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1.16

Expanded the instructions for the Sim Dialog Video
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1. Setting up graphic properties for a course
The Properties tab, which is available from the Course node, allows you to set color preferences for
Static/Dynamic Pointers and Area Highlighters.
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Figure 1 : Screengrab of Properties Tab in Synergy

By default, both pointer and highlighter colors are set to yellow.

Note: Only SkillSoft personnel or the Lead Designer should ever edit these settings.

Changing the pointer color
1. Select a color from the available colors in the Static/Dynamic Pointer Color drop-down list.

Changing the Area Highlighter color
1. Click the Choose Color button associated with Area Highlighter Color.

2. Select a color from the swatches available.

a. Alternatively, specify a color by entering HSB values for a color in the HSB tab, or enter
RGB values in the RGB tab.
3. Click OK.
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Enabling Video in a Course
In most courses, video is enabled by the person planning or scripting the course. However, when video is

being added to a course retroactively, you may need to use the Video tabbed page on the course node to

set the course up to include video.

To enable video in a course, you complete these steps:

1.

Select the Course node in the Outline pane, and then click the Video tab in the Content pane to
open the Video tabbed page.

Determine which platform you would like to enable video for, and determine which format of
video you would like to enable. Select the appropriate video format checkbox for the platform
you wish to enable.

Click the Apply button.

When a video format has been selected, two spin boxes on the Video tab are enabled. These spin
boxes allow you to set a default size for the videos in Video Standard Caption pages. The settings
chosen here can be overridden on the individual pages. The default setting here is the maximum

video size, 768 x 432.

Video Standard Caption Width | 7685 Height | 432 =

Note: For information on configuring the settings on the other Course node tabbed
pages, or for information on completing general tasks in Synergy (i.e. not Graphics-
specific), you should refer to “Section 1: Introduction to Synergy” in the Writing Tab
Manual.

Enabling Tablet Supportin a Course

To enable Tablet Support in a course, you complete these steps:

1.

Select the Course node in the Outline pane, and then click the Properties tab in the Content pane
to open the Properties tabbed page.

2. Click the Tablet Ready checkbox

3. Not all Synergy templates will play on a Tablet device. If the course contains any unsupported

templates a dialog box will appear to warn you. You may have to delete the templates, replace
them with alternatives, or decide not to convert the course to Tablet.

4. When a course is played on a Tablet device it will require some new versions of the media files.
See the Tablet Media File Conversion guideline for details of the files that must be supplied and
how to convert them. The Synergy audit will detect if any of these files are not present in a
Tablet-enabled course.
Graphics Tab Manual Visual_Design_Graphics_Tab_Manual

Last saved by: Ray Cunningham Date: 07 August 2014 Page 7 of 177



Integrating Video in a Course
Video must be integrated at topic level within a course. To integrate video in a topic, you complete these
steps:

1. Name the video files as per the filenames indicated in the relevant pages in Synergy

2. Using Windows Explorer, copy the video files into the media\video folder at topic level in the
Synergy course structure

Integrating Audio in a Course
Audio must be integrated at topic level within a course. To integrate audio in a topic, you complete these
steps:

1. Name the audio files as per the filenames indicated in the relevant pages in Synergy

2. Using Windows Explorer, copy the audio files into the media\audio folder at topic level in the
Synergy course structure
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2. Understanding the link between the Writing tab and the Graphics tab

Using information from the Writing tab
The Writing tab is where the textual content for each page is entered by the writer. However, it also
contains important information for the designer:

e Narrative text
This is the text that will appear on screen and accompany your design. You should always read
this text before designing your page, so that you know what your design should illustrate.

e Graphic Direction
The writer provides specific directions to the Visual Designer in the Graphic Direction text field.
This may include suggestions for graphics, graphic requirements for the page, or required Graphic
Text to be incorporated into the page design.

e Graphic Text
The writer may specify graphic text in the Graphic Text field. There are three types of graphic
text:

e "plain" graphic text that overlays the graphic background
e hotspot text, which is graphic text that then becomes clickable on an Explore Graphic page
e text embedded in visuals such as charts, graphs, etc.

e Alt text
Alternative text is text which describes the on-screen graphics for screenreader users. If the
writer has provided alternative text, you must ensure that your design for the page supports this
text.

e Graphic References
These are references to screengrabs and other graphics, which may form the basis for the page
design.

1. When a page element is selected in the Select tab, the narrative text for that page element is
displayed in the main graphics pane.

2. By default, the Graphic Direction window is displayed in the Graphics tab.

a. If the Graphic Direction window is not displayed, you can view it by selecting View —
Show Window — Graphic Direction.

3. Toview the Graphic References, Graphic Direction, Alt text, and Graphic Text for each page
element, select each element in turn from the Page element drop-down list in the Graphic
Direction window.
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Assigning Static and Draggable screen layouts
The Draggable checkbox enables you to determine whether the page is static or draggable.

Writing | Graphics [[]Draggable | EESREEgE ~

File Edit ‘iew Favorites Tools Help

To view the rollover, you must preview the page.
The off state of the buttan is visible initially.

Welcome

Welcome to the Northglenn Fitness Club in Northglenn, Colorado
and has since grown to be the premier fitness club in this state
and take a personal tour!

The personal life and self-care choices you make can greatly af
Physical activity reduces stress, strengthens the heart and lunc
levels, helps you maintain and achieve a healthy body weight -
outlook on life.

It is very important to integrate exercise into daily life. Researcl
Am =t b i H A immbailieo Lh)e

Figure 2 : The standard static layout

If the page is static, the text always appears in a set position. For example, in a static Expos page, the text
is on the left of the screen, with space for graphics on the right.

Graphicsl Draggable | Standard w

‘ Wiking

File Edit Wiew Favorites Tools Help |I

- =

NORTHGLENN

—

» = =« fitnessclob

To view the rollover, you must preview the page.
The off state ofthe buttan is visible initially.

Welcome

Welcome to the Morthglenn Fitness Club in Narthglenn, Colorado. Cur club opened in mid-July 1998
and has since grown to be the premier fithess club in this state. But don't take our word for it - come
and take a personal tour!

TUE ¥ 433

The personal life and self-care choices you make can greatly affect your health, b

Physical activity reduces stress, strengthens the heart and lungs, increases energy

levels, helps you maintain and achieve a healthy body weight - and it improves your
outlook on life.

It is very important to integrate exercise into daily life. Research shows that physical inactivity can
A £3%8 i A i i Lt b A + i

Figure 3 : The standard draggable layout

If the page is draggable, the Visual Designer can decide where the starting position for the text box should
be, and the entire screen area is available for graphics. Draggable layouts are particularly useful for
screengrab-based content.
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Add: | Textitem [JLaunch box [ | Animation [ | Character dialag Expos Templ
1. Text item Audio file;  t2_aud_ 0032 .we araphic referencels):
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raphic Direction ; (=5
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; . 001 - initial state -
To wiew the rallawver, you must preview the page. r
The off state of the button is visible initially. 3
2. Text item Audio file: £2_aud_0033.we Graphic referencels):
Character: Marrator

Graphic Direction Add: Al bt
Add: [ Mote [ ]Keyboard sequence raphic [] CodefSyntax = L

When you rall over the button, the rollover state
image is displayed.

002 - rollover state L

Figure 4 : Writing Tab with Draggable checkbox selected

Complete the following step:

e Select the Draggable checkbox.

Note: The designer shouldn't change a static page to draggable without first
consulting the writer or the Learning Designer.

Most pages in Synergy are static by default. However, if a page has been accidentally set to draggable and
needs to be reverted to static format, you can do this by completing this step:

e C(Clear the Draggable checkbox.
Note: Changing a page to Static triggers an alert box, which warns that making

this change may cause some graphics to be repositioned and others may no longer
fit on the page.

The available graphics area differs, depending on whether the page is set to static or draggable. At any
point, you can determine what the maximum graphic dimensions are by rolling-over the grid in the
Graphics area to display a tooltip.
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Figure 6: Designing a page with the Draggable checkbox cleared
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[1T] ()

Figure 7: Designing a page with the Draggable checkbox selected

Assigning Standard and Wide text layouts
The Width drop-down list allows you to specify the width of the text box as Standard or Wide. In general,
the Wide setting is only applied to a text box when necessary to prevent a text overrun or localization

overrun error.

Changing the text box width
Complete the following step:

e Select the width you want from the Width drop-down list. Depending on the page type that you
are working on, available widths may include Narrow, Standard, or Wide.

Wititing | Graphics [ ]Draggable | ElEgEe

To compare the financial data of different

companies, vau should loak at each company's

navnit ratin BOF nver a number nfwears and

Figure 8 : The Width drop-down list, with the Standard option selected
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3. Features of the Graphics tab

The Graphics tab is the working area for the designer in Synergy. Here, the designer integrates the
graphics or screengrabs for a page, creates animations, organizes the layout of the page and sets up any
interactivity on the page.

Surnmary A: Wytiting | Graphics
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Figure 9: The Graphics tab

The Graphic area

The Graphics area, denoted by a grid in the Graphics tab, is the space where you can add graphics to the
Synergy page. Depending on the type of page you are working on, this area can form a small section of
the screen, or it may encompass half or even the full screen area. When you rollover the graphic area, a
tooltip appears indicating the maximum dimensions of a graphic for that page.

The Assign To tab

The Assign To tab is used to associate graphics with a page element, such as a Text item or Hotspot. It
contains a Trigger Item drop-down list which allows you to choose between all of the elements on the
page to which you can assign a graphic. It contains six columns including Target, Show, Start, Hide, Show
Rollover, and Hide Rollover.

e The Target column
This lists the graphics, buttons, and animations that are currently assigned, or are available to be
assigned to the selected page element.
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The Show column
Selecting the Show checkbox associated with an item in the Target column sets that graphic or
button to show with the page element currently selected in the Trigger Item drop-down list.

The Start column

Selecting the Start checkbox associated with an animation in the Target column, specifies that
you want to launch a staged animation with the page element currently selected in the Trigger
Iltem drop-down list.

The Hide Column
Selecting the Hide checkbox associated with a graphic or button assigns it to hide when the page
element currently selected in the Trigger Item drop-down list is displayed.

Show Rollover
The Show Rollover checkbox allows you to set a graphic to show when the hotspot selected in the
Trigger Item drop-down list is rolled over.

Hide Rollover
The Hide Rollover checkbox allows you to set a graphic to hide when the hotspot selected in the
Trigger Item drop-down list is rolled over.

The Properties box
The Properties box indicates the height and width of a graphic as well as its X and Y coordinates in the

Graphics area. The Properties box area also displays the Alpha value of a graphic, the degree of rotation,

and the scale of the graphic. You can edit all of the graphic properties except the width and height. These

are fixed. To change the width or height of a graphic, you must edit the graphic in an external graphics

application, such as Photoshop, and then add the resized graphic to Synergy.

