons go to:  Step in interaction

10/22/2015

Lo LI Sample Glossary
e o]
Glossary - 4 Entries (Including Introduction)
Last Modified: Oct 07, 2015 at 04:27 PM
PROPERTIES

Show interaction in menu as Multiple items
Allow user to leave interaction:  Atany time

Prev/Next plzyer buttons go to:  Step in interaction

= [&
w=l Editin Engage | 3C¢ Edit Properties
= C
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Sample Image Zoom

e |

Image Zoom - 4 Zoom Regions (Including Introduction)

Last Modified: Oct 07,2015 at 04:34 PM

PROPERTIES
Show interaction in menu as Multiple items

Allow user to leave interaction:  Atany time

Prev/Next plzyer buttons go to:  Step in interaction

Colorado Department of Transportation m

Sample Labeled Graphic
Accordion - 4 Panels (Including Introduction)

Last Modified: Oct 07, 2015 at 04:35PM

PROPERTIES
Show interaction in menu as Multiple items
Allow user to leave interaction: At any time

Prev/Next player outtons go to:  Step in interaction

[a Edit in Engage ] [ {‘é} Edit Properties ]
e S N

T Sample Labeled Panel
A

[SS==—
= / % N Labeled Panel - 4 Labels (Including Introduction)
Last Modified: Oct 07, 2015 at 04:46 PM
PROPERTIES

Show interaction in menu as Multiple items
Allow user to leave interaction:  Atany time

Prev/Next plzyer buttons go to:  Step in interaction

[é Editin Engage ] [ {E’:} Edit Properties J

Colorado Department of Transportation m
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Sample Process

~ Sample Media Panel
Media Panel - 5 Steps (Including Introduction) Process - 4 Steps (Including Introduction)
v
A 571 I e Last Modified: Oct 07, 2015 at 04:51 PM [ NE C—— Last Modified: Oct 07, 2015 at 04:53 PM
PROPERTIES PROPERTIES

Show interaction in menu as Multiple items Show interaction in menu as Multiple items

Allow user to leave interaction: At any time Allow user to leave interaction:  Atany time

Prev/Next player outtons go to:  Step in interaction Prev/Next plzyer buttons go to:  Step in interaction

[&
| 3C¢ Edit Properties
C

$0¢ Edit Properties

ey
sy

¥zl Editin Engage #=1 Fditin Engage
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Sample Pyramid Quick Choice

Pyramid - 3 Layers, 7 Segments (Including Introduction) Quick Choice - 4 Choices

Last Modified: Oct 07,2015 at 04:54 PM Last Modified: Oct 07, 2015 at 04:55PM

PROPERTIES PROPERTIES

Show interaction in menu as Multiple items Show interaction in menu as Multiple items

Allow user to leave interaction: At any time Allow user to leave interaction:  Atany time

Prev/Next player outtons go to:  Step in interaction Prev/Next plzyer buttons go to:  Step in interaction

Colorado Department of Transportation m Colorado Department of Transportation Slide 40

V oy EEEE Sample Tabbed Image ﬁ Sample Tabs
A Tabbed Image - 4 Tabs (Including Introduction) Tabs - 4 Tabs (Including Introduction)
o | Tan
A= ,j Last Modified: Oct 07,2015 at 04:58 PM h Last Modified: Oct 07, 2015 at 04:59 PM
PROPERTIES PROPERTIES

Show interaction in menu as Multiple items Show interaction in menu as Multiple items

Allow user to leave interaction: At any time Allow user to leave interaction:  Atany time

Prev/Next player outtons go to:  Step in interaction Prev/Next plzyer buttons go to:  Step in interaction

[a Edit in Engage ] [ {‘é} Edit Properties ] [é Editin Engage ] [ {E‘:} Edit Properties J
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Sample Timeline

| Timeline - 3 Periods, 4 Events (Including Introduction)

Last Modified: Oct 07,2015 at 05:00 PM

PROPERTIES
Show interaction in menu as Multiple items
Allow user to leave interaction: At any time

Prev/Next player outtons go to:  Step in interaction

$0¢ Edit Properties

w=l Fditin Engage
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Colorado Department of Transportation 10/22/2015

Course Learning Objectives

Q? COLORADO Upon completing this course you will be able to:
Department of
) Transportation

-

\_/./)A \/

Title of Course

Colorado Department of Transportation m

Terms and Concepts Terms and Concepts
Before we begin, take a moment to review the definitions of the Before we begin, take a moment to review the following terms:
following terms in the Glossary tab to the right (next to Menu). Term - definition
¢ Terms
e I R I

Content Sample Engage Interactions
Add as many content slides as needed to cover the course The following are samples of content they are:
topic * Preformatted to match the standards of the course
* Canbeinserted or used in the course
* To use the sample Interactions:
1. Copy and rename the Engage Interaction to your project folder
Select Engage Interaction = Add existing = then navigate to the
sample interaction = left click to select
T e




Colorado Department of Transportation

Conclusion

You should now be able to:

Colorado Department of Transportation Slide 7

10/22/2015

Where Can | Get Help?

For additional assistance contact Human Resources
- Phone:
- Email:

Course Complete

« Congratulations, you have completed the
course!

* To verify you have completed the course,
complete the following assessment.

« For course credit, you must achieve a score
of at least 70%. Please remember you can
take the course as many times as you want
until you achieve this score.

« Just a note, once you pass the test you can
no longer retake the assessment.

Colorado Department of Transportation m

— Course Assessment

Quiz - 2 questions

Last Modified: Oct 21, 2015 at 05:40 PM

PROPERTIES

01 passing, 'Finish' button Goes to Next Slide

01 failing, 'Finish' button Goes to Next Slide

Allow user to leave quiz: After user has completed quiz

User may view slides after cuiz: At any time

Shovr in menu as Multiple items

= . i

Colorado Department of Transportation slide 10
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Crosswalk between Instructor Led and elLearning
Templates

Instructor Led Template

elLearning Template

Difference

Hidden Title Slides N/A remove e All hidden Title slides need to be
removed from the eLearning
ﬂip e =t Ly Y template
__ cuh«;ﬂ ®  Keep the course and section
= hinlitie it descriptions for the eLearning script
Title Slide Title Slide e Different cover for the eLearning
course
] L . ~
—~ COLORADO
o\ A
- :
Creating an elearning Course from Training
Templates \/
Title of Course
Course Agenda Course Agenda e Remove only the course agenda and
replace with the engage interaction
Course Agenda e KEEP THE SECTION AGENDAS ONLY
=== ‘”w;:;;_mmj”:m REMOVE THE COURSE AGENDA
e Change the notes section to a

= Leaming Logistics

= Section 1 — Introduction

= Section 2 — CDOT Training Templates

= Section 3 - Introduction to Stedio ‘13

= Section 4 — Pregare a Presentation for eLeaming
= Section 5—Annotate a Slide

= Section § — Create the Glossary

Show interaction in mena ax. il

Allow user 10 leave interaction: AL sy e

Prev/Mest player buftons go to:  2ep o slesaction

) (& e )

.. —

narrative script if you are doing an
elLearning with audio




Course Learning Objectives

Course Learning Objectives

A the mnd of this course, you showld be able to:
* ldentify training terms and concepts assocabed with eLearning

Dascribe the new ILT termplates snd how they are used
* Explmin the process for oresting eLesming from a FowerPoint

Identify the connection points betwssn all of the taining
documents incuding the PowarPeint snd eLaarning course

* Insert & Gloszary, Resource Document, Quiz and interaction using
vz approprmbe Companent of Shadio *13

* Use Studio "43 to creste sn elearning cowrse from an LT
* Publish the =Learning in various outpuks snd Import the output
into the LS

Course Learning Objectives

Course Learning Objectives

At the end of this course, you should be able to:

Colorndo Departmen of Tranuportation

Slides are the same in each course

Paticpant Introductions

Participant Introductions

Please take 3 moment ta share:
Your name and role &t COOT

» What would you like to get from the course?

» What is your comfart lewsl with training?

-

e

N/A

Removed from the eLearning only
applicable to the Instructor Led

Learning Logistics

Learning Logistics

Regular breaks built into the class schedule

Classroom participation encouraged; ask, answer. and
participate in the discussion

Exercize to practice development of training materials

Parking lot used ta capture guestions far
in-class follow-up

N/A

Removed from the eLearning only
applicable to the Instructor Led

Your Contribution to Learning

N/A

Removed from the eLearning only
applicable to the Instructor Led




Your Contributions to Learning

Plezse respect the other participants by sil=ncing your
cell phones

Focus an the course, please use the Internet and =mai
ower lunch and break times

Please delay your side corversations until break times

*  Ifyou need to step out

Please return promptly

Did you know...

Did you know...

* The word “curriculum” is a Latin word that means “the course of
the race” or the places you would see as you race.

PowerPoint was originally called "Presenter” and was designed to
be used on Macintosh computers until is was bought by Microsoft
for 514 million and renamed PowerPoint.

Colorade Department of Trassportation

N/A

e Removed from the eLearning only
applicable to the Instructor Led

Course Agenda (Section)

Course Agenda

* Learning Logistics

* Section 1 - Introduction

+ Section 2 — CDOT Training Templates

+ Section 3 - Introduction to Studio ‘13

+ Section 4 — Prepare a Presentation for eLearning
+ Section 5 - Annotate a Slide

+ Section 6 — Create the Glossary

Colorade Deparment of Tranagortation

Course Agenda (Section)

Course Agenda

* Section 1 - Course Introduction
* Section2 -
* Section3 -
+ Conclusion

Colorsda Department of Transportation

e Keep each of the section agenda in
both the eLearning and ILT

e Change the Course Agenda Notes
section in the elLearning if you are
doing a script

Section Learning Objectives

Section 3 Learning Objectives

At the end of this section, you should be able to:

* Define the terms and concepts

* Describe when the Articulate file is created

Describe how Articulate icons display additional functionality
Identify the folders and icons found on the Articulate Ribbon
Recognize the importance of slide selection

Identify where Articulate interacts with PowerPaint

Create an Articulate account to access additional content (need
photo, email address, password and confirmation email)

= Identify the help resources available to you as you develop the
elearning (Support, Cor ity, Downloads Site)

Colorada Department of Transpartation

Section Learning Objectives

Course Agenda

* Section 1 - Course Introduction
* Section2 -
* Section3 -
+ Conclusion

Same in both

Terms and Concepts

Terms and Concepts

e In elearning list only the terms and
reference to the glossary




Terms and Concepts

Articulate Studio A suite of software utilizing PowerPoint to create
13 Ing courses. ‘13§ f
the Presenter, Quirmaker, Engage and Replay.

Articulate A program displayed as a tab on the PowerPoint Ribbon
13 ! E¥ou to create el by adding narration,
video, characters and web objects. The PowerPoint
presentation can then be published to create an
elearning course.
Articulate

A program used to create quirzes, surveys and other

13

Articulate Engage A program used to add interactions to processes,
13 terminology or lists.

Colorsd Department of Transportation

Terms and Concepts

Before we begin, take a moment to review the definitions of the
following terms in the Glossary tab to the right (next to Menu).

* Terms

e |InILT list all terms and definitions

Content Slide

Roles Responsible for Creating Training

The following role are

responsible for creating training:

* SME - Creates the original
PowerPoint and reviews
elearning

* elearning Training Developer
- Creates elearning content
and reviews

* Evaluator - Reviews the
content when the SME is the
elLearning Training Developer

Content Slide

Sample Engage Interactions

The following are samples of content they are:

+ Preformatted to match the standards of the course
+ Can be inserted or used in the course

* Areindependent of the rest of the content and may be
deleted if they are not used

+ Select Preview drop-down = range of slides = From 24
to end of presentation

[ ——

e Samein both

e elearning may contain the
interactions and other eLearning
supported content as required

Check your knowledge

Check your Knowledge

[
Section XX Check Your Knowledge

Lant Medified: Oct 07, 2015 3t 03:24PM
e ——
PROPERTIES
On pasaing, Finish’ button:
On tailing, ‘Finish” button
Allow et 1o beave gl
User may view sldes after quiz: ALy

Shom i mers a3

CE=aere—

e Use the same questions for both

e Insert the questions for the
knowledge check sections into the
template for the section

e Be sure not to use the Course
Assessment. Only one section can
be a graded quiz

Conclusion

Conclusion

You should now be able to:

* Identify training terms and concepts associated with elearning

« Describe the new ILT templates and how they are used

Explain the process for creating eLearning from a PowerPoint

* Identify the connection points between all of the training
documentsincluding the PowerPoint and eLearning course

* Insert a Glossary, Resource Document, Quiz and Interaction using
the appropriate Component of Studio ‘13

* Use Studio "13 to create an elearning course from an ILT

* Publish the eLearning in various outputs and Import the output
into the LMS

[ L T——

Conclusion

Conclusion

You should now be able to:

[ L e ——

Same in both.

Where Can | Get Help

Where Can | Get Help

e Consolidated into one slide add
additional as required




Where Can | Get Help — People?

For additional assistance contact:
* Jason Prince
- Email: jason.prince@state.co.us
- Phone: 503-522-8448
* Beverly Wyatt
- Email: Beverly.wyatt@state.co.us
- Phone: 7-9677

"HELP

Where Can | Get Help — People?

For additional assistance contact:
+ lason Prince
- Email: jason.prince@state.co.us
- Phone: 503-522-8448
* Beverly Wyatt
- Email: Beverly.wyatt@state.co.us
- Phone: 7-9677

"HELP

Questions N/A e Removed from the eLearning course
’ ]
7] ’
N/A Course Assessment e Use the Course Assessment

Course Assessment

Lant Modified: Oct 07, 2015 at 03:35PM

PROPERTIES

On pasaing, Finish’ button:

On tailing, ‘Finish” button

Adlow 51 10 leave uit

User may view shides affer quiz: ALy |

Shom i mers a3

[-.,.._
o o | S S |

template for the eLearning
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Icons by Folder View

Icon Description/Use

Articulate File Icons

Articulate
Engage 13

Engage interactions are displayed as green and can be housed in the
presentation and outside the presentation and imported. Templates
have been created for you to use and housed in the PowerPoint
template.

Presenter files are displayed as red and titled the same as the
presentation. Only one file is created for a courses and is created when
Articulate functionality is activated.

Quizmaker interactions are displayed as blue and can be housed in the
presentation and outside the presentation and imported. Templates
have been created for you to use and are housed in the PowerPoint
template.

Articulate
Replay

Replay interactions are displayed as purple and can be housed in the
presentation and outside the presentation and imported.

Narration

Record
Marration

Clicking on this icon opens the presentation with the narration tab
displaying across the top of the screen. The slide and the notes for the
slide display side-by-side and under the screen. From here you are able
to create narration, change when annotations display.

1N |
Add
Annotations

Clicking on this icon opens the presentation with the narration tab
displaying across the top of the screen. The annotation control are
located to the right of the Control Panel.

.@ Sync Animations

Clicking on this icon opens the presentation with the narration tab displaying
across the top of the screen. From there you are able to add annotations and
use the start sync button to time the order of the annotations in relation to the
narration.

@ Impaort Audio

This icon displays the import audio screen and allows you to choose the
slide and browser for and insert and audio file. You are also able to
export any audio files you have created

5 Audio Editar

This displays the audio editor where you can make changes to audio

files in the course. Common actions include importing an audio file,




adding silence before and after the file and standardizing the volume of
the files.

Insert

Clicking on this icon displays the quizzes and interaction menu where
you are able to create a new quiz or insert one that has been created

Quizmalker
Quiz for you as a template.
d Clicking on this icon displays the quizzes and interaction menu where
-
you are able to create a new interaction or insert one that has been
Engage

Interaction

created for you as a template.

o

Displays a menu where you are able to insert a character into the
presentation. Please only the photographic characters.

Character
P Displays a menu where you are able to record or insert video into the
> |
. presentation. When you select the video you can choose to have it

=
1 B
m
[=]

display in the sidebar, above the Glossary or in the slide.

Displays a menu where you are able to add a flash file to the
presentation.

Displays a menu where you are able to add a web object to the
presentation and have it open. This can be useful to display content

0;?:3, from webpage you want your users to bookmark or be familiar with.
Tools
5 This displays the properties of the slide and allow you make changes to
|S“—d‘er| how the slide is advanced by the user, add a presenter or playlist and
Properties change the control settings for one or more slides. More advanced
functionality allows you to create branches.
o Displays the Presenter Options menu where you can the timing of the
Options

slides without audio or video. Selecting the other icon, allows you to
change other options for recording and general settings.

0 Help and Support =

One of the most useful icons in the menu allows you to get help online
and access the Articulate user guide.




Publish

14

Player

This icon displays the player menu from here you are able to make
many changes to the way your presentation. The default display is the
features where you can make changes to the skin of your presentation.
Menu allows you promote or demote the slides in your menu.
Resources allows you to add documents to the presentation. Glossary
allows you to add terms to the glossary. You also able to change the
default font and the look and feel the player and background. Through
the current player you are able to add the templates to your course.

Displays a preview of the current, next three or range of slides so you
are able to see how the changes you made to the course are displayed.

Preview
3 Display the Publishing menu where you are able to select what you
I‘ want to publish. The two most common publishing options are to the
Publish LMS for upload and to Word as a storyboard.
Properties (accessible only through the Player icon)
— This is the default view and allows you to change the skin of the
O presentation
Features
| Layout :
a The menu button allows you to promote or demote the order of slides
W to create sections within the course. If you have created sections
Menu

within your PowerPoint it will be published as sections.

!

Resources

Data

This allows you to create, edit or delete resources from the course. The
resource materials are imported into the presentation and are
displayed when the user clicks on the resources tab.

1d

Glossary

This allows you to create, edit or delete terms from the glossary. The
term displays when you click on the glossary tab.




n Colors & Effects

Displays a menu where you are able to change the default font and

color scheme of the presentation.

{:tg-‘_} Other

Allows you to make changes to how the course displays when it is
viewed by the eLearning. Note: Do not make any changes to this
section as they may impact the functionality of your presentation.

i

Current
Player =

| Flayer

This icon allows you to open other templates and import or export
templates. Four standard templates have been created for you to use.
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LW COLORADO Adding a Template to an Articulate Course
? Departrent of

Transpartation Work Instruction

Purpose

Use this procedure to import or change a template in Articulate.
Trigger
Perform this procedure when you need to import a new template or change a template.
Prerequisites
e None
Menu Path
Use the following menu path to begin this transaction:
e N/A
Transaction Code
Articulate
Helpful Hints

o Allimported templates are saved in Articulate. To go to an existing template select Player
= Current Player =* Open = Then Select the template you want to use.

e You will be prompted if you have a duplicate template.

e Once you save a template it is stored in this location until it is deleted. To delete a
template select the template and then select select Player = Current Player = Delete

e Any changes made to a template are stored on the template. If you make a change create
a new template to store the file.

Sunday, October 25, 2015 1/8




Department of
Transportation Work Instruction

E c::r COLORADD Adding a Template to an Articulate Course

Procedure
1. Start the transaction from an open PowerPoint with the Articulate ribbon selected.
Desktop
EH®S 0 F-
HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW ADD-INS ARTICULATE 1. Prince Jason M -
(@) @SyncAmmat\ons @ @ !o'-g ] a,& @}Optlons n =1 =
@ W @ImportAudio N @ X @ q% \_E] 5 eHelp and Support = o—_J IQJI‘—
Record Add N o Quizmaker Engage Character Video Flash  Web Slide  Translate Player Preview Publish
Marration Annotations " Audio Editor Quiz  Interaction - M v Object~ Properties - -
Narration Insert Tools Publish ~

-

Adding an Arficulate Template Adding an Articulate Template

- impart sLearming slige: ta replace Freseiation sides

= Import eLearning slides to replace Presentation slides

a
] i o
- -
!.
T I - ;'
© I
-
£
[ ——— ¥
Notes:
[] . . .
(] ] In addition to the PowerPoint you may need to add a template to the course. When using a templa
80
* Categorize the suercize | dema siides to determine the
type of development [Engage Interactions, Flash, videa
or Repiay|
SLIDE 78 OF 140 = NOTES B COMMENTS E ==

g

Player
2. Double-click Player button . The Player Property screen displays.
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G0y | Department of
. Transpartation

Work Instruction

Player Properties - Multi-Section Course Template No Sound - 2

{ Player Properties - Multi-Section Course Template No Sound - 2 ﬂ
I] Properties
—] n Colors & Effects
, $ 0 4 n
Extlabels ||
Features ||| Menu Resources Glossary Aa TEXTLEDEE ‘Currentl
@} Other Player ~
Layout Data Custom Flayer
Preview - Multi-Section Course Template No Sound - 2
Player Tabs
Topbar Left =l
Topbar Right
Resources =
y coLORADD
Bt Russress Exe oo\ A
\Sidebar [ |
Menu  Glossary
Menu 1.58dat
i 2. Shda 2
* 3.58da3
1.1 Coursa Agurda
- e 4. Coursa Aganda
5. Coursa Laaming Objactives
&, Pamispint Inoductions
Features 7. Laarminy Logisics
8. Your Contributions i Laseing
9. Die yeu know..
[ Title Mfimative Action in Employment 10, Coursa Agunca
11 Sacthon 1 Laarning Objectises
- . 12 Sida 13
Sidebar: On Right hd 13, Tarms and Cancapts
. . 4. Tarms and Concapts
Logo (Picture2 emf) 15 Roles Rasponsbla for Craating T
16. SME PowsrPoint Training Daval-.
[C] Presenter 7. SME Parwer Pt Traning Doval..
D EEmlemEE s 4 PREV NEXT 3 Saarch... Q
Controls
[ Velume Search (Requires menu) [ Seskbar
[ Play f Pause

| 0 o |

g
Current

3. Click on the Current Player button | PYE" | to display the Current Player options
menu.
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LY COLORADO
G0y | Department of
7 Transportation

Adding a Template to an Articulate Course

Work Instruction

Player Properties - Multi-Section Course Template No Sound - 2

{ Player Properties - Multi-Section Course Template No Sound - 2 ﬂ
I] Properties
@ @ Ef B Colors & Effects B
Features ||| Menu Resources Glossary Aa TextLabels Current
@} Other ‘ ‘ Player -
Layout Data Custom Open
| save Preview - Multi-Section Course Template No Sound - 2
Player Tabs
Save as...
4 Toptar et Impart...
Topbar Right e
[
Resources s | Reset
i x Delete coLomado
Bd L e | QN[0
|Sidebar —
Menu 1.58dat -
i 2. Shda 2
* 3.58da3
1.1 Coursa Agurda
- e 4. Coursa Aganda
5. Coursa Laaming Objactives
6. Farticpnt Intuductions
e 7. Laaming Loghties
2. Vour Contibutions ts Lusrring
9. Die yeu know..
[ Title Mfimative Action in Employment 10, Coursa Agunca
11 Sacthon 1 Laarning Objectises
Sidebar On Right M L —
34 Tarms and Co
Loga (Picture2 emf) 5 nmw.\:::rmnm,
16. SME PowsrPoint Training Daval-.
[C] Presenter 7. SME Parwer Pt Traning Doval..
D EEmlemEE s 4 PREV NEXT 3 Saarch... Q
Controls
[ Velume Search (Requires menu) [ Seskbar
[ Play f Pause
= (o e |
Import... ; ;
4. Select Import pa from the menu of available options.
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"'_;r‘ Department of
' Transportation Work Instruction

Open
e Ml Cartin Couusa Tameiata e Saund 2 =55
Cpen [ = J
@vv| )\ ¥ Howto Create an eLearning Course Using Templates »  Articulate Templates - | +3 ‘ | Search Articulate Templates ol
- =
Organize = Mew folder =~ [ @
S Favorites Narne Date medified Type Size
Bl Desktop |2 Multi-5ection Course Template No Sound 10/12/20157:49 AM XML Document 95 KB
5 H-Bawntoad Ig—Mumeectlun Course Template with Sound ...  10/12/20157:48 AM XML Document 95 KBl
=] Recent Places = Multi-Section Course Template with Sound 10/12/20157:48 AM XML Document 95 KB
2] One Section Course Template No Sound 10/12/20157:53 AM XML Document 95 KB
4 Libraries £ One Section Course Template with Sound 10/12/20157:54 AM XML Document 95 KB
@ Documents
J" Music o
|| Pictures
B videos
18 Computer
“j Network
File name:  Multi-Section Course Template with Sound - Copy - [Playels (*xml) -
[ 1
[ Open | TT Eameet— y
oL
et AL < PREV  NEXT 3 Search... a
Controls
[ Volume Search (Requires menu) [] Seekbar
[ Play / Pause
- S08PM |
- me G,
“ B @& il o0

5. Click on the name of the template you want to import. In this example, Multi-Section
Multi-5ection Course Template with Sound ...