S
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TR 2: Identi
(@ Peo3-E
~[F PE9g -1
[y PEOS - b
36 - IT GUI-be
12 - IT Simula

Objectives

£

»

Figure 10: The Properties Box
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The Effects tab

The Effects tab allows you to apply animation effects such fading, wiping, flashing, flying in, and flying out
to selected graphics when they appear onscreen or when they are removed from the screen. By applying
these effects as “Show Effects”, you ensure that the effect is applied when the graphic is set to Show.
Alternatively, you can apply effects as “Hide Effects”, which ensures that the effect is applied when the

graphic is set to Hide.

IA. h 4
i Effects
W s Alpha Assign To Irnage Memory
H: ¥ Rokate Show Effects
Seelle Duration (secs) Delay (secs)
Effect Direckion Type Interval
Hide Effects
Duration (secs) Delay (secs)
Effect Direckion Type Interval
Figure 11: The Effects Tab
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The Image Memory tab

The Image Memory tab helps you to adhere to the SkillSoft standards regarding image size, by providing
you with easy access to information on image size, including size on disk, memory usage, and size in
memory.

You should always check the Image memory tab once the graphics have been added to the page and
ensure that the ‘Size on Disk’ value is not over 100k, or 200k, depending on the page type, and that the
‘Size in Memory’ value does not exceed 12288kb

Note: The limit on HTML Caption, Try It and SkillCheck pages is 200k from Synergy
1.19 onwards. The limit for all other page types remains at 100k.

Information on image size standards is available in the Graphic File Size Optimization guideline.
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W:I:I ><:I:I Alpha I: fissign To | Effects | Imag ¥ |
H: l:l \l,:l:l Fatate Size on Disk. Mernary Usage
| |: (MEZFE[I00KE ] Size in Memary [ | TZZ¥E ] 12266 KB ]
Scale
di@sskh: Previous Page Current Page Next Page
355 KB | |56 KB |3t1kE |
Shows0s [ ]
Current Page | Shared | Group
File Mame Media T... = Dimension = Bpp Pages(s) Sizeon...  Sizein...
4.png Image B4FE3 3 Po37 2.5 3
aerial. gif Image 177%255 & Pa37 3.75 33
phone. gif Image 117#%183 8 P&ET 11.12 z0
22 KB 56 KB
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Figure 12: The Image Memory tab
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The Graphic Direction window

The Graphic Direction window allows you to quickly access the Graphic Direction stored within the
Writing tab while you are working in the Graphics tab. It contains a Page Elements drop-down list where
you can specify which page element you want to view the Graphic Direction for. For example, selecting
Text Item 2 from the page elements drop-down list will display any graphics references, graphic direction,
or alt text that the writer has provided for the second Text Item on the page.

You must be working within the Graphics tab to access the Graphic Direction Window

[5] Graphic Direction

!Text Iterm b
Graphic References araphic Direction
illustrate databases - different types
Alt text
Graphic Text 3 1j1
SOL Server 2005

Figure 13: The Graphic Direction Window

1. Select View - Show Window - Graphic Direction.
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The Timeline window

The Timeline window enables you view the timeline for animations within Synergy and provides you with
information on the animation that you've created. It also lists static graphics on the page, and allows you
to alter the z-depth of graphics and animations on the page.

You must be working within the Graphics tab to access the Timeline window.

Note: The Timeline window can be displayed when Preview mode is toggled.
However, it cannot be edited until Preview mode is turned off.

[5] Timeline

1

4.png [Anim] o
audio, gif [Anim] o IIIIII =
plus, gif [Anim] e

; : ENEENENEEEEEE b
phiore, gif [Anira] e Al 3
Current Stage Arcceleration Show Stages
Stage Duration Showw All ]

Figure 14: The Timeline Window

e Current Stage
The Current Stage section provides you with the stage number for the currently selected stage.

e Stage Duration
The Stage Duration section indicates the total number of stages in your staged animation.

e Acceleration
There are three options in the Acceleration section: None, Slow Down, and Speed Up. Note that
changing the acceleration affects the speed at which each stage of the animation plays; however,
it does not affect the duration of the animation.

e Show Stages checkbox
You use the Show Stages checkbox to control the visibility of the Stages in an animation. Select
this checkbox to see the stages of an animation outlined in the Graphics area when the animation
isn't selected. This is useful when there is more than one animation on the page.

e Show All checkbox
By default, only the graphics associated with the currently selected page element are listed in the
Timeline window. You select the Show All checkbox if you need to view a list of all of the graphics
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that have been added to the page, not just those associated with the current page element. This
is especially useful if you need to change the z-depth of the graphics on a page.

You can right-click any graphic within the Timeline window to access a shortcut menu that allows you to
lock and unlock graphics, show and hide graphics in the graphics area, and replace graphics.

2 5
@ I

g L .

19_1.png [ Hide Others
4.png [anim, FEFREEGISPAE | gy ANNRRRARNRINE
: ENEEEENEEEEEE b
Zz.png [Anim] o} T 5
Current Stage 1 Acceleration (&) Mane Show Stages [
() Slowe Do
Stage Duration 2 () Speed Up Showw All ]

Figure 15: Shortcut menu in the Timeline Window

1. Select View - Show Window - Timeline.
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The Select tab

The Select tab is located in the Outline pane. It allows you to select specific parts of a page, such as text
items or steps, as well as selecting specific graphics. When you select a page element, the text and
graphics associated with that element appear in the Graphics area. Before you can work on a particular
part of a page, such as a specific text item, you must first select it in the Select tab.

Note: In most templates, you can also navigate to the next or previous element on
a page using the Buildable arrows in the WYSIWYG toolbar.
When working with hotspots, you must press Shift+Click to activate the hotspot.
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Figure 16: The Select Tab
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The WYSIWYG toolbar
The WYSIWYG (What you see is what you get) toolbar provides access to the Preview Mode function in
the Graphics tab. This toolbar is available in both the main toolbar area, and in the Select tab.

Figure 17: The WYSIWYG toolbar

Toggle Preview Mode button

The Toggle Preview Mode button allows you to view the page as it would appear in the Player.
Any animations or interactivity in the page functions in the same way that they would if the page
were viewed in the Player.

Next Buildable button
The Next Buildable button allows you to navigate to the next buildable item on the page, for
example, the next text item, list item, or piece of dialog.

Previous Buildable button
The Previous Buildable button allows you to navigate to the previous buildable item on the page.

Toggle Captions button
The Toggle Captions button allows you to view the Caption field in a Caption template, such as
the Expos Caption, or List Caption templates.

Reset Page button
The Reset Page button resets the page, undoing any interactions, and displaying it as it appears
when it first opens in the Player.

Graphics Tab Manual Visual_Design_Graphics_Tab_Manual
Last saved by: Ray Cunningham Date: 07 August 2014 Page 22 of 177



4. Common tasks in the Graphics Tab

Altering grid size
The grid in the graphic area of the Graphics tabbed page allows you to align elements on the page.
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schema documents. Modular schemas contain
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that can be reused across a setof schemas.

For example, modularization has heen
implemented effectively in the XHTML
specification to enahle platform developers to
support only those modules that are applicahle
to their platform.
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Figure 18: Graphics pane with grid

1. Right-click the grid to display the Graphics tab shortcut menu.

2. Select Grid Scale and select a grid size from the expanded list of options; from 5 pixels per
row/column to 30 pixels per row/column.

Using the right-click menu:
1. Right-click the grid to display the Graphics tab shortcut menu.
2. Select Grid Options.
a. Toggle Display Grid to turn on or off the grid.

b. Toggle Snap Object To Grid to snap any element in the graphics container to the grid
when dragged.

Graphics Tab Manual Visual_Design_Graphics_Tab_Manual
Last saved by: Ray Cunningham Date: 07 August 2014 Page 23 of 177



E] Unified Content Development Environment

File Zip Wiew Edit Add Reports Tools Help

: wiriting | Graphics |

1} 1} 1}
Add Graphic Alt+G The ability to reuse code is impartant in any tpe
Add Background Graphic » of software developrnent. Modular schernas
o facilitate the reuse of schema definitions in XML
Add Highlighter 4 schema documents. Modular schemas contain
Cut Chrl+ callections of commaon schema components
: that can be reused across a setof schemas.
Copy. Chrl4+C
Faste Chrl+y For example, modularization has heen
implemented effectively in the XHTML
Copy contents specification to enable platform developers to
Faste contents Suppqrt only those modules that are applicable
Lock Al lm Zo0x183 [0
pe Show Window »
T749 - 1Tt Grid Seals 3
E‘@ Objec Grid Gptions »

w3 T

-

AS;ect |_ A W: X: plpha I: Assign To |EFFects Irmage Memary

Ttem E_ H: V:EI Ratate VAR L
raphic Scale Target Show Start Hide Show Ro... | Hide Roll...
Step bl
<0 ¥
(111 [@

Figure 19: Grid options on the shortcut menu
Specifying Graphics Grid Options
Using the Tools menu:
1. Select Tools — Options.
2. Inthe View section, select Graphics Grid.
a. To change the cell size, select a size from the Cell Size drop-down menu.

b. To snap any element in the graphics area to the grid when dragged, select the Snap-to
checkbox.

c. Toturnon the grid, select the Display Grid checkbox.
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Figure 20: The Options Window

Adding graphics
To add graphics to a page using the Graphics tab, complete these steps:

1. If the Select tab is active, select the page element to which you wish to assign the graphic from

the Select Item drop-down menu.

2. Right-click the grid to display the Graphics tab shortcut menu.
3. Select Add Graphic from the shortcut menu. (Alternatively, press Alt+G.)

4. Browse to the required graphic in the Add Graphic dialog box.

5. Click Open.

This adds the graphic to the page and automatically assigns it to Show with the item selected in the Select
Item drop-down menu.

Removing graphics

1. Right-click the graphic you wish to remove.

2. Select Delete Graphic from the shortcut menu which appears.

Adding Graphic Text

To determine what Graphic Text is required, if any, you complete these steps:
1. Select View — Show Window — Graphic Direction.

2. Select each page element in turn from the Page Element drop-down menu.
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3. If a page element requires Graphic Text, a Graphic Text field appears below the Alt Text field.

4. If there is more than one piece of Graphic Text associated with a page element, the Previous and
Next buttons in the Graphic Text section are enabled, allowing you to navigate through the
Graphic Text.

5. When creating a piece of Graphic Text, you must ensure that the capitalization and spelling used
match that given in the Graphic Text field exactly.

Note: For more information on using Graphic Text refer to the Narrated Animation
guidelines; in particular, you should refer to the Narrated Animation: Writing
Graphic Text guideline.

Adding and removing a background graphic

Background graphics are static images used to frame a single or collection of Regular graphics. These
could be a pattern using shapes and/or colors, or they could consist of a backdrop to give content to a
scenario. Background graphics will have no ability to animate or to be interacted with. Background
graphic size should always be set to 796px by 457px.

Note: You should never add screengrabs as background graphics. Screengrabs
should only ever be added using the regular Add Graphic option.

1. Right-click the grid to display the Graphics tab shortcut menu.
2. Select Add Background Graphic - To Page.
3. Browse to the required graphic in the Add Graphic dialog box.

4. Click Open.

This adds the background graphic to the current page and to all subsequent pages in the current learning
point. The background graphic is not added to subsequent learning points in the topic or subsequent
topics.

You can add a maximum of six different background graphics per topic.

1. Right-click the grid to display the Graphics tab shortcut menu.
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2. Select Delete Background Graphic - From Page.

If you remove the background graphic from a page, all background graphics are removed from
subsequent pages in the learning point even if those pages use different background graphics.
Subsequent learning points and topics are not affected.

Note:

As of Synergy 1.15, background graphics are not supported in test questions. Background
graphics are still supported in practice questions (questions that are located within learning
points). For test question templates that support background graphics for the graphics area as
well as the full page, only the ability to add background graphics to the full page is disabled in
test questions. It is still possible to add graphic area background graphics.

Using Highlighters and Pointers
The colors of the highlighters and pointers used can be specified at course level. See 1. Setting up graphics

properties for a course

The difference between highlighters and pointers is clear cut.

Highlighters draw the students’ attention to a particular area or areas on an application screengrab. They
can be used in many Synergy templates, but are primarily used in the Expos template. Multiple
highlighters can be used on pages. They are variable in size and can be used to highlight a single item or
many items. They are non-interactive. The writer will provide guidance on where to place highlighters.

Dynamic Pointers are animated arrows, and are only available for use in Try-Its. They are used to draw
attention to single items, specifically the first interactive item in a Try-It. Pointers are always used in
conjunction with a hotspot over the first interactive item in a Try-It.

Note: Synergy also allows you to add static pointers to some page types. However,
these are no longer in use in standard IT content from September 2009.

Synergy provides functionality to alter the color of both highlighters and pointers. The Team Lead or
Senior Designer is responsible for setting up the highlighter and pointer colors. Typically, highlighters and
pointers will use the same colors. The color choice is made only once, and should be consistent across an
entire path.

Highlighters are semi-transparent blocks, colored yellow by default, which can be resized and positioned
onscreen over the element that you want to draw attention to.
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Figure 21: Page design using highlighters

Adding a Highlighter

1. Right-click the grid to display the Graphics tab shortcut menu.

2. Select Add Highlighter — Area.

3. Click and drag the highlighter to move it to the area that you wish to highlight.

Resizing a Highlighter

1. Select the Highlighter you wish to resize. (When the highlighter is selected, the outer edge

appears as a red border).

2. Click and drag the edge of the highlighter until it fits the element that you want to highlight.

Deleting a Highlighter

1. Select the Highlighter you wish to delete.

2. Right-click the highlighter and select Delete Highlighter from the Graphics tab shortcut menu.

Pointers are arrows that you can use to point directly to the element or elements being discussed.

Synergy provides two types of pointers: Static and Dynamic.
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Static pointers are arrows and arrow heads that can be positioned onscreen to indicate the element being
discussed. They can be large or small, and point left, up, down or right.

Note: Static Pointers are still available in the Synergy interface. However, from
September 2009, they are no longer used in CCA IT Content.

Dynamic pointers are animated to draw extra attention to an element to be clicked. They are used in the

interactive Try It template.

[5] Unified Content Development Environment

File Zip Wiew Edit Add Reports Tools Help

"HéﬁEﬂﬂ@@@@?ﬁﬂgﬁ“ﬁcﬂﬁﬁiiﬂhc LER AL

: Writing | Graphics |

Hwo-8 )+ lanuary Holiday Deals - Microso Trv it

Mewxt you weant to change the font ¢
from Calibri to Algerian.

,,
]
—/ Haome Insert Page Layout References kailings Revigwr

N po4g - E- s B I U 'abe Wgac® || 2
T, t
-E b7 . - - || A
. Eg:; 1 7|27~ A~ Aa-|| AW
- ° Clipboard = Fant
Pa4g -

=12
Faollow the directions inthe step b

T task Selectthe Show Me button =
animation of any incomplete step:

p]

show Me |

Memo: Internal Distribution Only T

This month we are pleased to offer the following fant: B 1. Clickthe down-pointing arc

Style drop-dawn list
= 3 nights for the price of 2 in Paris, France

= Children travel free on all vacation packages to Florida

= Cruise packages extended from 7 nights to 10 nights at no extra cost
T

For attention of Store hManagers:

Select A e
e 1 W'D ><-|:| Alpha Assign To. | Effects | Image Memory

Ikem Skerm : '

Graphic H: l:l V:I:I Rotate Trigger Ikem

Target Show Skart Hide: Show Ro...  Hide Roll...
Step |Step1] ¥ el I:
< | ¥

1L [@]

Figure 22: Page design using pointers

Adding a Pointer
1. Right-click the grid to display the Graphics tab shortcut menu.

2. Select:

a. Add Highlighter — Static Pointer (8 options available)”

" Static pointers are no longer in use in standard IT content from September 2009 onwards.

Graphics Tab Manual Visual_Design_Graphics_Tab_Manual
Last saved by: Ray Cunningham Date: 07 August 2014 Page 29 of 177



b. Add Highlighter — Dynamic Pointer (4 options available)

3. Click and drag the pointer to place it next to the desired page element.

Assigning Static Pointers*

Static pointers are automatically assigned to show with whichever page element is selected in the Select
Item drop-down menu when they are added. You should check that the pointer is assigned to show with
the appropriate page element. You may also need to set it to hide with later page elements if necessary.

Assigning Dynamic Pointers

Dynamic pointers are not assigned to anything by default. This means that when you add a dynamic
pointer, it is not displayed onscreen until you assign it to something. Dynamic pointers must be assigned
to the hotspot to which they point. In most cases, this is Hotspot S1-C1 in a Try It. So generally, you must
set the Dynamic pointer to show for Hotspot S1-C1. You do not need to set a dynamic pointer to hide. It
does this automatically when the hotspot with which it is associated is clicked.

Deleting a Pointer
1. Right-click the Highlighter you wish to delete.

2. Select Delete Graphic.

Layering graphics using z-depth

Graphic z-depth is the order in which multiple graphics appear on a page in Synergy. Generally, graphics
will be layered in the order that you add them, with the first graphic that you add appearing towards the
back and the subsequent graphics appearing on top of it. Graphics can be re-layered using z-depth.
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Figure 23: Layered graphics in the graphics area

" Static pointers are no longer in use in standard IT content from September 2009 onwards.
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You can alter the z-depth working within the graphics area, or using the Timeline Window.
To alter the z-depth when working in the graphics area:

1. Right-click the graphic you wish to work with.

2. Inthe Graphics tab shortcut menu that appears, select:

a. Bring Forward — to bring the selected graphic to the front of the graphics area, with all
other graphics behind.

b. Bring Forward One Level —to bring the selected graphic up one level in relation to the
other graphics in the graphics area.

c. Send Back - to bring the selected graphic to the back of the graphics area, with all other
graphics in front.

d. Send Back One Level - to bring the selected graphic back one level in relation to the other
graphics in the graphics area.

To alter the z-depth using the Timeline window:
1. Open the Timeline window by selecting View — Show Window — Timeline.

2. If the page contains multiple elements, select the Show All checkbox so that you can view all of
the graphics that have been added to the page. Otherwise only the graphics associated with the
element currently selected in the Item drop-down list in the Select tab are displayed.

3. The order in which items are listed in the Timeline window reflects their z-depth, with the item
listed at the top of the window being the item at the front.

4. To change the z-depth order simply click-and-drag graphics to a new position, above or below
other graphics in the Timeline window.

Locking and unlocking graphics
Graphics can be locked in place to prevent you from accidentally moving them out of position.
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Figure 24: Locking graphics using the shortcut menu

1. Right-click the graphic you want to lock to display the Graphics tab shortcut menu.

2. Select Lock Graphic (Alternatively, press Ctrl+L).

When you have finished adding and positioning all of the graphics on the page, you should lock them all
in place. Right-click anywhere in the graphics area, and select Lock All.

1. Right-click the graphic you want to unlock to display the Graphics tab shortcut menu.

2. Select Unlock Graphic.

Note:

You can also lock and unlock graphics using a shortcut menu in the Timeline window. You can
lock an individual graphic by clicking to the right of the graphic name, so the padlock appears,
and click again to unlock. Or you can right-click to access the shortcut menu, which allows you
to lock or unlock the other graphics on the page.
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Copying and pasting graphics
You can cut, copy, and paste a graphic or copy and paste the entire contents of a page using the Cut,

Copy, Paste, Copy Contents, and Paste Contents options in the shortcut menu.
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Figure 25: Cutting a graphic using the shortcut menu
Copying and pasting a graphic
1. Select the graphic you wish to copy and paste.
2. Right-click the graphic and select Copy.
3. Right-click the destination.
4. Select Paste.
Cutting and pasting a graphic
1. Select the graphic you wish to cut and paste.
2. Right-click the graphic and select Cut.
3. Right-click the destination.
4. Select Paste.
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Selecting multiple graphic elements
The Graphics tab allows you to select and move multiple graphics at once.
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Figure 26: Multiple graphics selected in the Graphics pane

1. Click the first graphic you wish to select.

2. Press and hold the Ctrl key, and then click to select other graphics on the page simultaneously.

Note: A scale setting cannot be applied to all components at the one time.
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Working with multiple text items on a page

When there is more than one text item on the page you may wish to assign separate graphics to appear

or hide with each text item.
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Figure 27: Assigning graphics to specific Text Items

Note: The principles to assigning graphics are standard and can be applied across

most page types.

1. First, select the text item you wish to work with from the Item drop-down list in the Select tab.

2. Add the graphic which you want to appear with this text item to the graphics area.

3. Inthe Assign To tab, ensure the graphic that you added was automatically assigned to Show with
the appropriate text item. The Show checkbox should be selected.

4. Select the second text item you wish to work with from the Item drop-down list in the Select tab.

5. Add the graphic which you want to appear with this text item to the graphics area.

6. Inthe Assign To tab, ensure the graphic that you added was automatically assigned to Show with
the appropriate Text Item. The Show checkbox should be selected.
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You may want certain graphics to disappear when a text item is displayed. To do this, you can assign
graphics to hide with specific text items.

1. Select the page element (Text Item, List Item, etc.) you wish to work with from the Trigger Item
drop-down list in the Assign To tab.

2. Select the Hide checkbox for the graphic you wish to hide when that page element is displayed.

Note: When you have finished assigning graphics to show or hide, you should
always preview your page to ensure they display correctly.

Some page types, such as Explore Graphics and SkillChecks facilitate a graphic change when the learner
clicks a hotspot. To set this up, you must assign the graphic to Show for the hotspot.

1. Press the Shift key and then click the hotspot. This enables you to work on the associated graphic
for the hotspot.

2. Add the graphic which you want to appear with this hotspot to the graphics area.

3. Inthe Assign To tab, ensure the graphic that you added was automatically assigned to Show with
the appropriate hotspot. The Show checkbox should be selected for the graphic you just added.

4. Preview the page and click the hotspot to ensure that the associated graphic appears in response.

Creating animations
Animations are an integral to creating dynamic and visually appealing courses. There are two types of
animations in Synergy — canned and staged.

You apply canned animations using the effects available in the Effects tab. There are five different types
of effects that you can apply.

o Fly
e Wipe
e Fade
e Dissolve
e Flash
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You can also direct these effects, specifying the type of effect, and setting the interval where relevant.