Course Template with Sound was selected.

6. Click the Open button [ Open {5 import the selected template. The Open screen
closes and the Player Properties screen displays.

Sunday, October 25, 2015 5/8




E B COLORADO Adding a Template to an Articulate Course

G0y | Department of
7 | Tran

Transportation Work Instruction

Player Properties - Multi-Section Course Template with Sound - Copy

Player Properties - Multi-Section Course Template with Sound - Copy ﬂ

LI_ Properties

—] 7 n Colors & Effects
¢ 0 ]
Features ||| Menu Resources Glossary Aa TextLabels Current
@}Other H Player ~ |
T Hr—eyeni—n B . e T Open 3 Built-In
A save Presenter Player 2 Template with Sound - Copy
Player Tabs
Save as... Custom
Topbar Left Impart... Copy of Multi-Section Course Template
Multi-Section Course Template Mo Sound
Topbar Right e
- Multi-Section Course Template Mo Sound
iasles o Multi-Section Course Template with Sound "
m % | Delete ulti-Section Course Template with Soun I v coLomaso
| ‘ Multi-Section Course Template with Sound h !

Sidebar [ Multi-Section Course Template Menu  Glossary

Menu One Section Course Template Mo Sound ;;::;

One Section Course Template M ey
1.1 Coursa Agerda
o || Presenter Player 4 Courss Aganda
5. Coursa Laaming Objactives

Presenter Player 5. Pariciparet Introductiors:
7. Laarminy Logiies
Features 8. Your Contributions ts Lasrring
9. i yous k-
10, Course A

[ Title Mfimative Action in Employment 1 ot 1 Lo G
12510813
Sidebar On Right - 13 Tarma and Concepts
14, Torms and Conespts
i Y 15 Rokis Responalile for Creating T-.
Lago IP‘CturEZIEITIfJ 16. SME PowerPoint Training Daval-.
[ Presenter 17. SME PowsePoint Training Daval..
18 alaaring Training Dovslopmant
Elapsed and total time B i ————
L [a) < PREV  NEXT 3 Search.. Q
Controls
Volume Search (Requires menu) Seekbar
Play [ Pause

7. To confirm the template has been selected, select Open | Lo Y Alist of the
custom templates displays with the template you loaded in the custom area of the menu.

Q If you want to change a selected template, left click on the template name. This changes
the template to the selected item.
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cpoTt COLORADD Adding a Template to an Articulate Course
"'_;r‘ Department of
' Transportation Work Instruction

Player Properties - One Section Course Template No Sound

[ Player Properties - One Section Course Template No Sound u
I] Properties
\f/ @ ﬁd B Colors & Effects [ » ]
—
Features ||| Menu Resources Glossary Aa TextLabels Current
{é} Other Flayer ~ ‘
Layout Data Custom Flayer
Preview - One Section Course Template No Sound
Player Tabs
Topbar Left i
Topbar Right
Resources =
. coLoRADD
Exit Roseress | Bt oo\ Al
Sidebar [ |
Monu  Glaszary
Menu 1.50du1
o 2. 5hda 2
* 3.5kde3
3.1 Course A
- s A Coursa Aganda
5. Coursa Liaming Objectives
6. Participent Intraductions
o 7. Laaminn Logistics
8 Your Comtribution ta Lusmming
9. Did yeu incw..
[ Title Affimative Action in Employment 10 Coursa Agunda
11 Saetion 1 Lasrring Dbjecthios.
- . 12 Sida 13
Sidebar: On Right - 13, Terms and Cancapts
. 4. Terms and Concepts
Logo (Picture2.emf) 15 Rikas Rasponasla for Creating T..
16 SME PowserPoint Training Daval..
[ Presenter 17, SME Paeer Pt Traing Danval..
Elapsed and total t e
[7] Elapsed an me £ PREV NEXT 3 search... Q
Controls
[ Volume Search {Requires menu) [] Seekbar
[ Play / Pause
@ Leammore... Ok aneet
_ — 1

|
8. Click the OK button - to save your selections.
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You have imported a template.

For feedback on this document, please contact dot SAPSupport@state.co.us.
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Tab 7 - Import a Slide into the
Template
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Import a Slide into the Template

Open PowerPoint and the file you wish to import slides into.
Select the “Home” menu.
Choose “New Slide” > “Reuse Slides...“.

I Home I Insert Design Animations Slide Show

otz 2 [

Reset | o e
Delete ”ln 20 idhe &5 A‘“A

Two Content Comparison Title Only

Blank Content with Picture with
Caption Caption

Title and Vertical Vertical Title and
Text Text

7] Duplicate Selected Slides
5% slides from Outline...
|'Z] Reuse Slides...




4. The “Reuse Slides” options will appear on the right side. Select “Browse...” >

“Browse File...”.

Reuse Slides S
Insert slide from: ;
| v
Browse ¥
Yo o Sois s From e Lt | Browse Sliﬁe Library...
PowerPoint files in your open Browse File...

5. Navigate to the file that you wish to import slides from. Select it, then

choose “Open”.

Browse @ @
Look in: l@ My Documents vJ' A X [y i~ Tools~
E)Recent I¢__ij0ntrat:ts
\_JFinancial Reports
(2} Desktop CIFor WSS
| )My Data Sources
=) S’Y ; (CIMy Music
—ocum.en : DMy Pictures
D) Testdrive (C)My Shapes
Computer -
e My etk LMy Videos
N LMy Web Sites
) OneNote Notebooks
()Product Development Files
@ContosnAGM
1 Marketing Plan
E_l'lNew World of Work
File name: [ v l
Files of type: \all PowerPoint Presentations v

Tools ~




6. Locate and select the slide(s) you wish to import. If you wish to keep the
formatting of the imported slides, select the “Keep source formatting” check box.

Reuse Slides v X

Insert slide from:
_x:\Documents and Settings\My Document v _

Browse ¥

Slides: 4

The New World of ...

e

A AT The New World of Work

T
St b

R Integ Trends

111

If you accidentally import an unwanted slide, use the CTRL + X keyboard shortcut to
undo the last change or right-click the slide and select “Delete Slide”.

NOTE: You may still have to use the Layout and Reset buttons to format the slide.
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HLF COLORADO Add a Glossary Term
""_;r‘ Department of

Transportation Work Instruction

Purpose

Use this procedure to add a glossary term to an Articulate course.
Trigger
Perform this procedure when when you need to add a glossary term.
Prerequisites
e None
Menu Path
Use the following menu path to begin this transaction:
e None
Transaction Code
Articulate
Helpful Hints

e Once you have added the first term in the course the edit and delete buttons become
active.

Monday, October 26, 2015 117




HLF COLORADO Add a Glossary Term
"'_;r‘ Department af

Transportation Work Instruction

Procedure

1. Start the transaction from the Articulate ribbon of the PowerPoint you want to create
the glossary.

09212015_Course_Creating an eLearning Course Using Templates_Ver_01 - PowerPoint

@ E -0 .’E 5 09212015_Course_Creating an eLearning Course Using Templates_Ver_01 - PowerPoint PICTURETO.. 27 EH - & X
HOME  INSERT  DESIGN ~ TRAMNSITIONS — ANIMATIONS — SLIDESHOW  REVIEW  VIEW  ADD-INS  ARTICULATE FORMAT 1 Prince, Ja.. -
@ (@) (@ Sync Animations @ é @ E g @ Q% : @OFHMS D Ij -;Elé
L@ i i - = _ — ==
__almportAudlo eHeIp and Support
Record Add N ) ) Quizmaker Engage Character Video Flash  Web Slide  Translate Player Preview Publish
Marration Annotations = Audio Editor Quiz  Interaction - M *  Object~ Properties - -

Narration Insert Tools Publish -

Creating the Glossary from the Terms Format Picture T
and Concepts Content O Qo

To create the glossary:
VIEW  ARTICULATE I SHADOW
1. Select the Articulate . @ optiom _
tab / 0 Help and Support - PI g :a"" D [rdfzares
o E sper Preview Publish
2. Select Player .. ties b GLOW
3. Select Glossary | ;. b SOFT EDGES
4. Select Create 0 ‘ _ Piaye Proo- I 3-D FORMAT
- Propertes
. - — 5. Copy and paste the ¢ U 7l l- S I 3-D ROTATION
definition from the Peatres || e R Cuent y
5 Sl A Sl i 220 Terms and Concept b P P CIITANCE e
T T 1 T -
slide Adtistic Effects M
. Y
[T —— | sden | ¥
Notes:

TAB XX - Create a Glossary term

The Terms and Concepts slides from each of the sections of
the course form the basis for the Glossary in the eLearning
presentation. The process for the creation of the Glossary is

SUDES1 OF127  [[% = noTEs B COMMENTS | O

2. Click Player button . The Player Properties screen displays.
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HLF COLORADO
G0y | Department of
. Transpartation

Add a Glossary Term

Work Instruction

Player Properties - Presenter Player

{ Player Properties - Presenter Player .- g
|1 Properties
—] % n Colors & Effects
AE S ([ | Mo gy
Features ||| Menu Resources |Glossary Text Labels Current
@} Other Player ~
Layout Data Custom Flayer
Preview - Presenter Player
Player Tabs
Topbar Left =l
Topbar Right
Resources =
09212015 Course Creating an eLearning Course Using Templates Ver 01 oo-0a i noc1o) — AV CoLORADO
Exit = S
Sidebar [ Manu Gloszary Mates
1. slide 1 -
Menu il 2 slida2 =
3 Craating sleaming Using Te...
4 Mavigating the Flayer =
W | | - 5 Slide’s
5.1. Course Agenda
& Course Agenda
7. Course Agenda
Features & Course Learning Objectives
5. Participant Introductions
Title 05212015_Course_Creating an eLeaming Course Using :? :;:i::::‘wmrm
12 Did you knaw...
Sidebar: On Right - 12 slida 14
14 Courss Agends
Logo (Picture2 emf) 15 Saction 1 Laarning Objecthes
16 Tarms and Cancegts
[ Presenter 17. Terms and Cancepis
12 elsarning Tarms and Cance..
Elapzed and total time e et Connts B
n O ¢ PREV  NEXT » Search Q
Controls
[ Velume Search (Requires menu) Seekbar
Play [ Pause

I @ Learn more...

|

Glossary

3. Click the Glossary
Glossary screen details.

button. The Player Properties screen updates with the

Monday, October 26, 2015
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LY COLORADO
G0y | Department of
7 Transportation

Add a Glossary Term

Work Instruction

Player Properties - Presenter Player

{ Player Properties - Presenter Player - ﬂ
I] Properties
—] n Colors & Effects
¢ 0 >
Features || Menu Resources Glossary Aa TextLabels Current
@} Other Player ~
Layout Data Custom Flayer
Preview - Presenter Player
Glossary
Course Objecti
The specific tasks the partidpants will be able to accomplish upon
completing the course,
Curricula:
A document that describes the content of the course and the 09212015 _Course_Creating an elearning Course Using Templates Ver 01 joc:10 ) 0e:10) R coLoRADO
individual sections that comprise the course Ag foxmeieied
Format: " ot
The way in which the template or document is arranged. = g =
Terms
Course Objactives
Curricula
Definition
L3 [s] < PREV HEXT #
a0

I @ Learn more...

(o e |

4, Click Add button . The Glossary Term Screen Displays.
g To the right of the Add button is the Edit and Delete term buttons.

Monday, October 26, 2015
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5‘:\ ‘.::' COLORADO
L Departrent of
N Tr.fn:pur!.ni.un

Add a Glossary Term

Work Instruction

Glossary Term

&) Glossary Term X
Term: ]
Definition:
+ &
Save Tyt S 6
: =" ]
5. As required, complete/review the following fields:
Field R/O/C Description
Term Required A word or phrase used to describe something
or to express a concept
Example:
Course
Definition Required A description of the term or concept.
Example:
A Series of Sections (lessons) used to teach
skill and knowledge for a task or process.

6. Click Save button to save your term to the Glossary. The Player

Properties screen displays and the Glossary is now populated with the term you have added.

@ Repeat the steps above until you have added all of the terms and concepts for the
3 course.
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COLORADO

G0y | Department of
. Transpartation

Add a Glossary Term

Work Instruction

Player Properties - Presenter Player

[ Player Properties - Presenter Player - - g__ 7
|1 Properties
—] n Colors & Effects
\ o
Features || Menu Resources Glossary Aa TextLabels Current
{é} Other Player ~
Layout Data Custom Flayer
Preview - Presenter Player
Glossary
Course:
A Series of Sections {Jessons) used to teach skill and knowledge for
a task or process.
Course Objectives:
The specific tasks the participants will be able to accomplish upon 09212015 Course_Creating an eLearning Course Using Templates Ver 01 (oa-10 / oc-10) —

completing the course.

Curricula:

A document that describes the content of the course and the
individual sections that comprise the course

Format:

The way in which the template or document is arranged.

SLIDE

4 PREV MNEXT »

Ev COLORADD

Terms

Definition

Learn more...

I
7.

Click Exit to E to return to the presentation.
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Dtp.nﬂmentn!
Work Instruction

You have added a term to the Articulate Glossary.
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E HILF COLORADO Edit or Delete a Glossary Term

"g‘; Department of
Transpartation Work Instruction

Purpose

Use this procedure to edit or delete a Glossary term from the Articulate course you are developing.
Trigger
Perform this procedure when you need to edit or delete a Glossary term.
Prerequisites
e None
Menu Path
Use the following menu path to begin this transaction:
e None
Transaction Code
Articulate
Helpful Hints

o The Edit and Delete button only display as active once at least one term has been added.
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COLORADO

Department of
Transpartation

cooT Edit or Delete a Glossary Term
oA
7

Work Instruction

Procedure

1. Start the transaction using the menu path or transaction code.

Desktop
@ E -0 .’E 5 09212015_Course_Creating an eLearning Course Using Templates_Ver_01 - PowerPoint PICTURETD.. 27 EH - & X
HOME  IMSERT  DESIGN TRANSITIONS ~ ANIMATIONS ~ SLIDESHOW  REVIEW  VIEW  ADD-INS = ARTICULATE FORMAT 1L Prince Ja.. -
p P = —
’i f[\@ (@ Sync Animations a é !.g @ Q% q:] aﬁ 8% Options Q Ig] 2=
@ImportAudio eHeIp and Support = —
Record Add N o Quizmaker Engage Character Video Flash  Web Slide  Translate Player Preview Publish
Marration Annotations " Audio Editor Quiz  Interaction - M v Object~ Properties - -
Marration Insert Tools Publish ~
. . T v X
Creating the Glossary from the Terms Format Picture
o
and Concepts Content IR -
To create the glossary:
W VIEW | ARTICULATE I SHADOW
1. Select the Articulate . @ optioms _
tab 7 @ elp and Support- pTE FQ v'?“' TR
- . apes Preview Publish
2. Select Player . ties b . b GLOW
3. Select Glessary '_j ;. I SOFT EDGES
4. Select Create 0 I 3-D FORMAT
- — 5. Copy and paste the b 3-D ROTATION
definition from the .
T 2 Terms and Concept ELATANCE e
slide Artistic Effects =
=4 F3
[ T—— ——— [ e | T
Notes:
TAB XX - Create a Glossary term
The Terms and Concepts slides from each of the sections of
the course form the basis for the Glossary in the eLearning
presentation. The process for the creation of the Glossary is

SUDES1 OF127  [[%

2.

Click the Player button

= NOTES B COMMENTS

E

. The Player Properties screen displays.
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Edit or Delete a Glossary Term

Work Instruction

Player Properties - Presenter Player

{ Player Properties - Presenter Player .- g
|1 Properties
—] % n Colors & Effects
AE S ([ | Mo gy
Features ||| Menu Resources |Glossary Text Labels Current
@} Other Player ~
Layout Data Custom Flayer
Preview - Presenter Player
Player Tabs
Topbar Left =l
Topbar Right
Resources =
09212015 Course Creating an eLearning Course Using Templates Ver 01 oo-03 i noc1o) — AV CoLORADO
Exit = S
Sidebar [ Manu Gloszary Mates
1. slide 1 -
Menu il 2 slida2 =
3 Craating sleaming Using Te...
4 Mavigating the Flayer =
W | | - 5 Slide’s
5.1. Course Agenda
& Course Agenda
7. Course Agenda
Features & Course Learning Objectives
5. Participant Introductions
Title 05212015_Course_Creating an eLeaming Course Using :? :;:i::::‘wmrm
12 Did you knaw...
Sidebar: On Right - 12 slida 14
14 Courss Agends
Logo (Picture2 emf) 15 Saction 1 Laarning Objecthes
16 Tarms and Cancegts
[ Presenter 17. Terms and Cancepis
12 elsarning Tarms and Cance..
Elapsed and total ime L e et T -
n O ¢ PREV  NEXT » Search Q
Controls
[ Velume Search (Requires menu) Seekbar
Play [ Pause

I @ Learn more...

|

Glossary

3. Click the Glossary
Glossary screen details.

button. The Player Properties screen updates with the
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Player Properties - Presenter Player

L]

5

e ]

Player Properties - Presenter Player —
Properties
—] n Colors & Effects
¢ 0 n
Features || Menu Resources Glossary Aa TextLabels Current
@} Other Player ~
Layout Data Custom Flayer
Preview - Presenter Player
Glossary
Course Objectives:
The specific tasks the partidpants will be able to accomplish upon
completing the course,
Curricula:
A document that describes the content of the course and the 09212015_Course_Creating an eLearning Course Using Templates Ver 01 (oa:10/00:10) ——
individual sections that comprise the course
| | Format: " ot
The way in which the template or document is arranged. = g =
Terms
Course Objactives
Curricula
Definition
L3 [a) < PREV HEXT #

4,

5.

I @ Learn more...

(o e |

Select the term from the Glossary section of the screen you want to edit. In this
example, Format is being selected.

Click Edit button .

Q To delete a term select the Delete button. When you delete a term it is
automatically deleted. You will not be prompted with a warning message.
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Glossary

B Glossary Term

Term: Farmat

Definition: |The way in which the template or document is arranged.

Save

T

6. As required, update the Term or Definition fields.

7. Click Save button to save the changes to the Term or Definition fields.
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G0y | Department of
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Edit or Delete a Glossary Term

Work Instruction

Player Properties - Presenter Player

[ Player Properties - Presenter Player .- g_ 8
|1 Properties
—] n Colors & Effects
¢ o
Features || Menu Resources Glossary Aa TextLabels Current
{é} Other Player ~
Layout Data Custom Flayer
Preview - Presenter Player
Glossary
Course Objectives:
The specific tasks the particdipants will be able to accomplish upon
completing the course.
Curricula:
A document that describes the content of the course and the 09212015 Course Creating an elearning Course Using Templates Ver 01 joo:o/ oc:10) v coLoRADO
individual sections that comprise the course A fosmiyried
Format: " .
| The way in which the document or template iz arranged. o i
Terms
Course Objectives
Curricula
Definition
[ 3 (] « PREV MEXT *
@ Learnmore... I

I
8

. Click Exit to ﬁ return to the presentation.
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You have edited an existing glossary term.
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LY COLORADO Add a Resource Document
"_;r“ Department af

Transpartation Work Instruction

Purpose

Use this procedure to add a Resource Document to an Articulate course.
Trigger
Perform this procedure when need to add a Resource document or link to a Resource document.
Prerequisites
e None
Menu Path
Use the following menu path to begin this transaction:
e None
Transaction Code
Articulate
Helpful Hints

e Once you have added the first Resource document the Edit and Delete buttons become
active.

e |If you are adding a Resource document that is a form, policy or other document that may
change in the future consider adding it as a link so the course does not have to be updated
if the document changes.
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Procedure
1. Start the transaction from the Articulate ribbon from an open PowerPoint Presentation.