1. Select the graphic you want to apply an effect to.
2. Click the Add button in the Show Effects section of the Effects tab.
3. Select the desired effect from the Effect drop-down list.

4. |If appropriate, choose the direction you want associated with the effect. (North, East, South,
West)

5. Select the effect type, In or Out if using the Flash effect.
6. Specify the duration of the animation by selecting an option from the Duration drop-down list.

7. Specify a delay if required by selecting an option from the Delay drop-down list.

Preview the page to check that the effect has been applied properly.

A staged animation is the animation of a graphic element between a start and end point with the
possibility of multiple points’ in-between. You use the graphics area and the Animation window to create
staged animations in Synergy. The Timeline window lists animations as well as static graphics on a page. It
displays information on the animation stages, duration, and acceleration, and allows you to modify those
settings. See The Timeline window
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Figure 28: Graphic with animated stages
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Adding a stage to an animation
1. Right-click the graphic that you wish to animate and select Add Stage.

2. Ablue marquee effect indicates the second stage of the animation — it is labeled “2” in the top
left corner. The first stage of the animation is labeled “1” in the top-left corner. This is the start
point of the animation.

3. Click anywhere within the marquee for stage 2 and move it to the position you would like the
graphic to be in at the end of that stage.

4. You can add another stage at any point by right-clicking on a stage and selecting Add Stage. This
adds a new stage directly after the stage that you right-clicked.
Deleting stages from animations

1. Right-click the stage that you wish to delete.

2. Select Delete Stage.

You can trigger an animation to start automatically when a page item displays or when the learner
interacts with a hotspot. If the animation is prompted (if there is an Animation prompt box telling the
learner what to click to trigger the animation), then you must trigger the animation using the
hotspot/label provided.

To trigger the animation to begin when the learner clicks a hotspot/label:

1. Position the hotspot over the appropriate graphic, as directed by the animation prompt or by the
writer. If there is a label associated with the hotspot, position that so that it relates to the
hotspot.

2. Select the hotspot/label from the Trigger Item drop-down menu in the Assign To tab.
3. Select the Start checkbox associated with the animation target.

4. Preview the page to ensure the animation plays correctly.

Note:

If the writer has specified that an animation should be triggered using a hotspot, that hotspot
will automatically be available in the Graphics tab, where it can be sized and positioned by the
designer. Hotspots cannot be added in the Graphics tab.

To trigger the animation to begin when a particular page element is displayed:
1. Select the page element in question from the Trigger Item drop-down menu in the Assign To tab.

2. Select the Start checkbox associated with the animation target.
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3. Preview the page to ensure the animation plays correctly.

Animating along a curved line rather than a straight line
By default, when you animate a graphic it animates along a straight line, from one stage to the next.
However, it is also possible to animate along a curved line.

1. Right-click the stage that you wish to animate along a curved line. (You must ensure that you
right-click the first stage. For example, in a three stage animation, if you wish to animate the
movement from stage 2 to stage 3 along a curved line, you must right-click stage 2 to do so.)

2. Select Path Type - Bezier.

3. Click and drag the circle that appears to change the shape of the curved line.
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Figure 29: Animation with Bezier path type
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The Timeline window allows you to control when an animation starts or ends, and how long it plays for.
Each stage of the animation is represented by a black dot in a keyframe. Red keyframes indicate the
keyframes for which the animation plays. The numbers (1, 2, 3, etc.) on the Timeline indicate number of
seconds, and each frame is 1/12" of a second.

[5] Timeline
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Figure 30: Animations in the Timeline window

You can click and drag the keyframe associated with a stage to change its position on the timeline. In this
way, you can set animations to run concurrently, consecutively, or set one animation to begin as another
is ending. You can also change the duration of an animation by clicking and dragging the end keyframe to
lengthen or shorten it. If you right-click the Timeline area of the Timeline window, a shortcut menu
appears providing you with the options to add a stage or delete a stage from an animation.
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Figure 31: Adding and deleting Stages using the Timeline window
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Working with code-enabled templates

The following templates facilitate the display of code:
e Expos
e List
e Explore List
e Explore Graphic
e Explore Code”
e Multiple Choice Standard
e Multiple Choice Fill-in Code*
e Short Answer Graphic

e Short Answer Text

Question Set

The Writer inputs code or syntax into the Code Editor in the Writing tab. This code or syntax then appears
in the Graphics tab, where the designer can position it or resize it if necessary.

Code appears in the Graphics tab as a moveable graphic object, which can be resized as required.
Generally, the writer will set the background of the code to white for standard coding topics, or to black
for command-line content. If the code is to be used in conjunction with a screengrab, the writer may set
the code background to transparent. This enables the designer to position the code over the screengrab,
making it appear as though the code exists within the interface shown in the screengrab.

Syntax is displayed in the Graphics tab within a Syntax box. You work with the Syntax box in the same way
that you would work with a Keyboard Sequence, Note, or Launch box. You simply position it onscreen in
an appropriate area.

Tasks
In most code-enabled templates, as well as the normal Graphics tab tasks for those templates, the coding
tasks you need to complete are as follows:

e Positioning Syntax boxes

" The Explore Code and the Multiple Choice Fill-in Code templates are specifically designed for use with code, so
these templates are described individually in Section 5. The coding features of all other templates are defined in the
general tasks and steps outlined in this section.
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Steps

Positioning any code, taking account of whether or not the code grows
Resizing the code area if necessary

Positioning highlighters or pointers on top of the code area to emphasize particular pieces of
code, as directed by the Writer

To work with a Syntax box in the Graphics tab, you complete these steps:

1.

8.

Select the page element with which the Syntax box is associated from the Item drop-down list in
the Select tab

(This step is unnecessary when the page in question only has a single page element, or if the
Select tab is disabled.)

Drag-and-drop the Syntax box to the required position, ensuring that it does not obscure any
important graphics or code in the background

If a number of Syntax boxes occur on a single page, or in a number of pages in a row, ensure they
are aligned

When working with Code on a page, you must first determine whether or not the Code grows.
The positioning of the code area is dependent on whether or not it grows. To determine whether
or not the code grows, you follow these steps:

Select each page element in turn from the Item drop-down list in the Select tab

When each page element is selected, observe whether the code associated with the page
element occurs on its own, or together with another piece of code

If a piece of code occurs on its own, you should position it wherever you deem appropriate

Note:

You should position the code so that it is not obscured by anything onscreen, and is easily read
by the learner. If there are two or more pieces of code being shown individually in successive
steps, you should position each piece of code with the same X,Y coordinates, so that it appears
to the learner that one piece of code replaces another.

If a piece of code occurs together with another, you should position the second piece of code
directly beneath the first, making it appear as though the second piece of code is building on the
first

Note: To line the pieces of code up exactly, ensure that the X coordinate of each
piece of code is the same.
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9. Preview the page to ensure that the code is lined up correctly and appears to build up onscreen
as you move through the buildable items

10. Add highlighters or pointers if directed to do so by the writer — usually, however, the writer adds
highlighting within the Code Editor itself, so this step is unnecessary

11. To resize code, you complete the following steps:

12. Position the cursor over the outer edge of the code area until it changes to a double-headed
arrow

13. Click-and-drag the edge of the code area to resize it

Note:

When resizing the code area, it is important that you do not alter the line wrapping for the
code. Altering the line wrapping may introduce errors or cause problems with legibility. So
when clicking-and-dragging the edge of the code area, you must watch the code lines carefully
to ensure that none of the code wraps on to the next line.
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5.  Working with page templates

Introduction
The aim of this section is to give a brief overview of the purpose of each template and to describe tasks

that are specific only to that template.

Note: The processes for working in the Graphics tab are standard across most
templates. If a specific process is required for an individual template, that process
is outlined in this section. Otherwise, you should assume that basic tasks, such as
adding, showing, and hiding graphics, are all carried out in that template as
described in Section 4 of this document.
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Figure 33: A published Expos page
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The Expos template is used to present content in a non-interactive manner. It is the most common page

type. It contains between one and three Text items. Each Text item can contain one or more paragraphs.

Each Text item may be accompanied by a graphic that illustrates the Text item’s content. You can

associate an animation with a Text item in an Expos template.

Tasks that you may be required to carry out when developing an Expos page include:

Adding a background graphic

Adding and positioning graphics

Assigning graphics to show or hide with one or more Text items
Adding highlighters or pointers

Positioning text boxes, launch boxes, syntax boxes, and keyboard sequence boxes in Draggable
pages

Assigning graphic effects
Creating basic staged animations
Creating prompted animations

Positioning code

The following is the recommended sequence of steps that you should follow when building a basic Expos

page:

Read the content, including any graphic direction provided

Determine the number of Text items on the page

If necessary, add a background graphic if one has not already been applied
Add and position any graphics for the first Text item

If there are multiple Text items on the page, select each in turn from the Item drop-down list in
the Select tab (or use the Buildable arrows in the WYSIWYG toolbar), and then add the graphics
for that Text item

Check the Image memory tab once the graphics have been added to the page and ensure that
the ‘Size on Disk’ value is not over 100k, and that the ‘Size in Memory’ value does not exceed
12288kb

Set graphics to hide with later Text items if necessary
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8. If the page is Draggable, position the text boxes, launch boxes, syntax boxes, etc.
9. Lock all elements into place
10. Preview the page

If the page includes code, you must also position the pieces of code for each Text item.

If transition effects are required, you must apply them to the graphics. If the page requires a staged
animation, you need to add stages to the graphic to be animated, and set up the animation.
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Figure 32: A developed Expos Caption page in the Graphics tab
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Expos Caption
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Figure 33: A published Expos Caption page

Overview

An Expos Caption template is used in Narrated Animation instead of the standard Expos template. It
performs the same instructional function as the standard Expos templates, but uses full screen visuals
and may include Graphic Text (text in the form of visuals or graphics). Also, rather than onscreen text, the
narrative text is presented in Captions, which can be hidden from view, or displayed across the bottom of
the screen, depending on the learner’s preference.

Tasks

The process for developing an Expos Caption is identical to that for developing a standard Expos template
with two exceptions — you must allow room for the Caption field, and you may be required to add Graphic
Text.
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Figure 35: A published List page
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The List template is another non-interactive template. A list consists of a single Text item, which includes

an optional introductory paragraph and the list lead-in, and two or more List items. The List items can be

bulleted or numbered, and they can build one-by-one on screen (a build list) or appear all at once (a

nonbuilding or static list). A graphic accompanies the Text item within a nonbuilding list. In a building list,

a graphic change may accompany the Text item and each individual List items.

Tasks that you may be required to carry out when developing a List page include:

Adding a background graphic

Adding and positioning graphics

Assigning graphics to show or hide with the Text item and the buildable List items
Adding highlighters or pointers

Positioning text boxes, launch boxes, syntax boxes, and keyboard sequence boxes in Draggable
pages

Assigning graphic effects
Creating basic staged animations
Creating prompted animations

Positioning code

The following is the recommended sequence of steps that you should follow when building a List page:

1. Read the content, including any graphic direction provided

2. Determine whether the page is building or non-building
(If the page builds, the Text item and each individual List item will be listed in the Item drop-
down list in the Select tab. If the page is static, only the Text item will be listed in the Item drop-
down list.)