09212015_Course_Creating an eLearning Course Using Templates_Ver_01 - PowerPoint

EHS- T = 09212015_Course_Creating an eLearning Course Using Templates_Ver_01 - PowerPoint T EH - O X
HOME INSERT DESIGM TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW ADD-INS ARTICULATE 1. Prince, Jason M ~
7 . P 1 > ; —
@ f:\@ (@ Sync Animations a é @ Eﬂ g @ q% o :] a& 23 Options Q IQJ 5
@Impm‘tﬁ\udio eHelp and Support = _— == 2
Record Add . ) ) Quizmaker Engage Character Video Flash  Web Slide  Translate Player Preview Publish
Narration Annotations " Audio Editor Quiz  Interaction - - v  Objectr Properties - -
Marration Insert Tools Publish ~

Terms and Concepts

e Joimitn

Articulate Studio A suite of software utilizing PowerPoint to create

13 elearning courses. Articulate Studio ‘13 is comprised of
the Presenter, Quizmaker, Engage and Replay.

Articulate A program displayed as a tab on the PowerPaint Ribbon

Presenter '13 allowing you to create eLearning by adding narration,

video, characters and web objects. The PowerPoint
P ion can then be published to create an
elearning course.

Articulate A program used to create quizzes, surveys and other
Qui ‘13 into a course.

Articulate Engage A program used to add interactions to processes,
"13 terminology or lists.

s I :
19
Terms and Concepts NULED.
r

e | < Tab 01 - Terms and Concepts

+ The following terms are critical to your understanding of this section of the course.

+ Additional terms are locateld in the Terms and Concepts document located in the reference materials.

+ If you do not understand the term, please ask for additional clarification.

+ The Terms and Concepts document contains more terms than are listed in the course and should be
reviewed to help with your learning.

5056 3

SUDE18 OF131 [[¥ = NOTES B COMMENTS E o= B ¥ -—4—+

Player
2. Click Player button . The Player Properties screen displays.
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Player Properties - Presenter Player

Player Properties - Presenter Player

I Properties
—] % n Colors & Effects
QB @ 9
Features ||| Menu |Resources |Glossary Aa TextLabels Current
@} Other Player ~
Layout Data Custom Flayer
Preview - Presenter Player
Player Tabs
Topbar Left =l
Topbar Right
Resources =
09212015 _Course_Creating an eLearning Course Using Templates Ver 01 (o002  ne-10)
Bt ]
\Sidebar [ |
Menu
H | [
Title 05212015_Course_Creating an eLeaming Course Using
Sidebar On Right -
Logo (Picture2 emf)
|:| Presenter
Elapzed and total time
1] o 4 PREV HEXT #
Controls
[ Velume Search (Requires menu) Seekbar
Play [ Pause

EV COLORADD

Menu  Glossary  Motes
1. slide 1

2 slida2

3. Craating eleaming Using Te...
 mavigating the Flayer

- 5.slidas
51 Coursa Agenda

& Course agenda

7. Courss Agenda.

& Courss Learming Objactives

5 Particigant Intraductions

10 Learning Logistls

1. Your Contributions 1o Laar...
12 slide 13

12 Did you knaw...

14 slide 15

15 Coursa Agenda

16 Section 1 Learning Objectives
17. Terms and Cancegts

12 Tarms and Cancepts

18 ot marmine T andd Frnes

Search Q

i @ Learn more...

(o e |

3. Click the Resources

!

Resources
button. The Player Property screen updates.
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Add a Resource Document
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Player Properties - Presenter Player

Player Properties - Presenter Player

Preview - Presenter Player

09212015_Course_Creating an eLearning Course Using Templates Ver 01 joo:10 i ooc1o)
Rasaurces

\ - Al
é V| s
Hene are some useful links and decumants:

Menu  Glossary  Notes

1. slide 1 -
2 slida2
3. Craating eleaming Using Te...
 mavigating the Flayer
- 5.slidas
51 Coursa Agenda
& Course agenda
7. Courss Agenda.
& Courss Learming Objactives
5 Particigant Intraductions
10 Learning Logistls
1. Your Contributions 1o Laar...
12 slide 13
12 Did you knaw...
14 slide 15
15 Coursa Agenda
16 Section 1 Learning Objectives
17. Terms and Cancegts
12 Tarms and Cancepts

18 ot marmine T andd Frnes

SLII

< PREV  NEXT > Search Q

{I Properties
—] n Colors & Effects
¢ 0 >
Features || Menu Resources |Glossary Aa TextLabels Current
@} Other Player ~
Layout Data Custom Flayer
Resources
Description:  Here are some useful links and documents:
Click here to start adding resource items...
S I 5
i @ Learn more...

4, Click the Add button . The Add Resource screen Displays.

Add Resource

Add Resource

5 e[
@ URL:

6 — File:

Test...

Browse.., — §

@ Learn more... Save
5. As required, complete/review the following fields:
Field R/O/C Description
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Field R/O/C Description
Title Required The title of the document or the webpage of
the Resource Document
Example:
TAB_01_Terms and Concepts-1
6. Click ' File:  radio button to import a file into the Articulate presentation.

@ If you are linking to a webpage, select the URL radio button and enter the URL of the
Resource Document and continue the process step continue the process on step 10 of

this document.

7. Click the Browse button and navigate to the file you want to select. In

this example, TAB_01_Terms and Concepts-1 is the file you want to add as a Resource

document.
Open
Cpen BY
\J\_J | J v Computer » OSDisk (C:) » Users » princej » Desktop » Training Template Course Final = » - |¢¢H Search Training Ter p'
Organize « New folder =~ 0 @
- Favori MName : Date medified Type Size i
~i Favorites _ = .
- @s] MMULYYYY_Hesource Matenals |able of Contents B/12/2015 8:28 PM Microsott Word D... 9/ KB
B Desktop B Presentationl 9/21/201512:39 PM  Articulate Present... 461 KB
Download
oo WETLIREES %] Presentationl 9/21/20151237PM  Microsoft PowerP.. 2,510 KB
il Recent Places 1| Sample Curricula for this Course-1 8/12/20158:27 PM  Microsoft Word D... 4TKB
= TAB_01_Terms and Concepts-1 8/12/2015 826 PM  Microsoft Word D... 23 KB
Librari
faj'D'a”es @5 TAB_02_Sample Curricula for this Course-1 8/12/2015826 PM  Mlicrosoft Word D... 47KB
TS @2 Tab_03_Curricula Template 8/12/20158:23PM  Microsoft Word D... 53 KB
J Music @] TAB_04_Blank PDQ Farm-1 8/12/2015 8:25 PM Word D.. 62 KB
Il Pictures /5 TAB_05_Table of Training Verbs-1 8/12/2015 8:25 PM Word D... 66 KB
By g
e @:] TAB_06_PowerPoint Template-1 8/12/2015 8:25 PM 2320K8 |_
— %] TAB_07 Image Review Checklist-1 8/12/2015 8:24 PM Word D... 20KB
¥ Computer 1% TAB_08_Question Review Checklist-1 8/12/2015 8:24 PM soft Word D... 21 KB
P M| TAB_09_PowerPoint Self-Review Checklist-1 8/12/20158:23 PM Microsoft Word D... 23 KB
o IET % Tab_10_Terms and Concepts 8/12/2015822PM  Microsoft Word D... ke |
W E Tab_11_Resource Materials Table of Contents 8/12/2015 8:21 PM Word D... 96 KB
4 | 1 »
File name: > [aufiles -
oL )
i Open T ancet—
8. Click on the name of the file to select it. The file is now highlighted blue.
. Open |‘v
9. Click Open button . The Open screen closes and the Add Resource
screen displays with the results of your search.
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Add Resource

Add Resource

Title:

) URL:

TAE_01_Terms and Concepts-1

Test...

@ File:  Ci\Users'princej\Desktop\Training Template Course Final- \TAB_01_

@ Learn more...

Save

[ —

- 10

10.

Player Properties - Presenter Player

Click Save button to add the file as a Resource document.

Player Properties - Presenter Player

st 11

[l Properties

——| Colors & Effects
¢ 0 @@= )
Features || Menu Resources  Glossary AaText Labels Current
£Shother Player ~
Layout Data Custom Flayer
Resources
Degcription:  Here are some useful links and documents:
Title Resource
| TAB_01_Term... TAB_01_Terms and Concepts-1.docx

:

Preview - Presenter Player

09212015_Course_Creating an eLearning Course Using Templates_Ver_01 Doriasoein)

Hare are som usaful Bnis and donments

= reee_rerms ans cancge

SLII

< PREV

22
3 Creating elasming Using Tem

4 Mawigating the Player

B COUFSé Ledmming CORINGS
5. Participant Intraduction:

10, Lesmming Logities

1. Your Contriutions ta Lesemi
12 5hde 13

13, Did yrow ...

14 Shee 15

15 Course Agends

Search o

@ Learnmore...

(o e |

11.

the PowerPoint presentation.

The document now displays as a Resource document. Click Close [ (o return to
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You have added a Resource document.
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Purpose

Use this procedure to edit or Delete a Resource document.
Trigger
Perform this procedure when you need to edit or delete a Resource document
Prerequisites
e A Resource document must have been created and saved
Menu Path
Use the following menu path to begin this transaction:
e N/A
Transaction Code
Articulate
Helpful Hints

e Once you have added the first Resource document the edit and delete buttons become
active

¢ If you add a Resource document and it does not save, then make sure you have
clicked the OK button in the Properties window. If you do not select the OK, the file will not
be added as a Resource document.
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Procedure

1. Start the transaction from the Articulate ribbon in a open PowerPoint presentation.

09212015_Course_Creating an eLearning Course Using Templates_Ver_01 - PowerPoint

@ E - .’E 5 (09212015_Course_Creating an eLeaming Course Using Templates_Ver 01 - PowerPoint T H - & X
HOME INSERT DESIGM TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW ADD-INS ARTICULATE 1. Prince Jason M ~
F 7 o = =
’i f[\@ (@ Sync Animations a é !.g @ Q% N :] aﬁ 8% Options Q Ig] 2=
@ImportAudio eHeIp and Support = —
Record Add N o Quizmaker Engage Character Video Flash  Web Slide  Translate Player Preview Publish
Marration Annotations " Audio Editor Quiz  Interaction - M v Object~ Properties - -
Narration Insert Tools Publish -~
 — - -
S, Create and Maintain a Resource
and Resource Documents
S ——— Document
miterinis from the ILT COUrse Bnd the Course Guide
" daon st oty v e Roles:
Training Developer
Scenario:
In this exercise you are performing the following
actions:
Create and Maintain a Resource H
— * Adding a Resource Document
T evcper * Editing or deleting a Resource document
scenario:
= tiz asersise you re performing the foliowing
actions:
+ adging a Ressurce Decument
+ Editing or deleting s Aassurce Socument -
LE) :
¥

(] [T ———
; . portation Siide 108
L ==

L [ was bl —w
T G et il T Motes
<+ Tab XX — Add a Resource Document

< TAB XX - Edit or Delete a Resource Document

This exercise is broken out into several exercises:

el 1. Copy and paste the eLearning Terms and Concepts slide into the Presentation that is being converted
into an elearning

o nlocoan o the
= NOTES W cOMMENTS [

SUDE100 OF131 [[%

2. Click the Player button . The Player Properties window displays.
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Player Properties - Presenter Player

{ Player Properties - Presenter Player g

Properties

3, ‘ g ﬁ B Colors & Effects EJ

34 b—
Features ||| Menu |Resources |Glossary Aa TextLabels Current
@} Other Player ~

Layout Data Custom Flayer
Preview - Presenter Player
Player Tabs
Topbar Left =l
Topbar Right
Resources =
09212015 Course Creating an eLearning Course Using Templates Ver 01 oo-06 i o1} COLORADO
Esit B i P\ ~
Sidebar [ Manu Gloszary Mates
1. slide 1
Mo - 2 slide 2

3. Craating eleaming Using Te...
4 Navigating the Flayer -
|| - 5slidas

5.1. Course Agenda

& Course Agenda

7. Course Agenda.
Features 8 Course Lsarming Objectives

5. Participant introductions

18 Learning Logistics

Title 05212015_Course_Creating an eLeaming Course Using 1 Yo oot 1o Laar..
12 slide 13
Sidebar: On Right - 12 Did you knaw...
14 Slidk 15
i 3 15 Courss Agends
Logo (Ficture2.emf) 16 Section 1 Laarming Objscthves
|:| Presenter 17. Terms and Cancepts
18 Tarms and Cancepts
Elapsed and total time 18 ccsntin Tocens. s Cemce8
n O ¢ PREV  NEXT » Search Q
Controls
[ Velume Search (Requires menu) Seekbar
Play [ Pause

| 0 o |

Resources
3. Click the Resources button to display the Player Properties screen.
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Player Properties - Presenter Player

Player Properties - Presenter Player

LIC

Properties
—] 7 n Colors & Effects
¢ 0 >
Features || Menu Resources |Glossary Aa TextLabels Current
@}Other ‘ Player ~
Layout Data Custom Flayer
Resources
Description:  Here are some useful links and documents:
Title Resource
4 +— M= Resource Doc... Tab_10_Terms and Concepts.docx
6 = 5 || X -

Preview - Presenter Player

09212015_Course_Creating an eLearning Course Using Templates Ver 01 joo0a i oo:10) A

.\

Hars are some usaful links and documants:
Menu  Glossary  Motes
1. slide 1 -
2 slida2
3. Craating eleaming Using Te...
4 mavigating the Flayer
- 5.slidas
51 Coursa Agenda
& Course agenda
7. Courss Agenda.
& Courss Learming Objactives
5 Particigant Intraductions
10 Learning Logistls
1. Your Contributions 1o Laar...
12 slide 13
12 Did you knaw..
14 slide 15
15 Coursa Agenda
16 Section 1 Learning Objectives

194 Resaurcs Documant

SLII

17. Terms and Cancepis
12 Terms and Cancepts

i mammdines Trmeere. el P 0

Search Q

s] ¢ PREV  MEXT 3

I @ Learn more...

4,

Select the document you want to delete. In this example, the Resource Document list

item M= Resource Doc... Tab_10_Terms and Concepts. docx

5.
If

Perform one of the following:

Then

You want to delete the Resource
document

Select the Delete button and

continue to step 9 of this document

You want to edit the Resource document

Continue to step 6

6.

Click Edit button . The Edit Resource window displays.
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Edit Resource

Edit Resource

) URL:

7 e | TSI

@ File:  Ci\Users'princejiDesktop\Training Template Course Final= \Tab_10_

Test...

@ Learn more...

Save H—Bun‘f-smt—]—- 8

7. As required, complete/review the following fields:
Field R/O/C Description
Title Required

The name of the Resource document you
want to add to the PowerPoint Presentation.

Example:
Tab_10_Terms and Concepts

When you edit a Resource
document you are able to
change the any of the fields
in the Edit Resource window

8. Click Save button . The Edit Resource screen closes and the Player

Properties screen displays.
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Player Properties - Presenter Player

Player Properties - Presenter Player

L1 Properties
\ﬁl Q @ B Colors & Effects lgj

Aa Text Labels

Features || Menu |Resources Glossary Current
{é} Other Player ~
Layout Data Custom Flayer
Resources
Description: ere are some useful links and documents:

Click here to start adding resource items...

-" x w || &

Preview - Presenter Player

09212015 _Course Creating an eLearning Course Using Templates Ver 01 oo-10/ 0010 = AV COLORADO
urces ——
Hare are same ussful links and documants:
Menu  Glossary  Hotes
1.5lide 1 -
2 slida 2 =
3 Craating sLearming Using Te... =
. Navigating the Flayer -
- 5slidas
51, Coursa Agenda
& Coume Agenda
7. Courss Agenda.
& Courss Learming Objacthves
5 Particigant introductions
10 Learning Logisths
11. Your Cantributions to Laar...
12 slidk 13
12 Did you knaw...
14 slids 15
15 Courss Agends
16 Saction 1 Learning Objectives
17. Terms and Cancegts
12 Tarms and Cancepts

8 o4 marmine Tarme and Fanen

< PREV  MEXT » Search Q

II| @ Learnmore...

OK aneet I

9. Click OK button to close the Player Properties window and return to the

PowerPoint presentation
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You have edited or deleted a Resource document.
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Understanding Interaction Types

The following is a list of all of the interaction types available for you to use. When you are working with
an interaction be sure to use the templates. The templates match the style and theme of the
presentation. A copy of the all of the templates can be found on your thumb drive.

Sample Description and Best Use

Accordion
The Accordion interaction lets learners explore a
group of related items in a horizontal layout. Use
the Accordion interaction to:
o  Walk through a list of related concepts.
e Identify members of a group.
e Compare several objects.

éom-ia rclll Hlndllnﬂ Prmnd ure

Step 3: Restate the Issue

ustomer

a C
Step 3: Restalo the lssue
Step 5: Resolve the Issue
Step 6: Close the Call

3
a
=
w

Step 2: identify Customer Issue

Stop 4: Take Responsibility for the Issue

Bulletin Board
The Bulletin Board interaction lets learners explore
a series of items in a freeform manner. Use the
Bulletin Board interaction to:

e Make announcements.

e Provide instructions or reminders.

e Establish the details of a scenario.

Weight Loss Tips

Go Walking ©

Don't stress about working out
Instead go on a walk every day.
Other ideas to add more

asd  walking:

= Park in the back lot

= Walk to the store instead of
driving

» Skip the elevator and take

the stairs

Checklist
The Checklist interaction lets learners explore a list
of related items. Use the Checklist interaction to:

e  Walk through a list of related concepts.

e Provide instructions or reminders.

e Identify a to-do list.

Checklist: Emergency Supplies Kit

Food

Following a disaster, thene may bo power
outages that could last for several days.
Store al least a three-day supply of non-
perishatie food. Siock canned foods, dry
mixes and other staples that do nol
require refrigoration, cooking, waler or
special preparation

| First Ald Kit

Two-Way Radio
Ba swre o include 8 manual can opaner
and eaing ulensds

Flashiight

Dust Mask

I

=




Customer Service Model

Our Vision

Our vision is the core of our
customer service model. Our
vision is to:

= Provide prompt service
+ Exceed customer
expectations

Circle Diagram

The Circle Diagram interaction lets learners

examine the relationship of items in a circular

hierarchy. Use the Circle Diagram interaction to:
e Show related items within a hierarchy.
e Organize concepts into segments and

= Be #1 in our industry Iayers_
e Graphically depict a philosophy or
approach.
i
Ll < PREV MNEXT »
Conversation

Conversation

e wan | pay my o Gnine ¢
..
2
- es. You tan use the Comatar Account Center to pay your bill celine.  you've already
e regitered for the Account Center, you can kgin immediately.

M it's your first time visiting, click Register Mow to set up your Account Center and
Online Bl Pay options. Be sure to have your 3ccount number handy.

-y
Fam Wihat do | do if my payment is late o overdue?
-

.  your payment s late o overdue, please make a payment a5 soon a3 ponible to
¥ q‘ avoid an interruption of service.

The faliowing options are available:
= Online accourt payment

* Automated phone system
* Live represemative

The Conversation interaction lets learners step
through a social media dialog. Use the
Conversation interaction to:

e Set up ascenario.

e Critique an interview.

e Teach interpersonal skills.

L < PREV NEXT 3
: FAQ
prmm— The FAQ interaction allows users to find the

Where do | send my payment?

Please mail your payment 1o the address that
COVErS yOur Service anea.

This address is noted on your bill.

tar account number?

Where do | find my Co

answers to frequently asked questions. Use the
FAQ interaction to:
e Answer commonly asked questions.
e Letlearners search for solutions to
problems.
e Review subject matter in a question-and-
answer format.




Folders
The Folders interaction lets learners explore the
fbotPmd . P . Repeniaed - contents of a series of folders. Use the Folders
PSA Video interaction to:
Watch the following publicservice announcement. e Walk through a list of related concepts.
¢ |dentify members of a group.
e Compare several objects.

About Medicare Fraud

L] < PREV MEXT »

Glossary
The Glossary interaction lets learners reveal

ABCDE I G 4l M OP s A .
definitions of words, terms, and phrases. Use the

AWS (Advanced Wireless Services) Glossa ry interaction to:
The wireless telecommunications spectrum e Define commonly used terms.
band that is used for wireless voice, data, . .
messaging services and multimedia e Explain technical acronyms.

S e Provide understanding of cultural phrases.

Bluetooth

Broadband i 3 K .

Cabile Modem

Circuit Switching

DV {Digital Video lnberf...

Frenntinn

Ll < PREV NEXT »
e . | Guided Image

The Guided Image interaction lets learners examine
important parts of an image or diagram. Use the
Guided Image interaction to:

e Step through details of an image.

e Explain significant parts of a graphic.

e Describe the steps in a process.

Must-Have ltem #3: Sandals

The hot sand on the
beach can bum your
feet and make

wal
uncomfortable.

are a good option for
walking on the sand




Image Zoom

The Image Zoom interaction lets learners zoom into
important parts of an image or diagram. Use the
emanine B =5 Image Zoom interaction to:

peodof e, T == = o e Step through details of an image.

Income Sfafemend

The Income Statement

period of time. The

i men | S > e Explain significant parts of a graphic
Income. An Income - 3 { fd " p g p g p .
S | == . e Describe the steps in a process.

of a business. . i

Labeled Graphic
The Labeled Graphic interaction lets learners
identify the key elements of an image. Use the
Labeled Graphic interaction to:

e Highlight details of an image.

e Call out relevant parts of a graphic.

e Explain features of a software screenshot.

CONSTRUCTION SAFETY KIT

DON'T HURT YOUR HANDS!

Fingers and hands are the most-often-injured body
parts among construction workers. It is generally
believed that wearing gloves reduces the relative

risk of hand injury for construction workers by as
much & 60 percent. Make sure to have a thick,
comfortable pair in your construction kit

(7 B
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Labeled Panel

The Labeled Panel interaction lets learners identify
W the key elements of an image. Use the Labeled

You Leave Panel interaction to:

s v e Highlight details of an image.

workstation for lunch
or a break, you

Office Security

Unlocked Computer

should log out of the e Call out relevant parts of a graphic.

network 10 keep any
other users from
ACCETHING your
documents.

At the end of your
work day, you should
also log off and shut
down your machine
1o prevent
unauthorized access
to your data,

e Explain features of a software screenshot.




Media Panel

Landmarks of Washington, D.C. . . A
The Media Panel interaction lets learners explore a

Thomas Jefferson Memorial series of related images, videos, and Flash files. Use

B e e e the Media Panel interaction to:

bl it ety e Explain a process with images and videos.
hington, D.C. The circulor, L

chruch e inthe clossc shie wos nocuced 0 - e Walk through screenshots of a software

this country by Thomas Jefferson, Architect === LA | . .

John Russell Pope used Jefferson's own i o - a p pl ication.

Urclule.durd tastes in the design of the X . .

Memorid e Create a multimedia tour from

photographs and videos.

Media Tour
The Media Tour interaction lets learners step
through a series of related images, videos, and
Flash files. Use the Media Tour interaction to:
e Explain a process with images and videos.
¢ Walk through screenshots of a software
application.
e Create a multimedia tour from
photographs and videos.

Process

The Process interaction lets learners discover the
by steps of a linear process. Use the Process

e interaction to:

Then work to separate the problem from the
emotion. e lllustrate the steps of a process.

e  Walk through a series of related items.

e Explain a workflow or procedure.

Call Handling Procedure

Issue and Empathi

Take Ownership




Comstar's Customers

Enterprise Business

This. bop segment sepeesents just 1% of
total Comatar customers, but acoousts. for
10% of overall revesue. Comtae enterpeiie
customers afe seekig olutions for

o Global retwerking
* Enfesprise comectivity

This is a photo of a port found in
many common devices. Which
type of cable fits into this type of
port?

(o)

n HOMI

That's right! HDMI (High-Definition Multimedia Interface) is 2

compact interface for UnComp
video data and compressed/uncompressed digital audio data
from an HDMI-comgliant device to a compatible computer
monitor, digital television, or digital audio device.

- < PREV  NEXT 3

Pyramid
The Pyramid interaction lets learners explore a
hierarchical relationship of concepts. Use the
Pyramid interaction to:

e Show relationships within a hierarchy.

e Compare levels of importance in related

concepts.
e Detail steps in a process or methodology.

Quick Choice
The Quick Choice interaction lets learners find
information through self-directed discovery. Use
the Quick Choice interaction to:
e Teach interpersonal skills.
e Differentiate true and false information
about a subject.

e Test knowledge of a subject in an ungraded

format.

Basic Surgical Instruments

Bandage Scissors

a:an
Ban e Scissors

Y 4

Bandage scissors are angle-tip scissors,
with a blunt tip on the bottom blade that
helps in cutting bandages without
gouging the skin. They are designed to
safely lift bandages away from skin for
eagy cutting. The bottom blade of the
scissor slides easily under the bandages.

Ll < PREV NEXT »

The Tabbed Image interaction lets learners explore

a series of items related to an image or diagram.
Use the Tabbed Image interaction to:
¢  Walk through a list of related concepts.
e Explain significant parts of a graphic.
e Identify members of a group.




Comstar: Core Product Offerings

Telephone

Digltal Cable

With a Comstar
telephone package,
you'll get all of the
calling features that suit
your needs.

‘We have unlimited plans
that allow you to call
local and long-distance,
any time of day, as well
as competitive pay-by-
Telephone the-minute plans.

Tabs
The Tabs interaction lets learners explore a group
of related items. Use the Tabs interaction to:

e  Walk through a list of related concepts.

e Identify members of a group.

e Compare several objects.

History of Comstar
1982: Comstar and NASA

Comstar entered the history books on November 11, 1982,

It became the first company to launch a commercial
satellite by NASA's Space Shuttle.

< PREV NEXT »

Timeline
The Timeline interaction lets learners discover the
events on a timeline. Use the Timeline interaction
to:

o  Walk through a series of periods and

events.
e Highlight key milestones in a schedule.
e Explain the steps in a sequence.
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HILF COLORADO Insert Engage Interaction
? Departrent of

Transpartation Work Instruction

Purpose

Use this procedure to insert an interaction (Quizmaker or Engage) into the presentation.
Trigger

Perform this procedure when you need to insert an interaction (Quizmaker or Engage) into a
presentation.

Prerequisites

o The template file must be copied and pasted into the project folder, retitled and inserted
into the PowerPoint.

Menu Path
Use the following menu path to begin this transaction:
e N/A
Transaction Code
Articulate
Helpful Hints
o The file is inserted into the presentation after a selected slide (highlights in orange). If no
slide is selected, than the file is displayed at the end of the presentation.
o Always copy and paste the template file into your project folder and rename the file before
you insert it into the presentation.

o Engage Interaction icons are always displayed as green
e Quizmaker Quiz icons are always displayed as blue

Monday, October 26, 2015 117




coar COLORADD Insert Engage Interaction
G Department of

A Transportation Work Instruction

Procedure
1. Start the transaction from an open presentation with the Articulate ribbon selected.
PowerPoint
BHS OB-
HOME INSERT DESIGM TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW ADD-INS ARTICULATE 1. Prince, Jason M -
£ () (@ Sync Animations @ \_E] 83 Options = | BE
9 Q@ S 8 080% % o g &
2 Sy trrport-Ardt eHelp and Support ~ i -
Record Add N ) Quizrmaker Engage Character Video Flash  Web Slide  Translate Player Preview Publish
Marration Annotations " Audio Editor Quiz  Interaction - - ~  Object~ Properties - -
Narration Insert Tools Publish ~
135 Insert an Engage Interaction into a
- Presentation
- Roles:
Training Developer
Scenario:
In this exercise you are performing the following
actions:

+ Inserting a Tabs Interaction
= Inserting a Conversation Interaction

«+ Inserting an Accordion Interaction

Rotes:
Training Deveioper
Sezraria: \ o

¥

I this exercize you ave pafarming the folowing
actions: [ —— —— m
+ Inserfing s Teaz Intemectin
+ Inserting 2 Conversation interaction

-

* Imserting an Accordion Interaction N
: otes

TAB XX - Understanding Interaction Types
TAB XX - Insert an Engage Interaction

Interaction Views

File View Published View

Using the Understanding Interaction Types document discuss as a group what type
of interactions would be best.

— To review all of the interactions, go to
https /‘/commumty artlculate com/series/articulate-engage-13 for details on each of

T -——+——+ 3% [

SUDE136 OF 153 [[¥ = NOTES W COMMENTS. E == E

Engage
2. Click Engage Interaction button Interaction  The Quizzes and Interactions screen
displays.
Q From the Quizzes and Interaction screen, you are able to add a quiz or Engage

interaction. In this example, you are creating an Engage Interaction. If you were
creating a quiz, you would select this as an option in step two of this instruction.

Monday, October 26, 2015 217



coar COLORADD Insert Engage Interaction
G Department of

A Transportation Work Instruction

Quizzes and Interactions

Quizzes and Interactions u
||E Quizmaker Quizzes Interaction Slid
é Engage Interactions Create Mew...
E Flayer Tabs Add Bxisting....
Remove...
B Editinteraction in Articulate Engage...
Interaction Properties
Show in menu as: Single item
Allow user to leave interaction: At any time
PrevMext player buttons go to: Step in the interaction
W Learn more about Quizmaker Quizzes and Engage Interactions Close
. . e Add Existing. .. ,
3. Click Add Existing... button . The Select Engage Interaction screen

displays.

Q For you convenience, all of the Engage Interactions have been created and saved in the
correct style and format. As a result, you are able to use the Add Existing... button to
create the interaction. The quizzes have also been created and can be added the same
way.

Monday, October 26, 2015 3/7



LY COLORADO
G0y | Department of
7 Transportation

Insert Engage Interaction

Work Instruction

Select Engage Interaction

Select Engage Interaction
- ————
UU Bl Desktop » - | ‘yl Search Desk
T Bl S— m——
Organize » Mew folder
[ Favorites ) Libraries Prince, Jason M | Computer
Bl Desktop U s | System Folder & System Folder | System Folder
4 Downloads ) . I
= ‘h Metwork = Affirmative Action in Employment How to Create
= Recent Places | Sust orF I i [ Training | [ Using Templat|
. oy YSiem rolder i File folder File folder
3 Libraries o . .
@ i Job Application Skills [ l Test AR } Training Temp|
Documents £ File folder fll Filefolder £ File folder
o Music J ! J
[ Pictures E Change
4 E vid @ Articulate Engage Interaction
prce = 60.0 KB
|
iL Computer
“j Metwork
i File name: = |Engage Intera
L | Cpen "
4. Navigate to the location you copied and saved the file and double-click the file
Change

@ Articulate Engage Interaction
e G600 KE

. In this example, the Change file was selected.

Monday, October 26, 2015
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Insert Engage Interaction

HiaF COLORADO
*'_;; Department of
: TrnspGrmtion Work Instruction
PowerPoint
@HS OB -
HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW ADD-INS ARTICULATE & Prince, Jason M ~
3 i —_— (3 < : —
@ {‘L\; 35)1"( Animations a @ @ !!‘ g @ Q% 3L ah {‘}} Options n Ig a
;‘,a Impaort Audio X - ‘—_'_ e Help and Support ~ K I_
Recard Add N o Quizmaker Engage Character Video Flash Web Slide Translate Player Preview Publish
Narration Annotations " Audio Editor Quiz  Interaction - - - Object~ Properties - -
Marration Insert Tools Publish ~
- T
Inserted File
The issertd Ele frightl: — A
1 D el === = Accordion - & Ponels (Including Introduction
Lt Mocified: Oct 21, 2015 3t 10:47 AM
PROPERTIES
o bt g 3 T e
Ko et b beave inderaction: AL a1
Prew/toext player buttoms goto:  Sie
136
1€ ) =
Treining Devazper
b [@ = ) =5
In thig exercise you arE permarming the macwing ¥
actions:
Click to add notes
SUDE137 OF154 [[% = NOTES I COMMENTS E ;m B T -—4——+ 39%

Click Edit in Engage button |

ﬁ The file you have inserted is now part of you presentation. If you want you could
continue with another action or access the file.

5. @ FltnEneIRE 46 insert the Engage interaction.

Monday, October 26, 2015 517



Insert Engage Interaction

Gy COLORADO
? Department of
A Transportation Work Instruction

Articulate Engage '13 - [Change.intr]
/'_'\ HY? &) Change.intr - Articulate Engage 13 E‘Eﬂ
@ -

Accordion Format Text Help

i x o
- Tl - - = == % uCoIors - !!
B g Interaction % Spelling ~ || Player Preview || Save and Return 6

Add  Delete Move I === || = ==
Panel Panel FPanel- Properties - to Presenter
Panels Font Tools Publish Save and Return
Interaction Title: Sample Accordion
Steps Audio =
[ohoduction No audio 0.00s
: Enter your panel text here. —
1: BEEE LAAAH ¥! P @ W X 2Nl @
2: New Panel
3: Mew Panel Media e

=

L &0

II .:EI

Save and Return
6. Click Save and Return to Presenter 2 F™®**™&" 506 you are done editing the file

to save the changes and return to the PowerPoint file.

6/7
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COLORADOD Insert Engage Interaction
Department of
- Traneg Work Instruction

You have inserted an interaction (Quizmaker or Engage) into a presentation.
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Create and Maintain Tab Interactions

Exploring the Editor

The Tabs editor has three columns with the following panels:

e Steps: Located on the left side of the screen, this panel is used to manage tabs for your
interaction.

e Text: Located in the middle of the screen, this panel is used to add text to each tab.
e Audio: Located in the upper right corner of the editor, this panel is used to add and edit audio.

¢ Media: Located in the lower right corner, this panel is used to add pictures, characters, videos,
and Flash files.

Here are some tips for working with the editor:
e Change the width of a column by dragging its boundary with your mouse.

e Click the triangle in the upper right corner of the Audio panel to collapse it if you need more
room to work with the Media panel. Click it again to reopen the panel.

a -
S Tabs: Format Tert Melp
x + - .
_l _, _ r s ] 1 Colors = g -q.- E
Agd Delete Move i Interaction ?l;!il""i * | Player Prewew Publish
Tab Tab Tab-. Properties
Tabs Font Toeds Fublith
Interaction Title: Comutar Core Product Offerings
Steps Telephone RO
V| Here's what we have to offer No Sudhe Audlo
1: Digital Cable With a Comstar telephone package, you'll get all of the calling e e X
- features that suit your needs
& Internet
3: Telephone 1 Medis
We have unlimited plans that allow you to call local and long-
4: Triple Play distance, any time of day, as well as competitive pay-by-the-

minute plans Medla
Text

Steps

Position: | Right
See Custom
Widthe 283 Hesghe

| Lock Aspect Ratio

Crep Torso

}{]

361



Adding Tabs

Each step in a Tabs interaction is called a tab. To add a tab, do any of the following:

e Press Ctrl+M.
C) I
\‘—/ Tabs Format Text

(| (&)

Add |Delete Move B
Tab Tab Tab.
i bbs |
e Go to the Tabs tab on the ribbon, and click Add Tab.
e Click the Create a new step button in the lower left corner of the Steps panel.
(2
JCreate a new stepi

e Click the Duplicate button at the bottom of the Steps panel to copy the currently selected

EEREE

uplicate the selected rtem{s)h

tab(s).

New tabs get added just below the tab that's currently selected in the Steps panel—unless the summary
is selected, in which case new tabs get added above it.

Tip: A Tabs interaction can have up to eight tabs (not counting the introduction and summary).



Renamin

To rename a tab, do either of the following:

g Tabs

e Double-click the tab in the Steps panel to open it for editing. Enter the new name, and press the

Double—click.

Type the new name.

Press Enter.

Enter key.

Steps
V] Introduction

1: Step 1: Greet the Customer
: Step 2: Identify Customer Issué]

: Step 3: Restate the Issue

= W

: Step 4: Take Responsibility for th...

c Cracm €. Danalt

e Select the tab in the Steps panel, and type the new name in the title field at the top of the text
panel.

Steps
v
1:

2
3

A

Introduction

Step 1: Greet the Customer

: Step 2: Identify Customer Issue
: Step 3: Restate the Issue

Comm Ae Talbia Dacmmmeibilio, fas db

Step 2: Identify Customer Issue| <« ——"

Ask a probing question to identify the purpos
For example:

“What is the reason for your call to Comstar

Tip: You can rename the introduction or summary in the same way.



Rearranging Tabs
To change the order of tabs, select one or more tabs in the Steps panel, and do any of the following:

e Dragthem to a new location in the list. An orange line will move with your mouse to indicate

Steps
[¥] Intreduction

1: Step 1: Greet the Customer

2: Step 3: Resta{%e Issue
3: Step 2: ldenté'y ‘Listomer Issue

4: Step 4: Take Responsibility for th...
where the tabs will be when your mouse is released. = T#an 5 Dacntin ths 1on

e Go tothe Tabs tab on the ribbon, click Move Tab, and select either Up or Down.

=) H 9 =

@ Tabs Format Text He
3 X P o

l 4‘ | *'I I “‘I

Add Delete‘Move‘ B /7 U
Tab Tab |Tab- |

| Tabs i 4 Up
Interaction Titl| ¥ | Down

| Steps |

e Use the Up and Down arrows at the bottom of the Steps panel.

BEE

Note: The introduction and summary can't be moved.



Deleting Tabs

To delete a tab, select it in the Steps panel, and do any of the following:

e Press the Delete key on your keyboard.

= ﬂ ) -
\a—/ Tabs Format Text
— = E

. “‘ i ‘| T%"|

Add |Delete| Move

Tab Tabp\ Tab ~ i 5
| Tab |

e Go to the Tabs tab on the ribbon, and click Delete Tab.
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Create and Maintain Conversation Interactions

Exploring the Editor

The Conversation editor has three columns with the following panels:

e Steps: Located on the left side of the screen, this panel is used to manage steps for the

Conversation.

e Text: Located in the middle of the screen, this panel is used to switch characters and add text to

each step.

and Flash files.

Format Text Help

[ (@

Add Delete Move | p
Step Step Step.
Steps | Fort

Interaction Title: Conversstion

Steps

[V] Here are some answers to questions
s
1 ? Can I pay my bill cnlne?

2 Yes. You can use the Comstar..

3 What do | do if my peyment is

de

¥ your psyment is late or over..

i
o

Wt

| den't understand some of the..

Refer to the back of the bill to..

»

Steps

A Weoe- | B B

Interaction 7S:ellmq = | Player Preview Publish
Properties

Tooks | Publish

g@ / Change charactes
4%

if your payment i3 late or overdue, pleate make a payment a2 3000 a3
possible 10 avoud an interruption of service

The foliovng options are available
* Onbne account payment

* Automated phone system
® Live representative

Text

Audio: Located in the upper right corner of the editor, this panel is used to add and edit audio.

Media: Located in the lower right corner, this panel is used to add pictures, characters, videos,




Adding Steps

To add a step to the Conversation, do any of the following:

e Press Ctrl+M.

e Go to the Conversation tab on the ribbon, and click Add Step.

—— u d) =
a
Conversation Format Te

£ _.‘ .>< ._.J TI*_j Articulate

Add |Delete Move || B 7 U
St Step Step~ —
| l é Steps |
e Click the Create a new step button in the lower left corner of the Steps panel.
)(a)2)(2]
reate a new step i

e Click the Duplicate button at the bottom of the Steps panel to copy the currently selected

|
(BEMEE

uplicate the selected item(s) k

mmn

step(s).

New steps get added just below the step that's currently selected in the Steps panel—unless the
summary is selected, in which case new steps get added above it.

Tip: A Conversation interaction can have an unlimited number of steps.



Changing Characters

To change the character that's speaking, select a step in the Steps panel. Then click the Change
character button at the top of the text panel, and choose one of the following options.

Steps
Female 13, talking, facing front

[ 7 Change characterpl

Here are some answers to que...

1: Can | pay my bill online? Characters in use A
Yes. You can use t online. If y¢
& Yes. You can use the Co... already registerec ediately.
3: What do | do if my pay... If it's your first tim Account Ce
Online Bill Pay opt handy.

If your payment is late o...

b

S O oL

| don't understand som...

o

£
N
Refer to the back of the... i !\@;
@ Choose illustrated character

::_ Choose photographic character

Picture from file...

O

e Characters in use: Characters that have already been added to the interaction will appear at the
top of the list. If you want to reuse one of them, simply click its avatar.

e Picture from file: Select this option if you want to choose an image from your computer. Browse
to the image, and click Open.

e Choose illustrated character: Select this option to use one of the illustrated characters that
comes bundled with Articulate Engage. When the Characters window opens, choose a
character, expression, pose, and perspective. As you make selections, the character preview



pane on the right side of the window will update to reflect your choices. When you're finished,
Characters - o IEN

Character Expression Pose Get more charachens

-,

% -

Left Front Ragee
et Clove

click Insert.

e Choose photographic character: Select this option to use a photographic character. (Engage
comes with one photographic character, but you can purchase additional characters in the
Articulate Store.) When the Characters window opens, choose a character and pose. As you
make selections, the character preview pane on the right side of the window will update to

reflect your choices. When you're finished, click Insert.
Characters - oiEN

Character Pose Get more characters

Note: Characters will always display on the left side of the conversation.



Rearranging Steps

To change the order of steps, select one or more steps in the Steps panel, and do any of the following:

Drag them to a new location in the list. An orange line will move with your mouse to indicate
Steps
[¥] Introduction

1: Step 1: Greet the Customer

: Step 3: Resta{ae Issue
: Step 2: Identfy :.istomer Issue

: Step 4: Take Responsibility for th...
where the steps will be when your mouse is released. 5 ©4=n 5 Dacat

WM

v bl Dy om

Go to the Conversation tab on the ribbon, click Move Step, and select either Up or Down.

=\ d9 e =
a
Conversation Format Text
FArEfE
| | [

Add Delete | Move

Step Step |[Step+||

| Steps_ « Up
Interaction Titl| ¥ | Down

] Steps

B\ L

e Use the Up and Down arrows at the bottom of the Steps panel.

FEEGEE

Note: The introduction and summary can't be moved.



Deleting Steps

To delete a step, select it in the Steps panel, and do any of the following:
e Press the Delete key on your keyboard.

e Go to the Conversation tab on the ribbon, and click Delete Step.

&

Conversation Format "

]

Add |Delete| Move B 7 U
Step | Stepf\ Step ~
| Steplb |

e Click the Delete button at the bottom of the Steps panel.

|
[EFREE]E] \.

lete the selected item (s)k

Tip: You can't delete the introduction or summary, but you can hide them.
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Create and Maintain Accordion Interactions

Exploring the Editor

The Accordion editor has three columns with the following panels:

e Steps: Located on the left side of the screen, this panel is used to manage panels for the
Accordion.

e Text: Located in the middle of the screen, this panel is used to add text to each panel.
e Audio: Located in the upper right corner of the editor, this panel is used to add and edit audio.

e Maedia: Located in the lower right corner, this panel is used to add pictures, characters, videos,
and Flash files.