3. If necessary, add a background graphic

4. Add and position any graphics for the introductory Text item
(If it is a non-building, non-draggable page, you should be ready to preview it after completing
this step)

5. If the List items build on the page, select each in turn from the Item drop-down list in the Select
tab, and then add the graphics for that List item once it has been selected
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8.

9.

Check the Image memory tab once the graphics have been added to the page and ensure that
the ‘Size on Disk’ value is not over 100k, and that the ‘Size in Memory’ value does not exceed
12288kb

Set graphics to hide with later List items, if necessary
If the page is Draggable, position the text boxes, launch boxes, etc.

Lock all elements into place

10. Preview the page

If the page includes code, you must also position the pieces of code for the Text item and the buildable

List items.

If transition effects are required, you must apply them to the graphics. If the page requires a staged
animation, you need to add stages to the graphic to be animated, and set up the animation.

List Caption

Although every business trip is diﬁereni, wou might have listed some of the key steps for planning a successiul business trip:

Figure 36: A developed List Caption page in the Graphics tab
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Although every business trip is different, you might have listed some ofthe key steps for planning a successful business trip:

Figure 37: A published List Caption page

Overview

A List Caption template is used in Narrated Animation instead of the standard List template. It performs
the same instructional function as the standard List templates, but uses full screen visuals and may
include Graphic Text (text in the form of visuals or graphics). Also, rather than onscreen text, the narrative
text is presented in Captions, which can be hidden from view, or displayed across the bottom of the
screen, depending on the learner’s preference.

Tasks

The process for developing a List Caption is identical to that for developing a standard List template with
two exceptions — you must allow room for the Caption field, and you will likely be required to add graphic
text.
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Figure 38: A developed Explore List page in the Graphics tab

A SkillSoft Course Player, - Microsoft Internet Explorer
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Figure 34: A published Explore List page
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The Explore List is an interactive template. It presents a text introduction and a list of items. Associated
with each List item is a text explanation and/or graphic change. The graphic change can take the form of a
graphic or an animation. The learner clicks each List item to read and view the text and/or graphic change
associated with it.

Tasks that you may be required to carry out when developing an Explore List page include:
e Adding a background graphic
e Adding and positioning graphics
e Assigning graphics to show or hide with one or more List items
e Adding highlighters and pointers
e Positioning text boxes, launch boxes, and syntax boxes in Draggable pages
e Assigning graphic effects
e Creating basic staged animations

e Positioning code

The following is the recommended sequence of steps that you should follow when building an Explore List
page:

1. Read the content, including any graphic direction provided
2. Determine whether or not the List items have associated graphics
3. Add a background graphic if one has not already been applied

4. Add and position any graphics for the introductory Text item
(If it is a non-draggable page, with no graphic changes for each List item, you should be ready to
preview it after completing this step)

5. If there are graphic changes with each List item on the page, select each in turn from the Item
drop-down list in the Select tab, and then add the graphics for that List item once it has been
selected

Note:

When you click each List item in the Graphics tab, the associated text for that List item appears.
However, the item selected in the Select tab does not change. To add a graphic to a particular List
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item, you must first ensure that the specific List item is selected in the Item drop-down in the
Select tab.

6. Check the Image memory tab once the graphics have been added to the page and ensure that
the ‘Size on Disk’ value is not over 100k, and that the ‘Size in Memory’ value does not exceed
12288kb

7. Graphics and Text associated with individual List items should automatically hide when that List
item is closed

8. If the page is Draggable, position the text boxes, launch boxes, etc.
9. Lock all elements into place
10. Preview the page

If the page includes code, you must also position the code for the Text item. In an Explore List page, the
writer can only add Code or Syntax to the introductory Text Item. It is not possible for the writer to
associate code with each List item.

If transition effects are required, you must apply them to the graphics. If the page requires a staged
animation, you need to add stages to the graphic to be animated, and set up the animation.
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Explore Graphic
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Figure 40: A developed Explore Graphic page

A SkillSoft Course Player, - Microsoft Internet Explorer

Here are four typical situations that might require
vou to access one of the four main Help
features.

Click each situation to find outwhich Help
method is best suited to it.
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Figure 41: A published Explore Graphic page
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The Explore Graphic is an interactive template, which presents a text introduction and two or more
graphic hotspots. Hotspots are defined by the Instructional Writer and added via the Writing tab. A
hotspot is an “invisible” element associated with a particular graphic or area of a graphic. It may have an
associated Label. If the Instructional Writer chooses to publish the Label, it will be visible within the
Graphics area. The learner can either click the hotspot or the label to receive its associated material. The
associated material may be text only, or may include any combination of graphics, animations, code, or
syntax.

Tasks that you may be required to carry out when developing an Explore Graphic page include:
e Adding a background graphic
e Adding and positioning graphics
e Positioning and resizing hotspots
e Positioning labels
e Positioning code
e Assigning graphics to show or hide with one or more hotspot/labels

e Positioning text boxes, launch boxes, syntax boxes, and keyboard sequence boxes in Draggable
pages

e Assigning graphic effects
e C(Creating basic staged animations

e Converting hotspots to highlighters

The following is the recommended sequence of steps that you should follow when building an Explore
Graphic page:

1. Read the content, including any graphic direction provided
2. Add a background graphic if necessary
3. Add and position any graphics for the introductory Text item

4. Position the hotspots over the appropriate graphics or graphic sections, and if the labels are
published, position them as appropriate

5. If there are graphic changes with each hotspot/label on the page, press and hold the Shift key
and then click each hotspot in turn. When you Shift+click a hotspot, you can then add the
associated graphics for that hotspot
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10.

11.

12.

13.

Check the Assign To tab to ensure that the graphic that you added is set to Show for the
required hotspot

If the labels are published, you must manually set the associated graphics to show for the label
by selecting the label from the Trigger Item drop-down list in the Assign To tab, and then
selecting the Show checkbox for the associated graphic

Note:

Hotspots and labels in the Explore Graphic template are treated as graphics and therefore, they
are not available in the Item drop-down in the Select tab. For this reason, you must Shift+click
each hotspot/label before you can work in the graphic view that the learner sees when they
click that hotspot or label. Once you have Shift+clicked a hotspot, any graphics that you add
should automatically be set to show for that hotspot. However, you will then have to manually
set that graphic to show for the associated label using the Assign To tab.

If you include an associated graphic change for one hotspot, you must include an associated

graphic change for all hotspots

Note: The maximum number of graphic changes permitted is five. This is to ensure
that the page size remains within acceptable limits.

Check the Image memory tab once the graphics have been added to the page and ensure that
the ‘Size on Disk’ value is not over 100k, and that the ‘Size in Memory’ value does not exceed
12288kb

Items associated with individual hotspot/labels should automatically hide when the associated
text for that hotspot/label is closed

If the page is Draggable, position the text boxes, launch boxes, etc.
Lock all elements into place

Preview the page

If the page includes code, you must also position the code for the Text item or associated with the

Hotspot/Labels. In an Explore Graphic page, the writer can add Code or Syntax to the introductory Text

Item and also to each hotspot/label.

If transition effects are required, you must apply them to the graphics. If the page requires a staged

animation, you need to add stages to the graphic to be animated, and set up the animation.

Positioning and resizing of hotspots
To position the hotspot
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e Select the hotspot and drag it to its new location
To adjust the size of the hotspot
e Roll your cursor over any of the four edges of the hotspot to change it to a scale icon

e Click and drag to make the hotspot bigger or smaller

Note: Hotspots cannot be smaller than 16x16 pixels, for usability reasons.

You can lock or unlock a hotspot’s position on screen by following the Locking and unlocking graphic
methodologies outlined in section 4.

Working with Associated material
To view a hotspot/label’s associated material and any graphics that may appear when the learner clicks a
hotspot or label:

e Hold the Shift key and click the hotspot or label

The associated material may include text, graphics, animations, or code. If you add an associated graphic
for a hotspot/label, you must add an associated graphic for all hotspot/labels on the page. It is not
acceptable to have graphic changes for some hotspot/labels but none for others on a page.

Explore Graphic Caption

An Explore Graphic Caption is used in some content such as Expert Learning. It performs the same
instructional function as the standard Explore Graphic templates, but uses full screen visuals and may
include Graphic Text (text in the form of visuals or graphics). Also, rather than onscreen text, the narrative
text is presented in Captions, which can be hidden from view, or displayed across the bottom of the
screen, depending on the learner’s preference.

The process for developing an Explore Graphic Caption is identical to that for developing a standard
Explore Graphic template with three exceptions — you do not need to position associated text because it
appears in the Caption area, you must allow room for the Caption field, and you may be required to add
Graphic Text.
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Figure 43: A published Explore Code page
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The Explore Code is an interactive template, which presents a text introduction and a piece of code
containing two or more hotspots. These hotspots on the code are set up by the Writer and associated
with the Code Associated Text (pop-up text) in the Code Editor. The learner can click the hotspot to
receive its associated text.

Tasks that you may be required to carry out when developing an Explore Code page include:

Adding a background graphic

Adding and positioning graphics

Positioning code

Positioning Syntax boxes

Positioning the Text Item box, Code Associated Text boxes, and Launch boxes in Draggable pages
Assigning graphic effects

Creating basic staged animations

The following is the recommended sequence of steps that you should follow when building an Explore

Code page:

1. Read the content, including any graphic direction provided

2. Add a background graphic if one has not already been applied

3. Add and position any graphics for the introductory Text item

4. Check the Image memory tab once the graphics have been added to the page and ensure that
the ‘Size on Disk’ value is not over 100k, and that the ‘Size in Memory’ value does not exceed
12288kb

5. Position any code and Syntax boxes

6. If the page is Draggable, press and hold the Shift key and then click each hotspot in turn

7. When you Shift+click a hotspot, you can then view and position the Code Associated Text for
that hotspot

8. If the page is Draggable, position the text boxes, launch boxes, etc.

9. Lock all elements into place

10. Preview the page
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If transition effects are required, you must apply them to the graphics. Or if the page requires a staged
animation, you need to add stages to the graphic to be animated, and set up the animation.

Working with Associated material
To view a hotspot’s associated text that may appear when the learner clicks a hotspot or label:

e Hold the Shift key and click the hotspot or label

The associated material may include text only. It is not possible to add graphics as associated changes in
an Explore Code page.
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Figure 44: A developed Drilldown base page

The project manager hears the responsihility for
planning a project. This task can he hroken
dawn into three areas - each of which involves
associated planning and analysis tools.

Define project ohjectives and plané .Create manageahle assignments. .Use planning and scheduling tools.

Figure 45: A published Drilldown base page
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Before a project can truly begin, it's necessary to
define the project's goals, deliverables, and
requirements. This is known as scoping the
project. Scoping invalves consulting
stakeholders to reach agreement onwhat must
he deliverad.

The tertns of reference for the project are set out
in a project charer. This charter captures the
ahjectives and deliverables to he achieved within
certain hudgetary and time constraints.

Authorization ofthe project charter by the project
sponsor or customer pravides the official go
ahead forthe project.

Drilldown 1 of 4 Close Drilldown (X

Figure 47: A published Drilldown child page

Overview
The Drilldown is an interactive template, which presents a base page and a series of child pages. The base
page is similar to an Explore Graphic in that it contains a text introduction and two or more graphic
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hotspots. Hotspots are defined by the Instructional Writer and added via the Writing tab. A hotspot is an
“invisible” element associated with a particular graphic or area of a graphic. It may have an associated
Label. If the Instructional Writer chooses to publish the Label, it will be visible within the Graphics area.
The learner can either click the hotspot or the label to open the child pages associated with that hotspot.
The child pages may take the form of Expos pages or List pages.

When developing a Drilldown, you need to develop the base page as well as a series of child pages. Tasks
in developing the Drilldown (base) page may include:

e Adding a background graphic

e Adding and positioning graphics

e Positioning and resizing hotspots

e Positioning labels

e Positioning code

e Positioning text boxes, syntax boxes, and keyboard sequence boxes
e Assigning graphic effects

e C(Creating staged animations

Tasks in developing each Drilldown child page are dependent on whether that child page is an Expos page
or a List page. You should refer to the sections on developing Expos pages and List pages for more
information on these types of pages. The only difference between developing a child page and the
standard version of these pages is that the Drilldown border appears in the child page versions.

The following is the recommended sequence of steps that you should follow when building a Drilldown
base page:

1. Read the content, including any graphic direction provided
2. Add a background graphic if necessary
3. Add and position any graphics for the introductory Text item

4. Position the hotspots over the appropriate graphics or graphic sections, and if the labels are
published, position them as appropriate

5. Check the Assign To tab to ensure that all graphics that you add are set to Show for the
introductory Text item
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Note: You cannot assign graphics to show with the individual hotspots or labels
because when the learner clicks those hotspots or labels, the associated set of child
pages displays instead.

6. Check the Image memory tab once the graphics have been added to the page and ensure that
the ‘Size on Disk’ value is not over 100k, and that the ‘Size in Memory’ value does not exceed
12288kb

7. Lock all elements into place
8. Preview the page using Full Preview or Quick Preview

If the page includes code, you must also position the code for the Text item.

Positioning and resizing of hotspots
To position the hotspot

e Select the hotspot and drag it to its new location
To adjust the size of the hotspot
e Roll your cursor over any of the four edges of the hotspot to change it to a scale icon

e Click and drag to make the hotspot bigger or smaller

Note: Hotspots cannot be smaller than 16x16 pixels, for usability reasons.

You can lock or unlock a hotspot’s position on screen by following the Locking and unlocking graphic
methodologies outlined in Section 4.
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HTML

Some topics contain HTML pages, which are used to integrate HTML-based content into Synergy, such as
Articles, Mentored Exercises, etc. Writers are responsible for integrating this content. Designers do not

need to work with this page.
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Figure 48: A developed Sim Dialog Page in the Graphics tab

A SkillSoft Course Player, - Microsoft Internet Explorer

Awvare of the impoartance of employee relations, Dorothy implements Cacil:

awarking environment management process whereby employvees 'm concemed ahout the state of the company

kitchen. Have vou noticed how often trash is leftin

can argue for changes to the work environment to improve the kitchen?

canditions. F_ollow alang asa mermber o_fhgr campany's health and :

safety cormmittee uses this process to airhis concerns. Darothy: | have noticed it once ortwice. |s it that big of a
prohlem?

Use the Mext Page button to cantinue, ar select Skip to go ta the next
page.

Figure 49: A published Sim Dialog Page
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A Sim Dialog consists of a text introduction (a Text item) and a series of dialogs. As the Sim Dialog plays,
the dialog appears in the text field. If the character labels are published, the character name appears
beside each piece of dialog. Sim Dialogs (sometimes called Sim Dias or Simulated Dialogs) are written as
either a one-to-one conversation or a discussion between a number of people. They can also be used for
non-dialog purposes to build up a series of steps for example. They can include graphic changes as each
character speaks or as each line of dialog is played. The Sim Dialog introduction text is generally used to
introduce a scenario or set the scene. Therefore, the graphics that you use throughout the Sim Dialog
should make sense in relation to the scenario referred to in the Sim Dialog introduction. Sim Dialogs that
feature named characters should include graphics depicting a variety of realistic and appropriate facial
expressions.

Tasks that you may be required to carry out when developing a Sim Dialog page include:
e Adding a background graphic to the page or to the Graphic area
e Adding and positioning graphics

e Assigning graphics to show or hide with each piece of dialog

The following is the recommended sequence of steps that you should follow when building a Sim Dialog
page

1. Read the content, including the graphic direction provided

2. If necessary, add a background graphic if one has not already been applied

3. Add and position any graphics for the introductory Text item

4. Click the Next Buildable arrow in the WYSIWYG toolbar to display the first piece of Dialog

5. If the Graphic for each dialog checkbox is selected in the Writing tab, you should add a graphic
for the first piece of Dialog

6. Click the Next Buildable arrow in the WYSIWYG toolbar to display the next piece of Dialog

7. If the Graphic for each dialog checkbox is selected in the Writing tab, you should add a graphic
for the next piece of Dialog

8. Repeat these steps until you have added graphics for each piece of Dialog if necessary

9. Check the Image memory tab once the graphics have been added to the page and ensure that
the ‘Size on Disk’ value is not over 100k, and that the ‘Size in Memory’ value does not exceed
12288kb
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10. For each piece of dialog on the page, select each in turn from the Trigger Item drop-down list in
the Assign to tab, and then check that the appropriate graphics are set to show for each Dialog
item

11. Add Show effects or Hide effects for each graphic if required

12. Graphics associated with individual Dialog items should automatically hide when next Dialog
item is displayed

13. Preview the page

Adding graphics

In the Writing tab, the Writer specifies whether the graphics should be on the left or the right of the page
by selecting either the Graphic Left or the Graphic Right radio button. When Graphic Left is selected, the
graphics area is positioned on the left-hand side of the page, beneath the Text item and the Prompt. The

size of the area is 375px by 207px. The Dialog is then displayed on the right-hand side of the screen.

When Graphic Right is selected, the graphics area is positioned on the right-hand side of the page, taking
up half the page. The size of the area is 375px by 375px. The Dialog is then displayed on the left-hand side
of the screen, beneath the Text Item and the Prompt.

The Sim Dialog template allows you to add Full Screen graphics, which are centered in the graphics area
by default. The maximum size of these graphics is determined by whether the page is set to Graphic Left
or Graphic Right. If you add a Full Screen, or centered, graphic to the introductory Text Item, then all
other graphics on the page must be added as Full Screen graphics. You can only add one Full Screen
graphic to each item on a page.

Alternatively, you can choose to add Left or Right graphics. Again, the maximum size of these graphics is
determined by whether the page is set to Graphic Left or Graphic Right. When you add a Left or Right
graphic, it is left-aligned or right-aligned on the page, depending on which option you choose. If you add a
Left or Right graphic to the introductory Text Item, then all other graphics on the page must be added as
Left or Right Graphics. You can add one Left graphic and one Right graphic to each item on a page.

To add a graphic to the Graphics area:
1. Right-click the Graphics area
2. Select Add Graphic to open the Add Graphic submenu

3. Choose Left, Right, or Full Screen

Previewing Dialog
When you first preview a Sim Dialog in the Graphics area, the Dialog is hidden from view.

To preview each piece of Dialog:
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e Click the Next Buildable arrow in the WYSIWYG toolbar

e Click the Previous Buildable arrow to traverse back through the dialog and bring the Sim Dialog
back to its initial state
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Sim Dialog Video Caption

| Skip_|

Marko is the chairman of a city budget committee that includes Mils and Berice. Bernice is known for being arrogant. Follow along with the
committee's deliberations to observe Bernice's hehavior.

Select Skip to goto the next page.

Figure 50: A developed Sim Dialog Caption page in the Graphics tab (the published version is identical)

A Sim Dialog Video Caption is used in Narrated Animation instead of the standard Sim Dialog template. It
performs the same instructional function as the standard template.

If video is enabled on the page, the conversation or dialog will be presented in video format. The audio is
embedded in the video file.

If video is disabled, the dialog will be presented as a series of static images, with accompanying audio.

Regardless of whether video is enabled or disabled for the page, the narrative text is presented in
Captions in the Player window, which can be hidden from view, or displayed across the bottom of the
screen, depending on the learner’s preference.

Tasks that you may be required to carry out when developing a Sim Dialog Video caption page include:
e Adding and positioning graphics
e Assigning graphics to show or hide with each piece of dialog
e Integrating video

e Editing the video timeline information
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To build a Sim Dialog Video Caption page with video-enabled, you must complete these steps:
1. Ensure that video is enabled on the page
a. Ifvideo is not enabled on the page, select the Video checkbox to enable it.
Note: An alert message will appear, warning that converting the current page to a
video page will remove all current graphics, highlighters, code and syntax, as they

are not compatible with the video page. Click Yes to continue and activate video on
the page.

b. If the video checkbox is disabled, you will first need to enable video at course level by
editing the settings on the Video tab at the course node level.

2. Integrate the video for the page

3. Edit the video timeline data for the page

4. Integrate the audio for the page

5. Integrate the static graphic files for the page

Note: To integrate the static graphic files for the page, follow the steps as given for
building a Sim Dialog Video Caption page with video disabled.

6. Preview the integrated page in video mode
The page plays in video mode by default. If video is disabled, complete these steps to enable it:

a. Click the Show Resources and Settings Dialog tab
b. Select Settings

c. Inthe Settings dialog box, clear the Turn Off Video checkbox and click OK
If viewing the course map, the video icon on the course map becomes active, indicating
the course will be played in video mode.

7. Preview the integrated page in non-video mode
To preview the non-video version of the video page:

a. Click the Show Resources and Settings Dialog tab

b. Select Settings
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c. Inthe Settings dialog box, select the Turn Off Video checkbox and click OK
If viewing the course map, the video icon on the course map becomes inactive, indicating
the course will be played in non-video mode.

8. Save your topic

Integrating Video

The source for the video for Sim Dialog Video Caption pages is generally provided in MP4 format. This
video must be edited in accordance with the Video Development guidelines, and published in a format
suitable for integration into Synergy.

To integrate video in a Sim Dialog Video Caption template, you must complete these steps:

1. Identify the appropriate filename for the video file. The video filename field in the Writing Tab
supplies the correct video filename, in the format topicnumber_vid_filenumber.

Writing | Graphics Edit Video Timeline
hdd: [#] Character/Label [¥] Graphic for each dialog [V]Character dialoz Video Sim Dialog Video Caption Tem
1. Caption @ fndie file: t5_aud 0102 spx Graphic reference (z):
Character: Harrator R R R R -
P Video & Graphic Direction Add: I:‘J\lt text
' CcM:

Jahn, the managing editor of a newspaper, is
disappointed with a draft article that Todd submitted.
Todd used to he the newspaper's [T technician, and
is now trying his hand at writing. Follow along as
Jaohn and Todd discuss prablems with the aricle.