Here are some tips for working with the editor:
e Change the width of a column by dragging its boundary with your mouse.

e Click the triangle in the upper right corner of the Audio panel to collapse it if you need more
room to work with the Media panel. Click it again to reopen the panel.

a)d E——
J |
il e — Format Text Help @ |
x & 42 q
J = _‘J : : '.‘T -(olurs . g - E
Add Delete Move i Interacton 7§oellmc * | Player Preview Publsh
Panel Panel Panel. Properties -
Panels Font Tools Publesh

Interaction Titke: Comstar: Call Hendling Procedure

. Aud >
Step 3: Restate the hiue i

¥ Introduction No audio Aud'o 0.00s

1: Step 1: Greet the Customer Restate the customer issue to confirm the reason for the e e X T T

- - & = customer’s call. For example
2: Step 2: identify Customer lssue

w

Step 3: Restate the lssue *To confirm, you are caliing because you have not yet received
your Comstar bilf?*

=

Step 4: Take Responsibility for.

w

Step 5: Resolve the lssue

6 Step 6: Close the Call Te%{‘,

S‘{:e?s

Posior: | Bottomn -

Sce Custom s
Widthe 377 Hesght: 245
7| Leck Aspect Ratio

Zoom Image




Adding Panels

Each step in an Accordion interaction is called a panel. To add a panel, do any of the following:

e Press Ctrl+M.

4|

\*—/ Accordion Format Te

| (=) (=)

Add Delete Move
|| Panel Panel.

Panels

e Go tothe Accordion tab on the ribbon, and click Add Panel.

e Click the Create a new step button in the lower left corner of the Steps panel.

B

reate a new step

e Click the Duplicate button at the bottom of the Steps panel to copy the currently selected

(BB &

uplicate the selected item(s) i

panel(s).

New panels get added just below the panel that's currently selected in the Steps panel—unless the
summary is selected, in which case new panels get added above it.

Tip: An Accordion interaction can have up to eight panels (not counting the introduction and summary).



Renaming Panels
To rename a panel, do either of the following:

e Double-click the panel in the Steps panel to open it for editing. Enter the new name, and press

Steps
[¥] Introduction
Double-click. 1: Step 1: Greet the Customer
TYPE the new name. 2: Step 2: Identify Customer Issue|
Press En{:er 3: Step 3: Restate the Issue
4: Step 4: Take Responsibility for th...
the Enter key. S L e

e Select the panel in the Steps panel, and type the new name in the title field at the top of the

text panel.
Steps

Step 2: Identify Customer Issue| <« ——"

W] Introduction

1: Step 1: Greet the Customer Ask a probing question to identify the purpos
For example:

2: Step 2: Identify Customer Issue e

3: Step 3: Restate the Issue "What is the reason for your call to Comstar

Ae Comm A Talbia Dacmmmeibilitn, fas éb

Tip: You can rename the introduction or summary in the same way.



Rearranging Panels
To change the order of panels, select one or more panels in the Steps panel, and do any of the
following:

e Dragthem to a new location. An orange line will move with your mouse to indicate where the
Steps
[¥] Introduction

1: Step 1: Greet the Customer

2! Step 3: Resta{ge Issue

3: Step 2: Ident?_}-f"_:;istomer Issue

4: Step 4: Take Responsibility for th...
panels will be when your mouse is released. & €4am 8 Dacnbinthn tonin

e Go to the Accordion tab on the ribbon, click Move Panel, and select either Up or Down.

é H 9 =
u Accordion Format Text

@) 1) [P
l |

Add Delete!Move‘ B 7 U
Panel Panel |Panel. |||

_J Panel; & Up .
Interaction Titl] + Qow%- andling P

Steps

= .
A e [ Tt o

e Use the Up and Down arrows at the bottom of the Steps panel.

BBE

Note: The introduction and summary can't be moved.



Deleting Panels
To delete a panel, select it in the Steps panel, and do any of the following:

e Pressthe Delete key on your keyboard.

e Go to the Accordion tab on the ribbon, and click Delete Panel.

= = 9 v
Accordion Format Te

) =) |t

| | |

Add |Delete, Move B.4-Zik0

Panel | Papel | Panel.
l Pa! Q |

e Click the Delete button at the bottom of the Steps panel.

| |
EREED

lete the selected item (s)h

Tip: You can't delete the introduction or summary, but you can hide them.
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Writing a Script

Script Overview

Writing a script should not be a long or tedious process. Not all slides need to have narration in the
course and your scripts need to be short and concise. The goal of script is engage the user and let them
interact with the course. There are a couple of items to cover before discussing the script.

e  Where does the script go?
0 The scriptis stored in the Presentation and is specific to the slide
0 If the slide does not have narration then the contents of the note section should be
deleted (don not delete the slide)
e All Presentations with audio need to use either the Multi-Section Course Template with Sound
or the One Section Course with Sound Template
e Do not read the content of slide

Make it Light

The goal do the script to connect with the person taking the course. This is done by having a
conversational tone. It should also be fun and less formal and simpler language.

Example

X |nstead of "This e-learning course is designed to explain the 15 steps needed complete

our regulatory process".

< Try this more conversational tone: "Need to get your head around our process? We all
do! So let's take a look at the 15 steps of the regulatory process".
Get to the Point
Cut out as much of the script as you can by focusing on what the participants need to know.

Example

X Instead of reading “At the end of this course, you should be able to identify the training terms
and concepts associated with eLearning. Describe the new Instructor Led Training templates
and how they are used...

< Try, “Take a moment to review the course objectives”.

Be Active

Write in the active voice to keep the participant in the moment. It also makes the script more
interactive and engaging.



Example

X Instead of “The process beefing document is used to define our core requirements”.

i

< Try, “The process briefing document defines our core requirements”.
Create a Flow

Even though the scripts are on one slide, they are part of a course. Using transitions to the next slide
helps to make the course more interesting and shows how the idea flow together. This could be as
simple as saying, "We just looked at the steps to follow for submitting your report. But why does this
even matter? And what are the risks if we don't do it right? Let's find out."

You also could consider making the whole course a single narrative, told as a guided story or a "day-in-
the-life" approach where you follow one character through a process from start to finish. By using the
first person narrative, the content naturally unfolds in conversation with a natural flow.

Treat the Participants like Grown-ups

Learners are busy professionals, so treat them like that and give them choices, along with the respect
they deserve. The tone of voice you use should sound like an adult speaking to an adult, not a parent to
a child. Instead of telling it is best to convince the participant that they need the content of the course
and that it is going to be useful. If you are writing a brief course, let them know! While still being
genuine, sell the course and what would appeal to them or convince them to take the course.
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Prepare for Recording

The Microphone

Ill

Always us the external “snowball” microphone that Gayle has at her desk.

The first time you plug in the microphone your computer may not it, use the following steps:
1. Plugin the microphone into the USB port

Go to Start = Control Panel 2 Hardware and Sound = Sound = Recording

Right click on the Internal Microphone Array and select disable from the menu

Right Click on the Microphone (blue Sno) and select enable

Confirm the microphone works and test for sound volume and Quality

e wnN

Placement of the Microphone

The appropriate distance between your mouth and the microphone is 8 to 12 inches.

To find the best position take a very deep breath and place both hands around 8 to 12 inches in front of
your mouth. Now blow hard and move your hands around until you can’t feel your breath. That is where
you want your microphone.

Make sure you do not place the microphone next to the computer as this may pick up the noise of the
fan.

Setting the Volume

You can adjust the volume of your microphone on your computer via the Sound control panel by testing
the hardware. (Start = Control Panel = Hardware and Sound = Sound = Recording)

A headset microphone should never peak into the red during your test. Headset microphones are more
prone to popping and therefore you should make sure that the maximum volume is just below where it
peaks.

A simple way to test a microphone is to say the following over and over: “Testing 1,2. Testing 1,2. Check.
Check. Check.” Remember on the test you should never peak into the red.

Record a Sample

e Once you have placed the microphone record a sample of the recording
e Listen to the sample of the recording using headphones and listen for any background noises or
issues with the sound

When Recording

e Practice reading the script a couple of times until you are familiar with the topic of the course

e Stick to the script while you are recording (don’t adlib this comes out sounds like this is
quotations

e Record a couple of seconds of silence before and after this can easily be edited out and will
eliminate the “click” of the mouse

e Sit up straight or stand while you are recording

e Be confident and relaxed — this can be done by reading the script and having a conversational
tone. Remember, you want to sounds as if you have having a conversation.



e Trytorecord all of the narration at the same time of day and the same location. Doing so
allows for a consistent sound and helps with the
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HEF COLORADO Record Narration
"_;r“ Department of
Transportation Work Instruction

Purpose

Use this procedure to add narration to a slide in an Articulate Presentation.

Trigger

Perform this procedure when you need to add narration to an Articulate presentation.
Prerequisites

¢ Microphone installed
e Testing of the microphone for sound quality

Menu Path

Use the following menu path to begin this transaction:
o N/A

Transaction Code

Articulate

Helpful Hints

o Refer to the Preparing for Recording and Writing a Script documents for help with the
setup.
Refer to the Edit Audio file one you are done to make changes to the sound file.
If you are recording the sound file in Audacity refer to the Import Audio work instruction for
help.
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LY COLORADO Record Narration
"'_;r‘ Department af

TrnspGrmtion Work Instruction
Procedure
1. Start the transaction from the Articulate ribbon of an open PowerPoint Presentation.
Desktop
EHS- O0TF- DRAWING TO...
FILE HOME  INSERT  DESIGN  TRAMSITIONS — ANIMATIONS ~ SLIDESHOW  REVIEW  VIEW  ADD-INS  ARTICULATE FORMAT L Prince Ja.. -
(@) |@‘ Sync Animations @ o E % @Optlons B =1
_ @ @ g 8 0801 L % .8 g3
2 _,a Import Audio X X - e Help and Support .
Record Add L ) Quizmaker Engage Character Video Flash  Web Slide  Translate Player Preview Publish
Marration Annotations "= Audio Editor Quiz  Interaction - - v  Object~ Properties - -
Marration Insert Tools Publish ~
i q S > X
Record Narggtion Format Shape

SHAPE OPTIONS  TEXT OPTIONS

Roles: N -
]
Training Developer {b ., Ea
Scenario:
In this exercise you are performing the following 4 FLL
actions:
" . * Nofill
+ Recording a script
Salid fill
Gradient fill
\ -

4

Picture or texture fill

ES Pattern fill

[T ——— ¥

Slide background fill

b LINE
Notes

TAB XX — Create a Quiz from a Template

SUDE124 OF 149

[®

= NOTES W COMMENTS E

Record
2. Click Record Narration button Marration  The Narration screen displays.
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HLF COLORADO Record Narration
"-'_;r* Department of
Transportation Work Instruction

Narration
Marration
Record Marration - I Press the play button to play audio. 00:00:02|  Annotate - 9 v x D B a Fill - lj»‘
7 outline ~
J_Shous i Tool i AA Arrow | Check Cross Rectangle Spotlight Save &
3 START RECORDING i » ] 4a side 124 g | |A|7)| Clearan] || fAere = Effects™ || “Close
Record Mode Control Panel Annotation Shapes Style Close

& Slide Motes
Notes

TAB XX - Create a Quiz from a Template

Record Narration

Roles:
Training Developer
Scenario:

In this exercise you are performing the following
actions:

* Recording a script

Colorado Department of Transportation Slide 124

3. Click Start Recording and read the script located under Slide
Notes.

@ Pausing for a second before you begin the narration and after you stop ensures the
recording in not cut off and you get a good recording. You are able to edit the silence

out using the Audio Editor feature.
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COLORADO

Department of
Transpartation

Record Narration

Work Instruction

Narration
Marration
€ M it I imations remaining: :00:03. Annd &_Fill‘
Record Marration Y Animati g: 0 00:00:03.0 nnotate 9 v x D B e
4 stationToolc o o rS S\idevlz-! = |[A 22| clear an| Arrvow Check Cross Rectangle Spotlight 3 Erfedts~
Record Mode Control Panel Annotation Shapes Style Close
& Slide Motes
Notes
TAB XX - Create a Quiz from a Template
Record Narration
Roles:
Training Developer
Scenario:
In this exercise you are performing the following
actions:
* Recording a script
4. Click Stop Recording ool | gnce you are done reading the script.

o

The screens in Articulate are dynamic and change according to what you have clicked
on. Clicking on the Stop Recording button allows you to then use the Play button to

hear the narration as shown in the screen below.
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"-'_;r* Department of
Transportation Work Instruction

Narration
Marration
Record Narration W@ | Press the play button to play audio. 00:00:03  Annotate - 9 v x D E & ol lﬁ»
7 outline -
AA Arrow | Check  Cross Rectangle Spotlight Sawve &
¥| show Annotation Tools START RECORDING ° <A Slide 124 = | A 5| crear A - b Effects~ ||| qpze
Record Mode Control Panel Annotation Shapes Style d Save Close

f Slide Notes
MNotes

TAB XX - Create a Quiz from a Template

Record Narration

Roles:
Training Developer
Scenario:

In this exercise you are performing the following
actions:

* Recording a script

Colorado Department of Transportation Slide 124

W

Save &
5. Click Save & Close button = “/2:&_ The PowerPoint presentation displays.

Q Prior to exiting the recording it is strongly encouraged that you listen to the recording to
confirm the quality. If you need to record the narration again, click the Start Recording
button and re-record the script. This overwrites the previous version of the narration.
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You have recorded narration for your presentation.

For feedback on this document, please contact dot SAPSupport@state.co.us.
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Record Narration in Audacity

When doing arecording:

Do all recordings in the same place.

Ensure the "Input" device is the USB microphone (Here's a screenshot of what it looks like when you
select it, except | don't have USB choice.)

If something just doesn't sound right - don't hesitate to contact me about it.

Smile while you're recording :)

Steps to Record:

8.
9.

Open Audacity.

Set output microphone to 10.

Set input (USB) microphone to 10.

Click Record button.

Click Stop button.

To listen to your recording, press Play button.

To export your file — user menu path File > Export.
Select the folder the Save In folder.

Enter the Filename (Use file naming convention LH#S#).

10. Click Save button.
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Gy COLORADO Import Audio File
? Departrent of
Transportation Work Instruction

Purpose

Use this procedure to import audio into an Articulate presentation.
Trigger
Perform this procedure when you need to import an existing audio files into a presentation.
Prerequisites
¢ Audio file must be created.
Menu Path
Use the following menu path to begin this transaction:
e N/A
Transaction Code
Articulate
Helpful Hints

e Check the sound quality of the file before importing the file against other files to ensure the
sound is consistent.

o Always use the same recording method for a course to maintain the consistency of the
sound.

¢ Do not mix recording programs because adjusting the sound quality can be more difficult
than making a new recording.
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LY COLORADO Import Audi
G Department af
. T:I'ﬂ:l"ltpﬁ:l’td'li.ﬂﬂ

o File

Work Instruction

Procedure

1.

Start the transaction from an open presentation with the Articulate ribbon selected.

PowerPoint
m E -0 @ ¥ 09212015_Course_Creating an eLearning Course Using Templates_Ver 01 - PowerPoint T EH - 8 X
FILE HOME INSERT DESIGM TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW ADD-INS ARTICULATE 1. Prince, Jason M ~
(@) |@‘ Sync Animations &N o P % @Optlons B =1
| a @ 3 % o g 2
E:a Import Audio eHelp and Support =
Record Add L ) Quizmaker Engage Character Video Flash  Web Slide  Translate Player Preview Publish
Marration Annotations "= Audio Editor Quiz  Interaction - - v  Object~ Properties - -
Narration Insert Tools Publish ~
: Format Background M
Record Narration 9
Roles: &
Training Developer
_g P 4 FLL
Scenario:
In this exercise you are performing the following ®! Salid fill
actions: Gradient fill

SUDE124 OF 149

[®

2. Click Import Audio

+ Recording narration Picture or texture fill

Pattern fill

Hide background graphics

4

Color

Ealarade Departmant of Transpaeration

Transparency | 0%

Notes

TAB XX — Record Narratiod

Apply to All

= NOTES B COMMENTS

E

40 Import Audio . The Import Audio screen displays.
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LY COLORADO Import Audio File
J"'" Departrﬁema!‘
. Transpartation

Work Instruction

Import Audio

B import Audio x

Select the slide you want to start import from then dick the Browse button to choose one or multiple files:
Title Audio

r‘ I
I
»

Slide 1 (H

- Slide 2

Slide 3

Course Agenda

- Course Agenda

Course Learning Objectives

@ Learnmore... Remove Ok ” Cancel

3. Navigate to the slide you want to add the audio and Double-click the slide

| —=a]
Course fgenda

. in this example, the audio file is being added to the slide titled 4
Course Agenda. The Open screen displays.
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LY COLORADO Import Audio File
J"'" Departrﬁema!‘
. Transpartation

Work Instruction

Open
a5l Open . E R s E B e —a— e 1 3
Qov| . v Libraries » Music » Pyblic Music » Sample Music v|¢'u’.|| Search Sample Music
Organize » Mew folder
j| ¢ Favorites Music liprary Amange by:  Folder =
Bl Desktop Sample Musjc
% Downloads MName Contributing artists ~ Album # Title
| Recent Places
|| Kalimba Mr. Scruff Ninja Tuna 1 Kalimba
| & Libraries 14| Maid wiif'l the Flaxe..  Richard Stoltzman...  Fine Music, Vol. 1 2 Maid with the Flaxen H...
' @ Documents || Sleep Away Bob Acri Bob Acri 3 Sleep Away |
J? Music
|k Pictures
B videos
1M Computer
I
‘h MNetwork
H File name: Sleep Away - ’AH Sound Files (*.mp3;*.wav;*.r v]
’ Open |v] ’ Cancel ]
4. Navigate to the audio file you want to import and double-click on the name of the audio

file you want to import. In this example, Sleep Away was selected. | 2 Sleep Away

Import Audio

&) import Audio x

Select the slide you want to startimport from then dick the Browse button to choose one or multiple files:

Title Audio
EPL T <
1 Slide 1 (
&
mammn
2 | = Slide2
o

3 Slide 3
4 Course Agenda Imported previously: CiiUsersiPubliciMusiciSample Musicisleep Away.mp3
5 Course Agenda 5
B Course Learning Objectives
— -
@ Learn more... Browse... l [ Remove l [ Export... OK ] [ Cancel

Monday, October 26, 2015 4/6




LY COLORADO Import Audio File
J"'" Departrﬁema!‘
. Transpartation

Work Instruction

5. Click the OK button . The Import Audio screen closes and the selected
audio file is now associated with the file.

Q To delete an existing audio file, follow the same step up to five, but select the Remove
button to delete the association to the audio file.
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COLORADO Import Audio File
Dtp.nﬂmentn!
Work Instruction

You have imported an audio file into a presentation.
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B COLORADO Edit Audio File
? Departrent of
Transportation Work Instruction

Purpose

Use this procedure to edit the narration (audio) associated with a slide and to increase or decrease the
volume of the narration.

Trigger

Perform this procedure when edit the narration (audio) associated with a slide and to increase or
decrease the volume of the narration.

Prerequisites

e There must be narration associated with the file.
e There must be sound associated with at least one of the slides in the Presentation.

Menu Path

Use the following menu path to begin this transaction:
e N/A

Transaction Code

Articulate

Helpful Hints

¢ Click the Preview button once you are done to listen to the narration associated with the
file.

e Depending on the course, it is best to insert at least one second of silence before and after
the narration.

¢ Always expand the file to at least 300% to 400% to make it easier to see the details of the
narration.

e Atthe end of the narration instead of using the Silence button, you can drag the selector
between slides to add additional silence.

e To change the sound level of all of the file use ctrl+a to select all the files and select the
Volume Button to adjust the sound of the file.

e The length of the slide is adjusted automatically when you save the changes.
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HiaF COLORADO Edit Audio File
? Department of
' Transportation Work Instruction

Procedure

PowerPoint
m E - 1;9_@ = 09212015_Course_Creating an elLearning Course Using Templates_Ver_01 - PowerPaint T E - x
FILE HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW ADD-INS ARTICULATE . Prince, Jason M -

/?@ lgiyncAmmations E é @ @ Q% @ a% @Optiun; .gj I@ _;?:_I

ﬁlmportﬁ\udio eHeIp and Support~

Record Add N Quizmaker Engage Character Video Flash  Web Slide  Translate Player Preview Publish
1 —armaton Annotations == Audio Editor Quiz  Interaction - - ~  Object~ Properties - -
Narration Insert Tools Publish -~
- -
, - ckar v x
Record Narration Format Background
Roles: {)
Training Developer
_g P 4 FLL
Scenario:
In this exercise you are performing the following *! Salid fill
actions: Gradient fill
* Recording narration Picture or texture fill
Pattern fill

Hide background graphics

i Emaarr et Tarrasoraei o T Color -
Transparency | 0% .
Notes
TAB XX — Record Narration
-
127 —
¥ Apply to All

SUDE124 OF 149  [[% = NOTES W COMMENTS E

1. Click Audio Editor button ~ “1di® Bditer tpo Audio Editor screen displays.

Q In this work instruction we are going to work on changing the recording for Slide Four of
the presentation. The first step of the process is to select the slide. The slides are
located on the left side of the screen.
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Departrent of

Transportation Work Instruction

(=10
£B
7

Audio Editor

Audio Editor -

@

I

Save &
Close

Close

Home

Show
|| All

e oy

Silence  Volume

Set Next Slide

)

Import

CopY
Paste

Clipboard

Delete Set Next Animation

Volume View

Edit Timing |

....................................................................

- oA R e e

-
Fra g L4

V-
1.5lide 1

A4
2.5lide2

I i TR B A R B A R A R R A
5 5 83 08:14.33 09:03.76 09:53.19 10:4263 11:32.06 12:21.49

P oo [RORORONT T
-56 5:406.03 06:35.46 072485 081433 0903

[N R AR RT R AT RO [
2825 03:7.73 04:07.16 04:56.59 05

[
00 01:38.86 02:28.29 03

00:49.43

Fl

[T TN Y o i B A B B
263 31032

4, Course Agenda i

—_—
4, Course Agenda

Position:
Slide Duration:
Total Duration:

102% (-4

Select Begin:
Select End:
Select Duration:

Ready

2. Click the slide you want to make changes to in the presentation. In this example, Slide

‘ ;o= |4. Course .ﬁ.gendai

4. Course Agenda
Four Course Agenda :

Q In the screenshot above you can see the audiogram (visual representation of a sound
file) for the Slide Four is compressed. Selecting the slide increase the size of the
3. The whole slide is selected based on the blue color. Left click the area just in front of
where the slide begins. to deselect the whole slide.
Q In the audiogram above, you can see there is very little time in front of the recording.