John Anderson: Newspaper managing editor
Todd Brenner: Newwspaper journalist

Video

Flatform Filename

desktop ta_wid_0107

Scene httire Props
Cl\ terfLabel Di Audio file: t5_aud 0103, spx Graphic reference (s):
— T Video & Graphic Direction Al ALt tert
John Todd, I'm afraid there are a lot of problems with yaur roee Supi SR : = bl
= draft article on open-source technology. It seems to John looks disappointed.
o

be incamplete.

A1t text
Jaohn is disappointed.

Figure 35: Video information in the Writing tab of the Sim Dialog Video Caption page

2. ldentify the appropriate video format(s).
If there are multiple video formats in the course, each file will have the same filename, but
different file types. For example, the filename could be t6_vid_0178. If the course uses the flv
format, the file would be saved as t6_vid_0178.Fflv. If the course also uses the mp4 format,
the mp4 file would be saved as t6_vid_0178_mp4.
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Note: The video formats that are supported in a given course are indicated on the
Video tabbed page at course level.

3. Publish the video files to the appropriate format(s) and rename them as per the name given in
the Video Filename field in the Writing Tab.

4. Using Windows Explorer, add the video files to a course by copying them to the media\video
folder at the topic level of that course folder structure.

Address |53 Ccomm_21_al?_bs_enushoutputitSimedia
Folders X Name

=[5 comm_21_al2_bs_enus ~ | [DDaudio
= ) output [Jgraphics
) cot [imisc
) htrl W viden
Sits
(= ]
I media

(50 mnisc

1= ruall

[0 source_Files
=t
[5) reparts
| sposF

Figure 36: Video folder in the Synergy course structure

5. Save the course.

6. Preview the Sim Dialog Video Caption pages to ensure the video has been integrated correctly.

Integrating static images

When a page is video-enabled, a static version of the page complete with static images must also be built,
in case learners view the page with video disabled. The static images must be stills taken from the video
file. One image should be added for the caption field, and one for each dialog item. The static images
should be the same size as the video file. Refer to the Video Development guidelines for detailed
guidelines on the requirements for creating these images.

Refer to the Steps for building a Sim Dialog Video Caption page with video disabled, for detailed

instructions on incorporating static images into a Sim Dialog Video Caption page.

Incorporating Graphic Text

Whether or not video is enabled in the page, only one graphic may be added to each item (caption or
dialog). If Graphic Text is required, it must be added to the image, and the image must be exported as a
flattened file before it is added to the course.

Integrating audio files
The audio for the static version of the page must be exported from the source video file for the page. A
separate audio file is required for each piece of dialog on the page.
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The audio files must be named to match the filenames associated with each piece of dialog in Synergy.
They should then be converted to SPX format and integrated into the course by adding them to the
media\audio folder at the topic level of the course structure.

Editing video timeline information
On static Sim Dialog Caption pages, the audio files, images, and caption text are automatically
synchronized. If the page contains video, the caption text must be synchronized manually.

Wiriting | Graphics | [ Edit Wideo Tmelne |

Figure 51: The Edit Video Timeline button

The Edit Video Timeline button in the tab area is highlighted when timeline information is required.

5] Video Timeline X
Enkar the Hime at which each ibem stavts
Pageltem Text Mins Secs
Dislog Trem [1] Ag \,rnu'.ll all notice in the proposal, Ive suggested a new program for remodeling and updating all city bui 0% ]~
ldings in the next five years.
Lialog Item [2] Greatidea. And | suppose you're going to pay for that out of your own pocket? oj%|] 10
Dialog Ttem [3] How exactly would you fund that kind of initiative Nils? 03132
Dialog Item [4] WWell, | have a few different ideas. (= 1
Dialog Item [S] And Il bet not one of them will actually cover the total cost, right 7 0% 9%
Dialog Item [6] Uh, well. no. Butwith a few cuts elsewhere, we might be able to cover the expense. ol 23%
Dialog Ttem [7] | thought so... 05| 23%
’ Apply ] l Cancel

Figure 52: The Video Timeline window

The Video Timeline window lists the dialog items on the page. The spin buttons allow you to set the time
that each piece of dialog appears in the video. The first dialog item will almost always appear at 0 mins
and 0 secs. Each dialog item must have a higher time value than the preceding item.

The following is the recommended sequence of steps that you should follow when building a Sim Dialog
Video Caption page with video disabled:
1. Read the content, including the graphic direction provided
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2. Add and position a graphic for the introductory Text item
3. Click the Next Buildable arrow in the WYSIWYG toolbar to display the first piece of Dialog

4. If the Graphic for each dialog checkbox is selected in the Writing tab, you should add a graphic
for the first piece of Dialog

5. Click the Next Buildable arrow in the WYSIWYG toolbar to display the next piece of Dialog

6. If the Graphic for each dialog checkbox is selected in the Writing tab, you should add a graphic
for the next piece of Dialog

7. Repeat these steps until you have added graphics for each piece of Dialog if necessary

8. Check the Image memory tab once the graphics have been added to the page and ensure that
the ‘Size on Disk’ value is not over 300k, and that the ‘Size in Memory’ value does not exceed
12288kb

9. For each piece of dialog on the page, select each in turn from the Trigger Iltem drop-down list in
the Assign to tab, and then check that the appropriate graphics are set to show for each Dialog
item

10. Graphics associated with individual Dialog items should automatically hide when next Dialog
item is displayed

11. Preview the page
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Video Standard Caption

James  Hello, I'm here for an interyiew. For the graphic designer position.

Figure 37: Developed Video Standard Caption page in the Player

The Video Standard Caption template allows you to import video into Synergy. The template allows you
to import videos of any size, up to a maximum of 768x432 pixels. The video plays as soon as the page
opens, and there is no introductory static screen (unlike the Sim Dialog Video Caption page). If captions
are enabled they display in the Caption area at the bottom of the Player window and are synchronized
with the video.

If video is disabled, then static images appear onscreen instead of the video. These graphics on screen
may change with each chunk of text on the page. The text is still contained in the Caption area when
video is disabled.

The template may be used to display dialogs, monologs, or other non-dialogue content such as
procedures etc.
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( Jondids )

James  Hello, I'm here far an interview. For the graphic designer position.

The template my also include a link to an external HTML file on the page. The external file may be Topic
Notes, Job Aids, or Learning Aids. The Launch Button bar, when selected, is automatically placed over the
lower edge of the video, it cannot be repositioned.

Tasks that you may be required to carry out when developing a Video Standard Caption page include:
e Adding and assigning graphics

e Adding the video files

e Adding timeline information

The following is the recommended sequence of steps that you should follow when building a Video
Standard Caption page:
1. Read the content, including the graphic direction provided

2. Add the video file to the course, renaming it to match the reference on the Writing tab

3. Add timeline information in the Edit Video Timeline dialog (see the ‘Editing video timeline
information’ subsection of the Sim Dialog Video Caption section for details)

4. Take a static image for each Caption or Dialog item, using video stills
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5. Add and position the graphic for the first Caption item
6. Click the Next Buildable arrow in the WYSIWYG toolbar to display the next Dialog item

7. If the Graphic for each dialog checkbox is selected in the Writing tab, you should add a graphic
for the next Dialog item

8. Repeat these steps until you have added graphics for each piece of Dialog if necessary

9. Check the Image memory tab once the graphics have been added to the page and ensure that the
‘Size on Disk’ value is not over 300k, and that the ‘Size in Memory’ value does not exceed
12288kb

10. For each piece of dialog on the page, select each in turn from the Trigger Item drop-down list in
the Assign to tab, and then check that the appropriate graphics are set to show for each Dialog
item

11. Graphics associated with individual Dialog items should automatically hide when next Dialog item
is displayed

12. Preview the page
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Try It

Unified Content Development Environment
File Zip Wiew Edit Add Reports Tools Help

SHimBo Q990 ROEM ULTM iubc QoeaD

Y wwriting | Graphics |

Try it

To use the Assistant, the firstthing you need to dois
click the animated character to display a text box. Then
you type the phrase or question you want and get the
Assistantto search for matching topics.

Fallowe the directions in the step box to complete the
task Selectthe Show Me button at any time to view an
animation of any incomplete steps.

Step 10f 2

1. Click the Office Assistant

Figure 53: A developed Try It page in the Graphics tab

A SkillSoft Course Player - Microsoft Internet Explorer

File Edit Wew Insert Format Tools Table ‘Window Help letter - X
DEE &E Y < @ O] 9 9% + » HNomal | Trylt =
E| el e Zea 3o s BB 7o g2 Touse the Assistant, the first thing vou need to dois Im

click the animated character to display a text hox. Then
yau type the phrase or question you want and getthe
Assistant to search for matching topics.

Faollow the directions in the step hox to complete the

task. Select the Show Me button at any time to view an
animation of any incomplete steps.

Step 10f 2
Dear Ir. Foberts,
1. Click the Office Assistant

Previous Page [Mext Page

Figure 54: A published Try It page
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Try Its are a guided practice strategy used for demonstrating key steps in a task. Try Its require learners to
perform specified tasks using a software application. This may require learners to navigate a GUI’s screen
elements, complete common procedures, or familiarize themselves with the application.

When previewed in the Player, a Try it consists of a Try It box and a Steps box. The Try it box contains the
Try It Stem, which defines the task to be completed by learners, a built-in player prompt, and the Show
Me button. The Steps box lists each of the steps that must be carried out by learners to successfully
complete the task defined within the Stem. The individual steps of the task are outlined in the order in
which they must be performed. Allowable interactions in a Try It include clicking or selecting an interface
element, inputting text into a field, rolling over an object, double-clicking an object or dragging-and-
dropping an object.

If a learner completes a step correctly, the interface will reflect the action taken and enable the learner to
continue to the succeeding step. Each step can have a number of Correct actions associated with it. For
example, in the Try It step “Select File-New”, there are two Correct actions. The first Correct action is to
select File and second Correct action is to select New. The Visual designer assigns hotspots to both
elements on the background interface. When the learner selects File, the interface will change to display
an open File menu.

If learners prefer to see an animation of the Try It being completed, they can click the Show Me button.
The Show Me completes all remaining incomplete Try It steps.

The Instructional Writer provides the screen grabs for all stages (inactive, rollover, activated, result) of a
step so the Visual Developer can develop the question to allow learners to perform the step, or skip it and
view the animation. The writer is required to attach grabs for each action via the Graphic references
feature in Synergy. When all steps have been completed successfully in the simulated application, the
completion text is displayed. This text reinforces what it is that learners have completed.