This should be at least one second for each slide.
4, The whole audiogram for the slide is not longer selected, but if you add time at this
point it would be inserted a break in the audio file instead of inserting silence before. To go to
the beginning of the slide you need to left click on the Gray Line located to left of selected are

as indicated by the red line. Left click on the Gray Line.

was selected.

of this process. The gridlines at the bottom of the graph now display the seconds.

Audiogram making it easier to edit as you can see in the screenshot found in step three
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-

Silence
5. Left click on Silence | . The Insert Silence screen displays. The default for the
screen is 1 second, but can be increased by selecting the Up and Down arrows.

Audio Editor

r —_ ¥ Audio Editor
!{ a ‘? Au
Home (7]

ll-iJ - Q [£] set Next Slide IE—I \‘%H

Copy
Save & . Import Delete set Mext Animation Silence  Volume Show Zoom
Close Paste - All  Selection
Close || Clipboard Edit Timing Volume View
o~ i3. Slid... ). Course Agenda ‘5. Caol
S e b ||
Tocres Ceavimer —rcr | 4
a2
1. slide 1
, 1
S & S B D .
B insert silence
CORIEIN SLANTIY G T Waling Duration of silence to insert: v
Tempietes
4 d |
Fo\ @ Leammore... o - vhidia b L Ao

2, 5lide 2

AL

&%
3. 5lide 3

O0:14382  O19.77  O024.71  O029.65 0003460 003554 004448 004543 005437 005831 01:0426 010920 011414 01:19.09 01:2403  01:28.57

< ’
B W Position: 1432 Select Begim: 1552
| @ || ’ | - Slide Duration: 05.00 Select End: 1552
4. Course Agenda »
-] =~ S Total Duration: 13:40.88 Select Duration: 0000
= |1m1xl-l4@—'+' i

6. Click OK button . The Insert Silence screen closes and the screen
updates with the blank area in front of the audiogram representing one second of silence.

Now take a look at the area to far right of the audiogram. There is too much silence
Q probably because the person who recorded the narration was too slow in hitting the stop

button when they were recording. This can be fixed easily by deleting this segment of

the file. We can save time by leaving a second of silence at the end of the file instead of

deleting it.
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J""' Departrﬁemm‘
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Work Instruction

Audio Editor
@ ey o) < - Audio Editors. B
Home @

1: ,,H‘l Cut !:9 ] set Next Slide = %I}

Topy

Save & : Import Delete Set Next Animation Silence  Volume Show Zoom
Close Paste - Al Selection
Close Clipboard Edit Timing Volume View
— » |3 slid.. [g4. Course Agenda JJs- ¢
T e
TR |

P\
1. Slide 1

S o =

Crmating an et earing s from Taleing
Tempietes

&%
2. Slide 2

T

2%
3.5lide 3
| e
[N AR T TR T T T T T TR TR R R R R RN | (e
00:14.83 00:19.86 0002487 O00:7379 00:3476 00:35.77 004465 00:43.65 00:5462 005559 01:0455 01:0852 O1:144F 01:19.45 012447 01:23F8
g « | »
) - - Position: i Select Begin:
e | \2)\>)\&) = = L
Ready 997% (—————dH(+1
7. Left click and drag the Redline to be within one second of the end of the audiogram as
shown in blue. The area you selected is highlights in blue.
|Delete |
8. Click Delete to remove the selected section of the recording. The screen

updates.

@ The audio file is now ready. This process should be completed for each slide with audio
within your presentation. Now lets look at changing the volume of the slide. You can
increase or decrease the volume of the slide, or by using ctrl+A change the volume of
the entire presentation.

@ When working with the volume make use of the audiogram. If one of the audiograms for
a slide is much taller than another this means it is much louder. If it is much shorter than
this means it is too soft. The end result of either will be the volume being inconsistent.
Use the following steps to adjust the volume so the volume is consistent. You should
make this comparison between all slides. If the entire presentation is too loud or to soft
then use ctrl+a to select all slides and use the steps below to increase or decrease the
volume.

9. Click the slide you want to make changes to the volume. In this example. Slide Four
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Edit Audio File

Work Instruction

Course Agenda | Course Agenda

is selected.
4

B
Volume
Click Volume

10.

Audio Editor

Lk was selected. The slide highlights in blue to show it

. The Change Volume screen displays.

2. slide 2

@ Learnmore...

qféﬂ “ = Audio Editor ™ B X
_\—/ Home (7]
@ it E& x [=] set Next slide = \%H [
53 Copy —
Save & - Import Delete Set Next Animation Silence  Volume Show Zoom
Close aste - All
| Close Clipboard Edit H Timing || Volume || View
- \JJ4- Course Agenda ¥s-c
T E= e
TR |
2%
1. Slide 1 I
& change volume
Increase or decresse volume by: 0%
1 Crmating o et srring e rom Baieeg G
"
-4 -100% 0

- T 1k

Ready

|

&%
3.5lide 3
= R R R B B R R R R B R R R B B B R R RO
L 00:1473 001966 00:7409 00:7857 O0N3294 O0:37.37 004180 004623 00-5066 00:55.09 005957 01:03.54 01:0837 011280 OL4T33 0O
b ‘
‘ : r Position: 1436 Select Begin:
4c Agend \ 0 b ) - J Slide Duration: 01:06.85 Select End:
. Course Agenda » \ /N A /

— e e Total Duration: 133384 | Select Duration:

|11|ma — ¥}

12

11. Click and hold the selector rj to increase or decrease the volume. In this this
example, the volume is being increased by 20%.

@ The audiogram increases in size showing that the volume has been increased.

12.

Click OK to save the changes to the volume. The Change Volume screen
closes.
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Work Instruction

Audio Editor

=) - Audio Editor *

I;,._\\
@ Home

[L__’iw # Cut

53 Copy
Save & -

14 1

/ . [
::Q x =] set Next Slide | “ﬁ]ﬂ
Import Delete Set Mext Anim Silence  Volume Show
- All
Edit Il Timing Il
4. Course Agenda

Close
| Close ||Clwpboard||

Volume 1 Wiew

o L

=

o
1.5lide 1

ring e froen Tonleleg,
Tempetcy

oo
2.5lide 2

oo
3.5lide 3

N O
00:3254 003737 004180 004623 00-5066

T
23 001566 002408 00-28 52

13

4. Course Agenda »
)

Ready

Position:

Slide Duration:

Total Duration: 133384 Select Duration:

107% (- ———FH+)

13.  Click Play “~—" and confirm the volume is where it where you want it to be. Also, be
sure to listen to the next slide as well to ensure the volume does not jump.

EE
Save &

14. Click Save and Close button || 952 to save your changes and return to the
Presentation.

o

To review the changes in the presentation click on the preview. This displays the slide
with the audio playing. If there is no volume, check the slide as you are returned to the
working prior to the change and not necessary the slide you changed the volume. For
example, if | was working in slide 123 and the volume was changed on slide four then |
would be returned to slide 123 and the preview would be of slide 123 unless | selected
slide four.
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You have edited a narration associated with a slide.

For feedback on this document, please contact dot SAPSupport@state.co.us.

Monday, October 26, 2015 8/8


https://mail.google.com/mail/?ui=2&view=cm&fs=1&tf=1&to=dot_sapsupport@state.co.us

Tab 23 - Create Annotation
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ey COLORADO Create Annotation
G Departrent of
N Transpartation

Work Instruction

Purpose

Use this procedure to add annotations to a presentation.

Trigger

Perform this procedure when you need to add annotations to a presentation.
Prerequisites

e An audio file must be attached to the slide you want to add annotations.
o The presentation must be saved as an Audacity file.

Menu Path
Use the following menu path to begin this transaction:
e N/A
Transaction Code
Articulate
Helpful Hints
e There are five kinds of annotations you can add to a presentation. They are Arrow, Check,
Cross, Rectangle and Spotlight.
o If you want to re-annotate the slide select the Clear All button to clear all of the previous
annotation from the slide.

e Annotations are set to be created on the centerpoint of the crosshairs.
e Position the crosshair before you need to click to get the best possible results.
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Work Instruction

Procedure

1. Start the transaction from an open presentation with the Articulate ribbon selected.

AA ILT Training Source - PowerPoint

@ H - T = AAILT Training Source - PowerPoint ? B - 0O X
HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW ADD-INS ARTICULATE 1, Prince, Jason M -

L8 Q& B B OBOW BB BEHSE

e Help and Support ~

Record Add i ) Quizrmaker Engage Character Video Flash  Web Slide  Translate Player Preview Publish
Marration Annotations " Audio Editor Quiz  Interaction - - ~  Object~ Properties - -
Narration Insert Tools Publish ~

Add Annotations

Annotate your slide with shapes and
effects.

Message to CDOT Employees

l}? articulate
Tell me more

, [ COLORADO
m Department of
S Transportation

Welcome to the training designed to assist you in understanding the concepts and requirements relating to Affirmative
Action. CDOT is committed to Equal Employment Opportunity and Affirmative Action for all Colorado residents.

At CDOT, we want to foster o work culture that values diversity and one in which all employees feel welcomed and
4 appreciated. We will not condone behavior that undermines our core values, which include a passion for dignity,
respect, and integrity.

You are encouraged to review the content of this training module. Your participation ensures all CDOT employees have
a common understanding of Affirmative Action to help make us the best transportation department in the country.

CDOT is a partner in a Stewardship and Oversight Agreement with the Federal Highway Administration (FHWA) and the
Jfoundation for CDOT’s Affirmative Action plan is contained in 23 CFR Part 230 and the Federal Transportation
Administration (FTA) Circular 4701.1,

Please take @ moment to review the following materials:
Affirmative Action Commitment Statement
Affirmative Action Report and Plan
600.0 PD Equal Employment Opportunity and Affirmative Action

Colorado Department of Transportation Slide 2 =
L4

SUDE20F16 [|2 = NOTES B COMMENTS E == E

PN
g

Add

2. Click Add Annotations button Annotations  The Presentation screen closes and the
Narration screen displays.

Q In this example, three arrow annotations are being added to the bullets at the bottom of
the page. The annotations are timed with the narration just prior to the reading of the
item to draw the participants attention to the item. The first step is to review the arrow
and make changes to the arrow so that is matches what we want,
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? Department of
Transpartation
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Narration
Marration
" Press 'Start Annotation’ to add your D E & Fill ~
Add Annotations @ 00:01:25 Re-annotate
annotations. e | v | x et
show Annotatio i aA Arrow | Check | Cross Rectangle Spotlight Save &
Show Annotation To START ANNOTATION i » ] 4@ side2 g ||| Clearan] | A J Effedts~ || Close
Record Mode Control Panel Annotation Shapes Style Close

f Slide Notes

Message to CDOT Employees

COLORADO

Department of
Transportation

Welcome to the training designed to assist you in understanding the concepts and requirements relating to Affirmative
Action. CDOT is committed to Equal Employment Opportunity and Affirmative Action for all Colorado residents.

At CDOT, we want to foster a work culture that values diversity and one in which all employees feel welcomed and
appreciated. We will not condone behavior that undermines our core values, which include a passion for dignity,
respect, and integrity.

You are encouraged to review the content of this training module. Your participation ensures all COOT employees have
o common understanding of Affirmative Action to help make us the best tronsportation department in the country.

CDOT is a partnerin a Stewardship and Oversight Agreement with the Federal Highway Administration (FHWA) and the
Jfoundation for CDOT's Affirmative Action plan is contained in 23 CFR Part 230 and the Federal Transportation
Administration (FTA) Circular4701.1.

Please take @ moment to review the following materials:
Affirmative Action Commitment Statement

«  Affirmative Action Report and Plan

«  600.0 PD Equal Employment Opportunity and Affirmative Action

Colorado Department of Transportation Slide 2

e

Arrow

L

3. Currently, the Check annotation is selected. Click Arrow button to select.

Monday, October 26, 2015

3/12




Gy COLORADO Create Annotation
G0y | Department of
N Transpartation

Work Instruction

Form1

Message to CDOT Employees

COLORADO

Department of
Transportation

Welcome to the training designed to assist you in understanding the concepts and requirements relating to Affirmative
Action. CDOT is committed to Equal Employment Opportunity and Affirmative Action for all Colorado residents.

At CDOT, we want to foster o work culture that values diversity and one in which oll employ ees feel welcomed and
appreciated. We will not condone behavior that undermines our core values, which include o passion for dignity,
respect, and integrity.

You are encouraged to review the cantent of this training module. Your participation ensures all CDOT employees have
a common understanding of Affirmative Action to help make us the best transportation department in the country.

CDOT is o partnerin a Stewardship and Oversight Agreement with the Federal Highway Administration (FHWA) ond the
foundation for COOT's Affirmative Action plan is contained in 23 CFR Part 230 and the Federal Transportation
Administration (FTA) Circular 4701. 1.

Please take o moment to review the following materials:

4 - Affirmative Action Comamnitment Stotement
+  Affirmative Action Report and Plan

= 600.0 PD Equal Employment Opportunity and Affirmative Action

Colorado Depariment of Transportation Slide 2

4, Click anywhere on the screen to see the way the Arrow Annotation displays.
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Desktop

Marration

" . Press 'Start Annotation’ to add your .
Add Annotations e ! 00:01:25 | ||| Re-annotate < v 8 D E

Show Annotation Tools START ANNOTATION ° & Side2 = |||A|7%||Clear An——Asaus Check Lo Racdangls Spathght

Record Mode Control Panel Annotation Shapes

& Fill - I i
[ outline ~
aus S
- Effects ™ Close
Style Close

f Slide Notes

Message to CDOT Employees

COLORADO
Department of
Transportation

Welcome to the training designed to assist you in understanding the concepts and requirements relating to Affirmative
Action. CDOT is committed to Equal Employment Opportunity and Affirmative Action for all Colorado residents.

At CDOT, we want to foster a work culture that values diversity and one in which all employees feel welcomed and
appreciated. We will not condone behavior that undermines our core values, which include a passion for dignity,
respect, and integrity.

You are encouraged to review the content of this training module. Your participation ensures all COOT employees have
o common understanding of Affirmative Action to help make us the best tronsportation department in the country.

CDOT is a partnerin a Stewardship and Oversight Agreement with the Federal Highway Administration (FHWA) and the
Jfoundation for CDOT's Affirmative Action plan is contained in 23 CFR Part 230 and the Federal Transportation
Administration (FTA) Circular4701.1.

Please take @ moment to review the following materic’
Affirmative Action Commitment Statement
«  Affirmative Action Report and Plan
«  600.0 PD Equal Employment Opportunity and Affirmative Action

Colorado Department of Transportation Slide 2

5. Click Clear All button | Eheeal | to remove the current annotation.

@ In this example, the arrow is displaying as large and is also orange. This is not the the
best arrow because it is both too large and the color is wrong. Let's start with changing

the size of the arrow to a smaller arrow.
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Narration
Marration
" Press 'Start Annotation’ to add your D E & Fill ~
Add Annotations @ 00:01:25 Re-annotate e ﬁ
annotations. v x . & Outline~
Show Annotation To START ANNOTATION ° & Side2 mp |||A|7||Cearan| ||[Arrow| Check  Crass Rectangle Spotlight T Save &
- - 2 e
Record Mode Control Panel Annotation Shapes Style Close

f Slide Notes

Message to CDOT Employees

COLORADO

Department of
Transportation

Welcome to the training designed to assist you in understanding the concepts and requirements relating to Affirmative
Action. CDOT is committed to Equal Employment Opportunity and Affirmative Action for all Colorado residents.

At CDOT, we want to foster a work culture that values diversity and one in which all employees feel welcomed and
appreciated. We will not condone behavior that undermines our core values, which include a passion for dignity,
respect, and integrity.

You are encouraged to review the content of this training module. Your participation ensures all COOT employees have
o common understanding of Affirmative Action to help make us the best tronsportation department in the country.

CDOT is a partnerin a Stewardship and Oversight Agreement with the Federal Highway Administration (FHWA) and the
Jfoundation for CDOT's Affirmative Action plan is contained in 23 CFR Part 230 and the Federal Transportation
Administration (FTA) Circular4701.1.

Please take @ moment to review the following materials:
Affirmative Action Commitment Statement

«  Affirmative Action Report and Plan

«  600.0 PD Equal Employment Opportunity and Affirmative Action

Colorado Department of Transportation Slide 2

I ——

y Effects -

6. Click Effects button = . The Effect menu displays.
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Narration
EH S B -
HOME INSERT DESIGM TRAMSITIONS ANIMATIOMNS SLIDE SHOW REVIEW VIEW ADD-TNS ARTICULATE 1 Prince, Jason M ~

i Q- B @060 L%, Bas

[@Importnudlo OHaIp and Support ~

Record Add . ) Quizmaker Engage Character Video Flash  Web Slide  Translate Player Preview Publish
Narration Annotations == Audie Editor Quiz  Interaction - - v Object~ Properties - — T ]
. i Animation »
Marration Insert Tools - -~
= 50% wobos _—

75%
v | 100%

Message to CDOT Employees e

150%

200%

COLORADO 250%
Department of 300%
Transportation

Welcome to the training designed to assist you in understanding the concepts and requirements relating to Affirmative
Action. CDOT is committed to Equal Employment Opportunity and Affirmative Action for all Colorado residents.

At CDOT, we want to foster a work culture that values diversity and one in which all employees feel welcomed and
appreciated. We will not condone behavior that undermines our core values, which include a passion for dignity,
respect, and integrity.

You are encouraged to review the content of this training module. Your participation ensures all CDOT employees have
a common understanding of Affirmative Action to help make us the best transportation department in the country.

CDOT is @ partner in a Stewardship and Oversight Agreement with the Federal Highway Administration (FHWA) and the
foundation for CDOT's Affirmative Action plan is contained in 23 CFR Part 230 and the Federal Transportation
Administration {FTA) Circulor 4701.1.

Please take a moment to review the following materials:

«  Affirmative Action Commitment Statement

« Affirmative Action Report and Plan

«  600.0 PD Equal Employment Opportunity and Affirmative Action

Colorado Department of Transportation Slide 2 :

SUDE20F16 [ B COMMENTS. Sl -

50%

7. Click Size =* 50% menu item to reduce the size of the arrow.

Q After this step you could test the size of the arrow by repeating steps four and five
above. In this example, you know that this is the right size. Now let's change the fill
color of the arrow from orange to green.

Monday, October 26, 2015 712




HEF COLORADO Create Annotation
G Departrent of
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Transpartation Work Instruction
Narration
Marration
" Press 'Start Annotation’ to add your . D E & Fill ~ —r B
Add Annotations @ 00:01:25 Re-annotate e
annotations. v x & Outline~
ow Annotation Tools i AR Arrow | Check Cross Rectangle Spotlight Save &
show Annotation Tools || ([[ETITRERALl © 4@ side2 g | [A%||Clearan] | [ATC TP ) Ertects | “Qlose
Record Mode Control Panel Annotation Shapes Style Close 9

f Slide Notes

————————

Message to CDOT Employees

COLORADO

Department of
Transportation

Jo\4

Welcome to the training designed to assist you in understanding the concepts and requirements relating to Affirmative
Action. CDOT is committed to Equal Employment Opportunity and Affirmative Action for all Colorado residents.

At CDOT, we want to foster a work culture that values diversity and one in which all employees feel welcomed and
appreciated. We will not condone behavior that undermines our core values, which include a passion for dignity,
respect, and integrity.

You are encouraged to review the content of this training module. Your participation ensures all COOT employees have
o common understanding of Affirmative Action to help make us the best tronsportation department in the country.

CDOT is a partnerin a Stewardship and Oversight Agreement with the Federal Highway Administration (FHWA) and the
Jfoundation for CDOT's Affirmative Action plan is contained in 23 CFR Part 230 and the Federal Transportation
Administration (FTA) Circular4701.1.

Please take @ moment to review the following materials:
Affirmative Action Commitment Statement

«  Affirmative Action Report and Plan

«  600.0 PD Equal Employment Opportunity and Affirmative Action

Colorado Department of Transportation Slide 2

Click Fill button 22 FII™ t6 display a menu of fill colors to choose from.

8.

9. Click the Green button ™! to change the fill color of the arrow.

o

of adding an annotation using the arrow style that was just created.

After this step you could test the color of the arrow by repeating steps four and five
above. In this example, you know that this is the right color. Now let's begin the process
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Narration

Marration

Press 'Start Annotation’ to add your S
Add Annotations oz 00:01:25 Re-annotate e v x D E
10 b Annatation Tools START ANNOTATION ° @ Sidez & || A ?za,l CIearAII| Arrow | Check  Cross Rectangle Spotlight

Record Mode Control Panel Annotation Shapes

L Fill~ I i
7 Outline =
Save &

=) Effects - Close
Style Clase

—e

Message to CDOT Employees

COLORADO
Department of
Transportation

Welcome to the training designed to assist you in understanding the concepts and requirements relating to Affirmative
Action. CDOT is committed to Equal Employment Opportunity and Affirmative Action for all Colorado residents.

At CDOT, we want to foster o work culture that values diversity and one in which all employees feel welcomed and
appreciated. We will not condone behavior that undermines our core values, which include a passion for dignity,
respect, and integrity.

You are encouraged to review the content of this training module. Your participation ensures all COOT emp loyees have
a common understanding of Affirmative Action to help make us the best transportation department in the country.

CDOT is @ partnerin a Stewardship and Oversight Agreement with the Federal Highway Administration (FHWA) and the
foundation for COOT’s Affirmative Action plan is contained in 23 CFR Part 230 and the Federal Transportation
Administration (FTA) Circular 4701.1.

Please take a moment to review the following materials:

«  Affirmative Action Commitment Statement

= Affirmative Action Report and Plan

= 600.0 PD Equal Employment Opportunity and Affirmative Action

Colorado Department of Transportation Slide 2

&f slide Notes

10.  Click the Start Annotation button to play the sound file. You
have listened to the file and are ready to add the annotations as you listen to the file based on

the timing of the narration.
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Narration
Marration
Add Annotations @ Playing... 00:00:18.6 || Re-annotate e v “ D E L Fill -
- 7 Outline -
Show Annotation Toals o o < sik2 = || 22| crear an | Arrvow Check Cross Rectangle Spotlight 3 Effects~ :
Record Mode Control Panel Annotation Shapes Style Close
Z Slide Notes
COLORADO
Department of
Transportation
Welcome to the training designed to assist you in understanding the concepts and requirements relating to Affirmative
Action. CDOT is committed to Equal Employment Opportunity and Affirmative Action for all Colorado residents.
At CDOT, we want to foster a work culture that values diversity and ene in which all employees feel welcomed and
appreciated. We will not condone behavior that undermines our core values, which include a passion for dignity,
respect, and integrity.
You are encouraged fo review the content of this training module. Your participation ensures all CDOT employees have
a common understanding of Affirmative Action to help make us the best transportation department in the country.
CDOT is o partnerin a Stewardship and Oversight Agreement with the Federal Highway Administration (FHWA) and the
foundation for CDOT's Affirmative Action plan is contained in 23 CFR Part 230 and the Federal Transportation
Administration (FTA} Circular 4701.1.
12 Flease take a moment to review the jolloywing materials:
11 tidl At # -Statgment
Affirmative Action Report and Plan
600.0 PD Equal Employment Opportunity and Affirmative Action 13
lorado Department of Transportation
| & | | ™ = 10:38 AM |
LOIT 3
E” & < @ \ < P @ s

11.  Click the area to right of the first bullet to annotate.

12.  Click the area to the right of the second bullet to annotate.

13.  Click the area to the right of the third bullet to annotate.

Q When you click to create the annotation, only the most recent annotation displays.
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. Fill =
Add Annotations m Playing... 00:00:34.7 Re-annotate x I I &'
15 ] : v E 7 Outline - L 16
14 Chow Amnotation Toale Wo @ S\idve2 S A a,"l|CIearAll‘ Arr'ow Check Cross Rectangle Spotlight 7 Effects - &
Record Mode Control Panel Annotation Shapes Style

——————————

Message to CDOT Employees

COLORADO

Department of
Transportation

o \-4

Welcome to the training designed to assist you in understanding the concepts and requirements relating to Affirmative
Action. CDOT is committed to Equal Employment Opportunity and Affirmative Action for all Colorado residents.

At CDOT, we want to foster a work culture that values diversity and ene in which all employees feel welcomed and
appreciated. We will not condone behavior that undermines our core values, which include a passien for dignity,
respect, and integrity.

You are encouraged to review the content of this training module. Your participation ensures all CDOT employees have
a common understanding of Affirmative Action to help make us the best transportation deparfment in the country.

CDOT is a partnerin a Stewardship and Oversight Agreement with the Federal Highway Administration (FHWA) and the
foundation for COOT’s Affirmative Action plan is contained in 23 CFR Part 230 and the Federal Transportation
Administration (FTA} Circular 4701.1.

Please take o moment to review the following materials:
Affirmative Action Commitment Statement
Affirmative Action Report and Plan

= 600.0 PD Equal Employment Opportunity and Affirmative Action

<

Colorado Department of Transportation Slide 2

i Slide Notes

14.
15.

16.

Click the Stop button ° after you have added all of the annotations.

To review the annotations, click the Play button ° The annotations display in the
order and time they were created.

H

Save &

Click the Save & Close button 252 to save your results and return to the
PowerPoint presentation.
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You have changed an annotation and added it to a presentation.
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E coar COLORADD Add a Quiz to the Presentation

2 De
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Purpose

Use this procedure to add a quiz to a presentation.
Trigger

Perform this procedure when you need to add a quiz you have created from a template to a
presentation.

Prerequisites

e The Quiz must be created and presentation open to the Articulate ribbon.
Menu Path
Use the following menu path to begin this transaction:

e None

Transaction Code

Articulate
Helpful Hints
e When importing the quiz it will appear after any slide you have selected.
o Review the title of the quiz when it appears to confirm you have imported the correct file.
o Click the Edit in Quizmaker button to review the quiz
e Any changes you make to the quiz in the presentation will also be saved in the file.

Monday, October 26, 2015

117




E cooT COLORADD Add a Quiz to the Presentation

G0y | Department of
7 | Tran

Transpartation Work Instruction
Procedure
1. Start the transaction from an open presentation in the Articulate ribbon.
PowerPoint
BHS 03 - 09212015_Course_Creating an eLearning Course Using Templates_Ver 01 - PowerPoint ? B - O X
HOME INSERT DESIGM TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW ADD-INS ARTICULATE 1. Prince, Jason M -
3 () (& Sync Animations a5 O o 3 Options = |
@ Q@ g a € ¥ (o % o 8 &
2 ot eHelpand Support~
Record Add N ) Quizrmaker Engage Character Video Flash  Web Slide  Translate Player Preview Publish
Marration Annotations " Audio Editor Quiz  Interaction - - ~  Object~ Properties - -
Narration Insert Tools Publish ~

s s

110
Create and Import a Quiz Create and Import a Quiz
e

Training Daveisper
Scenario: Roles:
In this ewercize you are perfarming the folowing
metions:

* Create » quizin Guiz Maker

- adding the quiz ta the Presentation

Training Developer
Scenario:

In this exercise you are performing the following
L] actions:
- Create a quiz in Quiz Maker

T R r—— «  Adding the quiz to the Presentation
B G s il T
-
F3
¥

Cslarase Depanmnt of Transpaetation

Notes

< TAB XX — Create a Quiz from a Template
< TAB XX — Add a Quiz to the Presentation

» Section 7- Agd s Resource Document

= section 8- A0c's Quiz uzing Quizmaker
; S~ con g oy This exercise is broken out into several exercises:

1. The process used to create a quiz in Quizmaker
2. The process to add a quiz that you created to your presentation

SUDE110 OF138 [[¥ = NOTES B COMMENTS E ;= B T -—4——+ 39 [

Quizmaker

2. Double left click Quizmaker Quiz button ~ Quiz . The Quizzes and Interactions
screen displays.
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Quizzes and Interactions

Quizzes and Interactions g
|| @ Quizmaker Quizzes iz Slih
@ Engage Interactions Create Mew...
E Flayer Tabs Add Bxisting....
Remove...
Edit quiz in Articulate Quizmaker...
Quiz Properties
When user passes: Closes Window
When user fails: Closes Window
Allow user to leave quiz: At any time
User may view slides after guiz: At any time
l Show in menu as: Single item
W Learn more about Quizmaker Quizzes and Engage Interactions

3. Click Add Existing... button . The Select Quizmaker Quiz screen

displays allowing you to navigate to the quiz.
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Select Quizmaker Quiz

Gh Metwork

Select Quizmaker Quiz =50
( — ——
Ou .+ How to Create an eLearning Course Using Templates » elearning Templates - |¢¢ | Search eLeaming Templates ol
—————
| Organize = New folder =« i |®|
. T MName . Date modified Type Size
4 = Desktop - Check Your Knowledge Section 02 10/13/20151:11 PM  Articulate Quizma... 520 KB
& Downloads E Check Your Knowledge Test file 10/13/20151:01 PM  Articulate Quizma... 864 KB
i Recent Places [B Course Assessment 10/7/20153:35PM  Articulate Quizma... 380 KB
I @ Section 01 Check Your Knowledge 10/7/2015 3:23 PM Articulate Quizma... 864 KB
.~ Libraries [8 Section 02 Check Your Knowledge - Copy ~ 10/7/2015 239 PM  Articulate Quizma... 876 KB
3 Documents E Section 03 Check Your Knowledge 10/7/2015 2:39 PM Articulate Quizma... 876 KB
J? Music
| Pictures
E Videos
N
1M Computer

File name: - [Quizmakel Quizzes(*.quiz) vl
L [ Open i'} { ancet }
4. Navigate to the folder containing the quiz you want to add to your presentation and left

click on the file. In this example, Check Your Knowledge Section 02

Check Your Knowledge Section 02 was selected.

Q There are two type of quizzes you are able to add to the presentation. The Course

Assessment can only be used once and is used by the LMS to "grade the quiz" The

Check your Knowledge quizzes are used to assess understanding and are not used by
the LMS and can be used as many times as needed.

5. Click Open button Open

to import the selected file into your presentation.
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Add a Quiz to the Presentation

Work Instruction

Quizzes and Interactions

Quizzes and Interactions

|| E Quizmaker Quizzes

@ Engage Interactions

E Flayer Tabs

Quiz slides

Section XX Chedk Your Knowledge (Slide 111

[ Edit quiz in Articulate Quizmaker. ..

Quiz Properties

When user passes:
When user fails:

Allow user to leave quiz:

IUser may view slides after guiz:

Show in menu as:

]
Add Existing
Remove

| Goes to Next Slide - |
| Goes to Next Siide -
| After user has completed quiz v
| At any time -
| Multiple items -

W Learn more about Quizmaker Quizzes and Engage Interactions

6. Click Close button to display the quiz you have imported into the

presentation.
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End of simulation.

m H - .@ s 09212015_Course_Creating an eLearning Course Using Templates Ver_01 - PowerPoint ? =

- 8 %
HOME INSERT DESIGN TRAMSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW ADD-INS ARTICULATE 1. Prince, Jason M ~

@i Q- 88 0808 Lo, BEE

0 Help and Support -

Record Add ) ) Quizmaker Engage Character Video Flash  Web Slide  Translate Player Preview Publish
Narration Annotations =3 Audio Editar Quiz  Interaction - - ~  Object~ Properties - -
Narration Insert Toals Publish »~
111 ' '
|——
Section XX Check Your Knowledge

Quiz - 1 question

Last Modified: Oct 13, 2015 at 01:11 PM

Om passing, ‘Finish’ button: Goes to Next Slide

O faifing. ‘Finish' betton: Ga eat Side

it s 10 bedw QUi Aot

User may view slides after quiz= At amy time

m ﬁ M W ﬂ Show in menu as: Mallipie tems

-
[ mm-m][{’gmm ] +
¥
Click to add notes
\-f

- Section 7- Add s Resource Document

= Sextion 8 and 2 Quiz using Quizmaker

= Section 3 - Create and Insert Aucio

= Section 10— Creste &n Ineraction using Repiey
= Section 11— Creste &n Interaction using Engage
= Section 12 - Frint anc Puslish & Course

- Conciusicn

SUDE 111 OF 139 NOTES B COMMENTS E

7. Review the details of the slide to ensure you have imported the correct quiz.
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You have added a quiz to your presentation.

For feedback on this document, please contact dot SAPSupport@state.co.us.
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Purpose

Use this procedure to create a a new Quizmaker quiz from the Check Your Knowledge or Course
Assessment template.

Trigger

Perform this procedure when you need to add a new Check Your Knowledge Quiz or Course
Assessment.

Prerequisites
e Questions must be complete and ready to be placed into the quiz.
Menu Path
Use the following menu path to begin this transaction:
e None
Transaction Code
Articulate
Helpful Hints
¢ Always create a project folder for your work. This will save you time searching for files
e Have the questions complete before you create the quiz
e Use the section name in the title of the file to help you find the file when importing and to
help you place the file once you place it in the PowerPoint.

e Only one course assessment can be used in the course, but multiple versions of the
Check Your Knowledge can be added to the PowerPoint

Monday, October 26, 2015 115
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1. Start the transaction from the desktop shortcut for Articulate Quizmaker '13.

The templates for the quizzes can also be imported into the presentation from the
Articulate tab by selecting Quizmaker Quiz =# Add Existing.

Desktop

.
- @ = @F

nrticalate
IOz

Double-click Articulate Quizmaker '13 shortcut
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Organize » Mew folder

-0 Favorites

& Downloads

| Recent Places

o Libraries
@ Documents

J? Music

[E=] Pictures

B videos

™ Com puter

“j MNetwork

[B Course Assessment Template

Date modified

10/13/201511:19 ...
10/13/201511:15 ...

- Check Your Knowledge Template

Type

Articulate Quizma...

Articulate Quizma...

File name:

- ’QuizTempla’(e (*.quiztermnplate) v]

| Open JV] ’ Cancel ]

3. Double left click on the template you want to use. In this example, Check Your

Knowledge Template

Check Your Knowledge Temnplate

Check Your Knowledge template.

o

response for a correct or incorrect response to a question.

was selected. Quizmaker opens with the

The process for creating a question is the same for Check Your Knowledge and the
Course Assessment. The main different in the Course Assessment does not have a

Monday, October 26, 2015
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ol

)

Articulate Quizmaker '13 - [Check Your Knowledge Template*]

a ' Check Your Knowledge Template™ - Articulate Quizmaker '13
Home Insert Design Animations View Help (7]
== cut = - =
[ P O b :a
Paste i Arrange Player Preview Publish
- Format Painter ? ) o &5 v -
Clipboard Font || Paragraph || Drawing H Publish ‘
r
|j Questions 2.1 Results Slide Ql.1Testque... X ] s
Groups * || Question -
1Que.. = . — —
Test question one H [y - - 4
Qi T, @& Correct Answerb T
© Wrong Answer 1 (=)|Feedback: [BY e v]
© Wreng Answer 2 38 shuffie: [An;wels ,]
© Wrong Answer 3 :1>Require: [Usel must answer ']
Timeline | Notes | v
— _ = - o = = 7< Bs . Feedback Layers bt
1s s 3s 45 s s 7s Bs 9%
Iﬁ @I | Lol \‘ T | | " —— |D T [ 1 =
iﬂ |_| Text Box | [=] Test question one 3 E ||| (] l:l Wrong Answer 3
» @ [ Potone: | _l| Pickone » ] l:l Wrong Answer 2
| IZI I:‘ Wrong Answer 1
= |:| Correct Answer b
un - o P . ﬂ D Test question one
Slide1 of 1 “CDOT Quiz Master” | 2@ T| a9% (=—Is—— (+1[]

E Form View

4, Click the Form Vie

o

button.

questions.

The correct response to the question is highlighted by a green dot in front of the question
and is always the first response. The template has been set up to randomize the

Monday, October 26, 2015
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Articulate Quizmaker '13 - [Check Your Knowledge Template*]

B | Wrong Answer 1
C | Wrong Answer 2
D | Wrong Answer 3

E Click to enter a choice

é =) = Check Your Knowledge Template® - Articulate Quizmaker '13
Home Help
& cut g e /4 (=) Feedback: | By Choice - i 5l =
< 172 (& B 7U baal D I :&
153 Copy lj 3® shuffle: | Answers - \—‘ =J lEI
; Graded  Survey Freeform Blank Slide 2} Media Sound || Player Preview Publish
[ Paste Question Question Question ; & Require: | User must answer - - - -
Clipboard Insert Text H Display | Insert || Publish |
- T
lﬂ Questions 2.1 Results Slide Q1.1Test que... X]
| | |
e ENTER THE QUESTION: o b
5 L = =
(i : : o
l C Form View | &3] Slide View
QT
ENTER THE CHOICES:
Choice Feedback &
A | Correct Answer b Way to go!

The correct answer is, "Insert
correct answer"
The correct answer is, "Insert

More...
correct answer"

The correct answer is, "Insert
correct answer"

More...

Slide1 of 1 "CDOT Quiz Master®

5.

As required, complete/review the following fields:

Field R/O/C Description
ENTER THE Required . . -
QUESTON The question you are asking of the participant

Example:
How many kilometers to a mile

Monday, October 26, 2015
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Articulate Quizmaker '13 - [Check Your Knowledge Template*]

e

é = | Check Your Knowledge Template® - Articulate Quizmaker '13

Home Help (7]

Cut ] ] 2 (=) Feedback: | By Choice - 3 5 =
L Iil i‘ L:ﬂ j —a— 3E shuffle: - \ﬁl @ gj ‘QJ :‘%I

Capy ANSWers
Graded  Surve Freeform Blank Slide "
[ Paste i )

X Media Sound || Player Preview Publish
Question Question Question & Require: | User must answer - - < -
Clipboard Insert || Text H Display | Insert || Publish |
T
;I Questions 2.1 Results Slide Ql.1Testque... X ] .
| | |
e ENTER THE QUESTION: o b
1Que... = || How many kilometers to a mile — —
i
l C Form View | &3] Slide View ‘
QT
ENTER THE CHOICES:
7 __\ Choice Feedback &
6 :\r Correct Answer Way to go!
[ i

The correct answer is, "Insert

B | Wrong Answer 1 M
correct answer

The correct answer is, "Insert

More...
correct answer"

C | Wrong Answer 2

The correct answer is, "Insert
correct answer"

D | Wrong Answer 3 More...

E Click to enter a choice

Slide1 of 1 "CDOT Quiz Master®

Correct Answer

6. Click the Correct Answer b text to
select.
7. As required, complete/review the following fields:

Field R/O/C Description

Correct Answer Required

The correct answer to the question you are
asking of the participant

Example:
1.6
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Articulate Quizmaker '13 - [Check Your Knowledge Template*]

= T Check Your Knowledge Template® - Articulate Quizmaker '13

Cut ] ] 2 (=) Feedback: | By Choice - 3 5l =
4 e 2 B U hal O o 5
¥
Copy j 3® shuffle: | Answers - \—‘ =J E‘
; Graded  Survey Freeform Blank Slide X Media Sound || Player Preview Publish
[ Paste Question Question Question & Require: |User must answer - - - -
Clipboard Insert | Text H Display | Insert || Publish |
T
| 2 Questions 2.1 Results Slide Q1.1How man... X] =
| | |
e ENTER THE QUESTION: o b
1Que... = || How many kilometers to a mile — —
"
l C Form View | &3] Slide View ‘
[FED
ENTER THE CHOICES:
Choice Feedback &

1.6

A Way to go!

.
The correct answer is, "Insert
correct answer"

3[ Wrong Answer 1

The correct answer is, "Insert

More...
correct answer"

C | Wrong Answer 2

The correct answer is, "Insert
correct answer"

D | Wrong Answer 3 More...
E

F

Slide1 of 1 "CDOT Quiz Master®

Wrong Answer 1

8. Click the Wrong Answer 1 text to select.
9. As required, complete/review the following fields:
Field R/O/C Description
Wrong Answer 1 Required Enter an incorrect response to the question.
Example:
4
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Articulate Quizmaker '13 - [Check Your Knowledge Template*]

1 -—‘
10

Slide 1 of

C[ Wrong Answer 2

=]

Wrong Answer 3

é 1 = ) ) = Check Your Knowledge Template™ - Articulate Quizmaker 13 J
Home Help (7]
Cut ey N — /3 lé{ Feedback: | By Choice - E = - =
v = E B G | @ O 2
W E |
Copy j 3 Shuffle:  |Answers - u :J I‘
; Graded  Survey Freeform Blank Slide Media Sound || Player Preview Publish
[, Paste Question Question Question & Require: | User must answer - - - -
Clipboard Insert | Text || Display | Insert H Publish ‘
T
[ 2| Questions 2.1Results Slide QL1Howman... X w -
| | |
Groups ENTER THE QUESTION: Question e
1Que... » || |How many kilometers to a mile — —
W
l C Form View ‘ | | Slide View ‘
@ H
ENTER THE CHOICES:
Choice Feedback o
A | Lo Way to go! Mare...
"
B |* The correct answer is, "Insert —

correct answer"
The correct answer is, "Insert
correct answer"
The correct answer is, "Insert
correct answer"

Mare...

Moare...

e A1

1  “CDOT Quiz Master”

10.
11.

Wrong Answer 2

Click the Wrong Answer 2

text to select.

As required, complete/review the following fields:
Field

R/O/C

Description

Wrong Answer 2

Required

Enter an incorrect response to the question.

Example:
2.6

Monday, October 26, 2015
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Articulate Quizmaker '13 - [Check Your Knowledge Template*]

[
L

13 -—\
12

correct answer"
The correct answer is, "Insert

é 1 = ) ) = Check Your Knowledge Template™ - Articulate Quizmaker 13 J
Home Help (7]
Cut ey N — /3 lé{ Feedback: | By Choice - E = - =
v = E B G | @ O 2
W E |
Copy j 3 Shuffle:  |Answers - u :J I‘
; Graded  Survey Freeform Blank Slide Media Sound || Player Preview Publish
[, Paste Question Question Question & Require: | User must answer - - - -
Clipboard Insert | Text || Display | Insert H Publish ‘
T
2| Questions 2.1Results Slide QL 1Howman... X w =
Groups ENTER THE QUESTION: Question e
1Que... » || |How many kilometers to a mile — —
W
l C Form View ‘ | | Slide View ‘
@ H
ENTER THE CHOICES:
Choice Feedback o
A | Lo Way to go!
The correct answer is, "Insert
B | 4 ’ More...
correct answer"
2.4 The correct answer is, "Insert
c :

B[ Wrong Answer 3

m

More...
correct answer"

e v 2
e A1

Slide1 of 1 “CDOT Quiz Master”

12.
13.

Click the Wrong Answer

Wrong Answer 3

3

text to select.

As required, complete/review the following fields:

Field

R/O/C

Description

Wrong Answer 3

Required

Enter an incorrect response to the question.

Example:
.6
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Articulate Quiz

maker 13 - [Check Your Knowledge Template*]

— '| | ) = Check Your Knowledge Template® - Articulate Quizmaker '13 J
i Home Help (7]
E—y — ;_ B I U 'égFeedback: By Choice - =) 1 =
Copy Iﬂ ‘ﬂ I"A —I ﬁshufﬂe: Answers - |—| Ii gj IQJ I‘
. Graded  Survey Freeform Blank Slide *‘? , . Media Sound || Player Preview Publish
[ Paste Question Question Question & Require: |User must answer - - - -
CI\pboardH Insert || Text || Display Il Insert | Publish |
| Questions 2.1Results Slide [ Q1.1Howman... 3 | =
Grous ENTER THE QUESTIOMN: Question -
1Que... v | How many kilometers to a mile - -
_ [,u Form View ‘.j Slide View ‘
Qi HL
ENTER THE CHOICES:
Choice Feedback -
A | 16 Way to go!
ol s The correct answer is, "Insert -l
14 = rcorrect answer" i 15
Th ct , "Insert
16 o a— e et aner "
17 " The correct answer is, "Insert 19
18 D ® correct answer" [M
E
F
G
H n
I
]
s OISO T
Slidel of 1 “CDOT Quiz Master”
The correct answer is, "Insert
14.  Click row B under the Feedback column correct answer" to select.
@ The Feedback column is used to let the participant know if they got the correct response
3 to the question. In this example, "Way to go!" will display if the answer if correct. If the
answer is incorrect then they a prompted with the correct answer.
15. As required, complete/review the following fields:
Field R/O/C Description
Row B Feedback Required e i .

q This field is used to display what the correct
answer is for a participant. This is important
in the Check Your Knowledge section
because this is the only way they participant
will know the correct response to the
question. This is not filled in if you are
creating a Course Assessment.

Example:
1.6
The correct answer is, "Insert
. ]
16.  Click row C under the Feedback column Correct answer to select.
17. As required, complete/review the following fields:
10/15
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Field R/O/C Description

Row C Feedback Required This field is used to display what the correct

answer is for a participant. This is important
in the Check Your Knowledge section
because this is the only way they participant
will know the correct response to the
question. This is not filled in if you are
creating a Course Assessment.

Example:
1.6

The correct answer is, "Insert
18.  Click row D in the Feedback column correct answer" to select.

19. As required, complete/review the following fields:
Field R/O/C Description

Row D Feedback Required This field is used to display what the correct

answer is for a participant. This is important
in the Check Your Knowledge section
because this is the only way they participant
will know the correct response to the
question. This is not filled in if you are
creating a Course Assessment.

Example:
1.6
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Articulate Quizmaker '13 - [Check Your Knowledge Template*]

2| ) = Check Your Knowledge Template® - Articulate Quizmaker 13
Home Help (7]
Cut ey N — /3 lé_'{ Feedback: | By Choice - = - =
4 9 2 B 7 u | @ O g s
Copy lj @ Shuffle: | Answers - tj
§ Graded  Survey Freeform Blank Slide 2) -] Media Sound || Player Preview Publish
[, Paste Question Question Question & Require: | User must answer - - - -
Clipboard Insert Text | Display | Insert H Publish ‘
= r
| 2| Questions 2.1Results Siide QL1Howman... X w .
| |
Graups ENTER THE QUESTION: Question e
1Que... » || |How many kilometers to a mile — —
W
l C Form View ‘ L[ Slide View ‘
att .o
ENTER THE CHOICES:
Choice Feedback o
A | Lo Way to go!
B | 4 The correct answer is, "1.8"
C | 26 The correct answer is, "1.6"
The correct answer is, "1.6"
E
F
G EE=UTNES
‘s
H =
:
I
]
- saen e co—  —
Slidel of1  "CDOT Quiz Master®

20. Click Save = to save the quiz.

Q The Template has three Questions pre-populated. If you have less right click to delete a
question. If you are creating a Course Assessment select the Graded Question button
to create more questions.
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Save As
i “\../I | | pri_ncej + Desktop » How to Create an elearning Course Using Templates » elearning Templates h el i lates Pl
Organize + MNew folder @
‘v Favorites MName : Date modified Type Size
Bl Desktop B Check Your Knowledge Test file 10/13/20151:01 PM  Articulate Quizma... 864 KB
& Downloads B Course Assessment 10/7/2015 3:35 PM Articulate Quizma... 380 KB
| Recent Places [& Section 01 Check Your Knowledge Articulate Quizma... 864 KB
[& section 02 Check Your Knowledge - Copy Articulate Quizma... 76 KB
= Libraries B Section 03 Check Your Knowledge 10/7/2015 2:39 PM Articulate Quizma... 76 KB
B Documents
J’ Music
|| Pictures
E Videos
|
. Computer
i‘h MNetwork
File name: T 21
Save as type: [Quizmaker Quiz (*.quiz) v]
4 Hide Folders [ save | F—comee—]
g
21. As required, complete/review the following fields:
Field R/O/C Description
File name: Required P '
q This field is used to store the name of the file
and the quiz. Enter the section number if it is
a Check Your Knowledge. Ifitis the Course
Assessment, enter only "Course
Assessment".
Example:
Check Your Knowledge Section 02
Save

22. Click Save button
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Articulate Quizmaker '13 - [Check Your Knowledge Section 02.quiz]

Check Your Knowledg

ction 02.quiz - Articulate Quizmaker 13

Home Help
Cut et s 2 I'él Feedback: By Choice - E ==
g @3 = o @ B M 2
Copy 3E Shuffle: | Answers -
Graded  Survey Freeform Blank Slide ? . Media Sound || Player Preview Publish
Paste || Question Question Question & Require: | User must answer - - -
Clipboard Insert Text Display Insert Publish
2 Questions | 2.1Results Slide [ Q1.1How man... X} -
Groups ENTER THE QUESTION: Question -
1Que... » || [How many kilometers to a mile —
W
l G Form View ‘ | Slide View l
(R
ENTER THE CHOICES:
Choice Feedback
A | Lo Way to go!
B |4 The correct answer is, "1.6"
C | 26 The correct answer is, "1.6"
D 6 The correct answer is, "1.6"
E o0 enter a choice
F
G EEEUTUNES
“1s
H "
s
I
]
ety —  —
Slide1 of 1 "CDOT Quiz Master”

23.  Click Close M
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You have created a quiz from the the Articulate template.

For feedback on this document, please contact dot SAPSupport@state.co.us.
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Purpose

Use this procedure to import or confirm a template to a new or existing course.

Trigger

Perform this procedure when you need to confirm or import a template.

Prerequisites

e PowerPoint must be open
e The Articulate ribbon must be selected

Menu Path

Use the following menu path to begin this transaction:

e N/A

Transaction Code

Articulate

Helpful Hints

e There are four templates which you can use to display a course. The templates have been
created to help the user navigate the course.The primary difference between the courses is
the functionality turned on or off in Features. The templates are:

o

Multi-Section Course Template No Sound - This template is used when you
have a course with no sound and multiple sections. In this template the notes,
volume, play/pause, Seekbar and Elapsed and total time features are deactivated.
This template should only be used with the Multi-Section Course PowerPoint
Template.

Multi-Section Course Template with Sound - This template is used when you
have course with sound and multiple sections. In this template the the notes,
volume, play/pause, Seekbar and Elapsed and total time features are activated.
This template should only be used with the Multi-Section Course PowerPoint
Template.

One Section Course Template No Sound - This template is used when you
have course without sound and one section. In this template the the notes,
volume, play/pause, Seekbar and Elapsed and total time features are deactivated.
This template should only be used with the One Section Course PowerPoint
Template.

One Section Course Template with Sound - This template is used when you
have course with sound and one section. In this template the the notes, volume,
play/pause, Seekbar and Elapsed and total time features are activated. This
template should only be used with the One Section Course PowerPoint Template.

Monday, October 26, 2015
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Procedure
1. Start the transaction from an open presentation from the Articulate ribbon.
PowerPoint
@ E - .’E 5 (09212015_Course_Creating an eLeaming Course Using Templates_Ver 01 - PowerPoint T H - & X
HOME INSERT DESIGM TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW ADD-INS ARTICULATE 1. Prince Jason M -
# 7 o = =
’i f[\@ (@ Sync Animations a é !.g @ Q% q:] aﬁ 8% Options gj Ig] 2=
@ImportAudio N X - eHeIp and Support ~ T —
Record Add N o Quizmaker Engage Character Video Flash  Web Slide  Translate Player Preview Publish
Marration Annotations " Audio Editor Quiz  Interaction - M v Object~ Properties - -
Narration Insert Tools Publish -~
erms and Concepts
Terms and Concepts
. Term
Preview A display of what a course would look like if it were

published. This is commonly used to test functionality
YOu a@re creating.

Publish The final view of the course in HTML 5, MS Word, or
other format. Publishing is also done prior to uploading
the final file into the LMS.

Identify Publishing Settings

"

Notes: :

< Tab 01 - Terms and Concepts

ng a Presentation

» The following terms are critical to your understanding of this
section of the course.

» Additional terms are located in the Terms and Concepts document
located in the reference materials.

- [f you do not understand the term, please ask for additional

SUDE126 OF138 [[%

= NOTES B COMMENTS E ;= B T -—F——+ 49% [H

g

Player
2. Double left click the Player button to display the Player Properties window.
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Gy | De
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Player Properties - Multi-Section Course Template with Sound

. . . § =
Player Properties - Multi-Section Course Template with Sound —
|1 Properties
5 n Colors & Effects n
3 || ™ o—
Faamres Menu Rescurces G\ossarv Current
Ot‘ner Player ~
Layout Custom Flayer
Preview - Multi-Section Course Template with Sound
Player Tabs
Topbar Left il
Topbar Right
Resources =
aﬂ 100:10 0010} I Av r_: x;'c::: bo
Sidebar m —
1.5wu1 -
Menu il 2.58a2 =
~ 3.58de3 =
3.1 Coune Agerda
B || A, Coursa Agands
5. Coursa Leaming Otiactivas
&, Paispaet Inboductians
7. Laaming Loyistics
Features 8. Vour Camtributions s Lasring
9. Did yeu knere..
[T Title Affimmative Action in Employment ::’:::
12 Section 1 Laarning Objethes
idebar: i - 13 Term s Concapts
Sideb On Right
34, Torms aodt Concapts
Logo (Picture2 emf) 15 Rakes Raspornbla for Creating T
16 SME PorwerPaint Training Duval..
[ Presenter 7. SMIE orwee P Training Dova..
Elapged and total time
L » (] < PREV MEXT 3
Controls
alume = uires menu, ar
Val Search i Seekb
Play /Pause
I @ Learn more...

3. Click Current Player to display a menu of options.
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Desktop
[ | Player Properties - MUlt-Section Course Template with sound & 5
m Properties
= Colors & Effects
0 [ = o
Features ||| Menu Resources Glossary Aa Text Labels Current
@ Other ‘ Player -
Layout Data Custom Open 3
= save Preview - Multi-Section Course Template with Sound
Player Tabs
Save as...
4 Topbar L Import...
Topbar Right Export...
[

Resources 5| Reset

Bt 7 Delete [? s sa | AN |SotoR00
Sidebar n Mo Gosary  Mates

15801 -
hews - 2. 56da 2
- 353

3.1 Coursa Agends
wr 4. Course Aganda
5. Coursa Laming Ojactives

& Pamipies Intrudutions:

7. Laarming Logities
Features 8. Your Contributions ba Lasrring

5. D you kna

10.5ia11

[ Title Affirmative Action in Employment

11 Coursa Aguncta
12 Suctten 1 Lasering Dbjecties
Sidebar. On Right - 43 Taerns ant Concepts
14 Torma and Cancapts
Logo {Picture 2. emf) 15 ks RespoRaRiG for CIRATNG T
16 SME PowerPoint Training Daval_.
|| Presenter 17, SMAE Pessse Peint Training Daval_
18 aLaarming Truining Duvicpmns
Elapsed and total time 40 i Tt Pk
/L. O < PREV MEXT 3 Search... Q
Controls
Volume Search (Requires menu) Seekbar
Flay [ Pause

By

e | m ° N

4. Click Import e to display the Open window where you can navigate to
the correct template.

Q The name of the template displays at the top of the page. In this example, the current
template is incorrect and needs to be changed from "Multi-Section Course Template
with Sound" to "Multi-Section Course Template No Sound". If the template is correct
then no further action is required.

5. Navigate to the Articulate template folder
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HILF COLORADO Add or Confirm Template

? Department of
TrnspGrmtion Work Instruction
Open
Open — - W g
@(—\Jv| . » How to Create an eLearning Course Using Templates » Articulate Templates - | +3 | | Search Articulate Templates L |
Organize v New folder 0 @
¢ Favorites MName Date modified Type Size
=
6 = Desktop I <&+ Multi-Section Course Template No Sound  10/12/20157:49 AM XML Document 95 KE|
& Downloads ] Multi-5ection Course Template with Sou...  10/12/20157:48 AM XML Document 95 KB
il Recent Places 2] One Section Course Template No Sound 10/12/20157:53 AM XML Document 95 KB
[Z] One Section Course Template with Sound  10/12/20157:54 AM XML Document 95 KB
o Libraries
@ Documents
J? Music
|kl Pictures
B videos
1M Computer
‘Ih MNetwork
File name: Multi-Section Course Template No Sound - ’PIa_',rels (*xml) v] )
[ Open |vJ ’ Cancel ]
6. Double left click the correct template. In this example, Multi-Section Course

Template No Sound Multi-Section Course Template Mo Sound was selected.
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G0y | Department of
. Transpartation

or Confirm Template

Work Instruction

Player Properties - Multi-Section Course Template No Sound

Player Properties - Multi-Section Course Template Mo Sound e
|1 Properties
Colors & Effects
3 g = ]
Features ||| Menu Resources Glossary AaTextLabels Current
@} Other Player ~
Layout Data Custom Flayer
Preview - Multi-Section Course Template No Sound
Player Tabs
Topbar Left =l
Topbar Right
Resources =
B s | AN|coions00
Sidebar [ |
Monu  laszsry
Menu 1.sudat -
i 2. Shda 2 =
* 3.5de3
1.1 Coursa Agerda
o> 4. Coursa Aganda
5. Courss Laaming Objactives
6. Fatipnt Intuductions
o 7. Laarniey Logisics
2. Vour Contibutions ts Luzening
9. Did yeu know...
[ Title Mfimative Action in Employment 10 Side 11
11 Coursa Aganda
Sidebar: On Right - e —
) 44, Terms and Concepts
Logo (Picture2 emf) 15 R Rasponsbla for Craating ..
16. SME PowrPoint Training Daval-.
[[] Presenter e
[ Elapsed and total time P f— P a
Controls
[ Velume Search {Requires menu) [ Seskbar
|1 Play / Pause
o e BER
7. Click the OK button.
Monday, October 26, 2015 Preliminary 6/8




HILF COLORADO Add or Confirm Template
"'_;r‘ Department of

Transpartation Work Instruction
PowerPoint
@ E - @ 5 (09212015_Course_Creating an eLeaming Course Using Templates_Ver 01 - PowerPoint T H - & X
HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW ADD-INS ARTICULATE 1. Prince, Jason M ~
3 # T 3 —
@ f[\e (@ Sync Animations @ @ !.g @ Q% N :] aﬁ 8% Options Q IEI a8
j‘:a Import Audio e Help and Suppaort =
Record Add N o Quizmaker Engage Character Video Flash  Web Slide  Translate Player Preview Publish
Marration Annotations " Audio Editor Quiz  Interaction - M v Object~ Properties - -
Narration Insert Tools Publish ~
126

Terms and Concepts

Terms and Concepts

[ ferm [ Definiin _______|
Preview A display of what a course would look like if it were
published. This is commonly used to test functionality
YOu a@re creating.
Publish The final view of the course in HTML 5, MS Word, or 8
other format. Publishing is also done prior to uploading
the final file into the LMS.

Identify Publishing Settings

Notes:

< Tab 01 - Terms and Concepts

Previewing a Presentation

» The following terms are critical to your understanding of this
section of the course.

» Additional terms are located in the Terms and Concepts document
located in the reference materials.

- [f you do not understand the term, please ask for additional

SUDE126 OF138 [[% = NOTES B COMMENTS E ;= B T -—F——+ 49% [H

8. You have completed the process.
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You have displayed and changed a template in Articulate.

Monday, October 26, 2015 Preliminary 8/8



Tab 27 - Publish to LMS or MS Word
Storyboard

Creating an elLearning Course Using Articulate







E B COLORADO Publish a course as aZIP or MS Word Storyboard

"-"_;r' Department of
Transpartation Work Instruction

Purpose

Use this procedure to publish a completed course to a format that can be uploaded to the LMS or
published as a storyboard.

Trigger

Perform this procedure when you have completed a course and are ready to have it uploaded to the
LMS or published as a stroyboard.

Prerequisites
e None

Menu Path

Use the following menu path to begin this transaction:
e N/A

Transaction Code

Articulate

Helpful Hints

e In order for the file to be uploading into the LMS it must be saved as a Zip file.
¢ Do not publish the storyboard to the LMS.
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copor COLORADO Publish a course as aZIP or MS Word Storyboard
‘-'_;; Department of
: Transportation Work Instruction

Procedure
1. Start the transaction from an open PowerPoint Presentation with the Articulate ribbon
selected.
Desktop
m E -0 @ 5 (09212015_Course_Creating an eLeaming Course Using Templates_Ver_01 - PowerPoint ?T H - & X
HOME INSERT DESIGN TRAMSITIOMS ANIMATIONS SLIDE SHOW REVIEW VIEW ADD-INS ARTICULATE 1. Prince Jason M -
i [ - ) - : sy I
’i f[\g @’Syncnmmat\ons @ @ !Dg @ Q% : :] aa @Optlons gj lg a
j‘:a Import Audio e Help and Suppaort = —_—2
Record Add N ) ) Quizmaker Engage Character Video Flash  Web Slide  Translate Player Preview Publish
Marration Annotations = Audio Editor Quiz  Interaction - M *  Object~ Properties - -
Narration Insert Tools Publish -
= Publish
Terms and Coniceps |dent|fy Publ |sh i ng Setti ng Publish this presentation to a variety of
formats.
T Ea. articulate
mﬁ'“ﬂn g‘ Tell me maore
tempiate for the  STEWEY
typaof course

Freview the Q
entire course '

looking for errors (SRR

Select Publish to =
pubdish to LMS or - —

Identify Publishing Settings !
Wi

4

d
(stonyboard) | 7
z
ot vnoco |
L. FISVIEW LUIE ST CWUUIST IVURITY IV SHIWIS — ULy LIS 3uep <

you want to select the preview option and select all slides. This
allows you to see the course and determine if there are any errors.

3. Select Publish to publish to LMS or Work Format — This is the
final step bf working with Articulate if you are publishing to the
LMS. If you are publishing a storyboard it needs to be reviewed
and any changes made to the notes section of the course.

4. Work with OED and upload the course to the LMS — This is not
one of the Articulate steps, but in order for the course to be taken
it needs to be uploaded into the LMS.

SUDE127 OF138  [[* = noTEs B COMMENTS E ;= B 7 -—4——+ 49% [

Previewing a Presentation

Publish
2. Click Publish button to display the Publish menu.
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COLORADO Publish a course as aZIP or MS Word Storyboard

LY

Department of
franspartation Work Instruction
Publish
Publish x
PRESEI’\ITER"I 3 PUBLISH TO WORD FOR

REVIEW AND HANDOUTS

Title and Location

WERB

Title: Affirmative Action in Employment

ARTICULATE Description:
OMLINE

£l

Properties

cD Presenter: [{Noneselected] v] E]

Output type: [Storvboard -

WORD

&
e Folder: - \Users\prince] s ects (=]
W

#® Learn more about publishing [ Publish ] [ Cancel ]

3. Click Title: fielg Affirmative Action in Employment and change

title of the course to the name of the current course. In this example, the title was changed to
"Creating an eLearning Course Using Templates".
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COLORADD Publish a course as aZIP or MS Word Storyboard
Av Department of
: Trnsportation Work Instruction
Publish
Publish
13 PUBLISH TO WORD FOR
PRESENTER REVIEW AND HANDOUTS

@ WEB Title and Location
Title: Creating an eLearning Using Templates E]

@ ARTICULATE Description:

L ONLINE

— Folder: C:\Users\princej\Documents\My Articulate Projects E]

4 - E LMS

Properties

[;-:/l cD Presenter: [[None selected) v] E
Output type: [smryboard -

W| WORD

1
@ Learn more about publishing l Publish ] [ Cancel ]
= LMs

4, Click LMS button

ﬁ Clicking on the Publish button at this point creates a MS Word Document formatted as a

storyboard.
5. Perform one of the following:
If Then
You want to publish the course as a Click the Publish button.
storyboard...
You want to publish the course as a zip... |Continue to step 6
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Publish a course as aZIP or MS Word Storyboard

Gy COLORADO
‘g‘r‘ Department of
A Transportation Work Instruction

Click Publish to publish the course.

6.
Q You must publish the course before you can create the zip file that can be uploaded into
the LMS.
% Before selecting Publish confirm you have SCORM 1.2 as the output option.
Publish Successful
X

Publish Successful

What would you like todopow? | 7

‘ @ View Preseptation ‘

Q, Congratulations!

"Creating an eLearning Using Templates™
was published successfully,

= T al =
FTP

Email 7ip Open
Folder

Close

@ Learn more about publishing

—

]

—

7. Click the Zip button ZP o save thefile as a Zip file.
If you want to view the presentation you can do so by selecting the View Presentation

Q option.

5/7
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‘-'_;; Department of
: Transportation Work Instruction

My Articulate Projects

@ | » Computer » OSDisk (C) » Users » princej » My Documents » My Articulate Projects »
= = s = =

= — — — - =
Organize » a: Open with WinZip ~ Share with + Print E-mail Burn Mew folder
¥k Favorites Name : Date modified Type Size
Bl Desktop 1 08072015_Course_Creating a Course Usin...  9/21/2015 5:57 PM File folder
& Downloads 1 09212015_Course_Creating an eLearning ...  9/23/2015 5:18 PM File folder
:‘,__w Recent Places \ Affirmative Action in Employment - Pres...  10/12/20159:20 AM  File folder
| Affirmative Action in Employment Traini..  10/6/2015 2:07 PM File folder
4 Libraries \ Course Cover Page (Hidden) - Presenter..  9/22/2015 4:47 PM File folder
@ Documents \u Creating an eLearning Using Templates -...  10/12/20154:41 PM  File folder
JT Music | E:_ Creating an eLearning Using Templates 10/12/2015 459 PM  WinZip File 22,711 KB
[E=] Pictures
B videos
8
18 Computer
i‘ﬂ Metwork
e 13 Creating an eLearning Using Templates Date modified: 10/12/2015 4:59 PM Date created: 10/12/2015 4:59 PM
WinZip File Size: 22.1 MB
_ﬁ
8. The course has been published as a zip file and is ready to be uploaded into the LMS.
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Department of
N Transy Work Instruction

You have published a course as a zip file or an MS Word document.

For feedback on this document, please contact dot SAPSupport@state.co.us.
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