Tasks that you may be required to carry out when developing a Try It page include:
e Adding a background graphic
e Cropping and optimizing images
e Creating highlight images
e Adding and positioning graphics
e Creating highlight images
e Adding Dynamic Pointers
e Assigning graphics to show or hide with one or more steps or hotspots
e Setting up Input Fields

e Setting up Correct Actions

Graphics Tab Manual Visual_Design_Graphics_Tab_Manual
Last saved by: Ray Cunningham Date: 07 August 2014 Page 83 of 177



Setting up Drag Options and Drop Targets
Positioning the Try It and Steps box on screen

Assigning graphic effects

The following is the recommended sequence of steps that you should follow when building a Try It page:

1. Prepare the graphics for the page

Read the content, including any graphic direction
Determine which screengrabs are associated with each step

Determine how the screengrabs will be used — screengrabs can be used to create static graphics
that appear onscreen following a learner interaction such as a rollover or click, or to create
highlight images, which function as buttons

Crop and optimize screengrabs

Create highlight images for buttons or menu options

2. Set up the introduction to the page

Add and position any graphics for the introductory stem

Add a dynamic pointer indicating where the learner should click to start the first step (in other
words, indicate the location of the first click action)

In the Assign To tab, all graphics that you add are automatically set to show for Step [1] (except
the Dynamic Pointer, which is not assigned to anything)

Assign the Dynamic Pointer to show with the first hotspot

3. Set up each step

The process for setting up a step differs depending on the type of step or the type of interactions in the

step you are working on. There are two types of steps: standard Steps and Code Steps. Standard Steps

may contain correct actions, input fields, drag options, or drop targets. Code Steps require the learner to

type in a blank field within a piece of code.

3.1 Setting up Correct Actions in standard Steps

Correct actions are triggered using a click, right-click, double-click, or rollover. Select each step in turn

from the Trigger Item drop-down list, and add the graphics associated with that step once it has been

selected

Select the Step that you wish to work on from the Step drop-down list in the Select tab
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e Read the Step text that appears in the Steps box — based on this text, you should be able to
determine the type of event required to trigger the action for the step (rollover, click, double-
click, right-click)

e Read the Graphic Direction for the Step

e The hotspot for the first Correct action for the Step displays in the graphics area when you select
the Step in the Select tab

Note: The hotspot is named using the naming convention SX — CX, where S is the
Step number and C is the Correct Action number.

e Rollover the Correct Action hotspot to determine the name of the interface element that the
Correct Action is related to

Note: When you rollover a hotspot in a Try It, the name of the element with which
the hotspot is associated appears in the bottom left corner of the Synergy
interface, in the status bar.

e Position the Correct Action hotspot over the interface element identified

e If necessary, create a highlight image for that interface element, so that you can simulate a
rollover effect for that element when the learner attempts the step

e If you are including a highlighter image, right-click the Correct Action hotspot and select Hotspot
to Button

e Browse to and select the highlighter image and click Open

e By default, Correct Actions are set up to be triggered by left-clicking them — if a different event
triggers the action (rollover, right-click, or double-click) you must change the Complete Action
Event setting to reflect this

e Right-click the Correct action hotspot and select Complete Action Event — then choose Right-Click,
Double-Click, or Rollover, as appropriate

e Lock the hotspot in place
e Determine what graphic change occurs when the hotspot triggers

e If a new graphic appears when the hotspot is triggered, add that graphic and position it in the
graphics area

e Check the Image memory tab once the graphics have been added to the page and ensure that
the ‘Size on Disk’ value is not over 200k, and that the ‘Size in Memory’ value does not exceed
12288kb

e Assign the graphic to show with the Correct Action hotspot

Graphics Tab Manual Visual_Design_Graphics_Tab_Manual
Last saved by: Ray Cunningham Date: 07 August 2014 Page 85 of 177



Note:

By default all new graphics are assigned to show with Step 1 — this occurs so that the Visual
Designer can see that the graphic has been added. Unless the graphic is intended to display for
Step 1, you must unassign it from Step 1 and reassign it to the correct hotspot or Step. To do
this, select Step 1 from the Trigger Item drop-down list in the Assign To tab. Then clear the
Show checkbox for the graphic in question.

Select the Hotspot or Step with which you would like the graphic to appear from the Trigger
Item drop-down list. Then select the Show checkbox for the graphic.

e Alternatively, if a graphic disappears when the Correct Action hotspot is triggered, assign that
graphic to Hide with the hotspot

e Save your changes

e Preview the step

3.2 Setting up Drag-and-Drop actions in standard Steps

Drag and drop hotspots are connected and require the learner to drag an object from the Drag hotspot to
the Drop hotspot. If a writer creates a step with a Drag-and-Drop action, this results in two hotspots being
added to the Graphics tab - DO and DT, where DO is the draggable option, and DT is the draggable target.

To set up drag-and-drop actions, you complete these steps:
e Select the Step that you wish to work on from the Step drop-down list in the Select tab

e Read the Step text that appears in the Steps box, and identify the draggable object (for example,
an icon)

e Create a draggable highlighter image for this draggable object

Note: Standard highlighter images contain these four states in order: Normal,
Mouseover, Click, and Deactive.

Draggable highlighter images are different, however, because most objects that
are draggable do not have a rollover state. Instead, they only react when clicked.
Therefore, when setting up the draggable highlighter image, you must replace the
Mouseover state with a copy of the Normal state. In other words, the four states of
the draggable highlighter image should be: Normal, Normal, Click, and Deactive.

e Change the DO hotspot to a button using the draggable highlighter image

e Position the DT hotspot over the area to which the learner must drag the object
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Note: Synergy allows you to convert DT to a button if there is a rollover effect on
DT. However, you are not required to convert a DT hotspot to a button, and in most
cases it is unnecessary, and even incorrect to do so.

However, you are required to convert the DO hotspot to a button.

3.3 Setting up Input fields in Standard Steps

Input fields require the learner to type text in a text entry field. If a step contains an input field, a blank
text field is generated in the graphics area, allowing the learner to enter text. Each Input field is
associated with either a Correct Action (input) or a Submit button, which the learner must click before
the Player will judge the text entered.

Note: It is not possible to trigger the Player to judge an input field by pressing a
keyboard key, such as the Enter key. The Correct Action (input) or the Submit
button must be used instead.

To set up an Input field, you complete these steps:
e Select the Step that you wish to work on from the Step drop-down list in the Select tab

e Read the Step text that appears in the Steps box and identify the field in which the text must be
typed, and also how judging is triggered (by clicking an interface element or the Submit button)

e Position the input field so that it covers the area of the interface (screengrab) into which the
learner must type — you can resize the input field if necessary

Note: In most cases, the writer provides a result grab, showing what the interface
should look like when the learner has finished typing the text. Ideally, you should
line up the input field so that the text being typed lines up with that shown in the
result grab.

e Inthe screengrab, ensure that the area of the interface into which the learner must type is
blanked out until AFTER the step is completed

e If the writer has associated a Correct Action (input) with the input field, a hotspot named SX-CU
(where SX is the Step number, and CU stands for Correct User Input) is available in the Graphics
area

e Set up the Correct Action (input) in the same way that you would set up a standard correct action,
assigning graphics to Show or Hide with it as necessary

e If the writer has specified that the Submit button is to be used to trigger the Player to judge Input
fields, a Submit button is shown in the Steps box, and the Assign To tab lists Hotspot Button [SX-
SUB] in the Trigger Item drop-down list (where S is the Step number, and SUB indicated the
Submit button)
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e Assign graphics to Show or Hide with this Hotspot Button, just as you would with a standard
Hotspot button

3.4 Setting up Code Steps

A Code Step is similar to a standard step with an Input field. The difference is that blank field in a Code
Step occurs within a piece of code generated by the Code Editor.

To set up the Code Step, you follow these steps:
e Select the Step that you wish to work on from the Step drop-down list in the Select tab

e Read the Step text that appears in the Steps box and identify how judging is triggered (by clicking
an interface element or the Submit button)

e Position the code where appropriate onscreen

Note: You should ensure that the code is positioned in such a way that it is not
obscured by the Try It or Steps boxes.

e If there is code associated with more than one step, you must determine how the pieces of code
relate to each other

Note: The Try It template doesn’t facilitate building code. Therefore, in most cases,
if a Try It contains multiple pieces of code, the code pieces will either be identical,
or just be slight variations of the same piece of code — for example, the Code for
Step 1 might have “MISSING CODE” written in part of it, and then the Code for Step
2 might have a blank text field where the “MISSING CODE” occurred.

e If the pieces of code are the same (allowing for slight variations to facilitate the MISSING CODE
tag), then you must ensure that you position them with pixel perfect precision from one step to
the next so that no jumps occur — this means ensuring that the X,Y coordinates for each piece of
code are identical

e Resize the code area if necessary
If resizing the code area, you must ensure that you do not introduce line wrapping by mistake.
The code should maintain the line wrapping set by the writer in the Code Editor.

e If the writer has associated a Correct Action (input) with the input field, a hotspot named SX-CU
(where SX is the Step number, and CU stands for Correct User Input) is available in the Graphics
area

e Set up the Correct Action (input) in the same way that you would set up a standard correct action,
assigning graphics to Show or Hide with it if necessary

e If the writer has specified that the Submit button is to be used to trigger the Player to judge Input
fields, a Submit button is shown in the Steps box, and the Assign To tab lists Hotspot Button [SX-
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SUB] in the Trigger Item drop-down list (where S is the Step number, and SUB indicated the
Submit button)

e Assign graphics to Show or Hide with this Hotspot Button, just as you would with a standard
Hotspot button

Note: In many Code Steps, there no graphic change occurs when the learner clicks
the Correct Action (input) hotspot or the Submit button. Clicking the hotspot or
button simply triggers the Player to judge the code entry. In those cases, it is fine
not to assign any graphics to the hotspot or button.

e Save your changes

e Preview the step

Troubleshooting: If you preview the final step in the Try It and discover that the
code disappears when the Submit button is clicked (or when the Correct Action
(input) hotspot is clicked, the Try It is not set up correctly in the Code Editor. If the
code is to be shown onscreen when the Completion Text displays, the Writer must
select the Show with Feedback checkbox for the code in the Code Editor. You
should contact the writer to fix this error.

4. Finalize the page

e Add a dynamic pointer to indicate the starting point for the Try It
The dynamic pointer must point to the first correct action that the learner should interact with. It
must be assigned to Show for the first hotspot. It does not need to be set to hide — it does this
automatically.

e Position the Try It and Step box
The Try It box must always be positioned above the Steps box. In exceptional cases, if it is
impossible to position the Try It box above the Steps box due to space constraints, you may
position the Try It box on the left of the screen, and the Steps box on the right. However, this is
not ideal and should be avoided if possible.

e Lock all elements into place
e Save your changes

e Preview the page
When previewing the page, it is important that you complete the Try It and trigger the
Completion text, so that you can view the screen space taken up by the Completion text and
ensure that it fits onscreen.
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Cropping and optimizing screengrabs
When preparing screengrabs for use in Try It, you must adhere to SkillSoft guidelines exactly. When
cropping and optimizing screengrabs, you must complete these steps:

e Open all of the screengrabs for the page in Photoshop

e Crop each screengrab to a size of 796 by 432

e Copy and paste each cropped screengrab into an individual layer in a single Photoshop document
e Name the layers in a sequence

e Identify the base screengrab

e |dentify the graphic differences between each screengrab and the preceding screengrab

e Remove all other areas from the subsequent screengrabs, leaving only the graphic differences

e Save each layer as a separate PNG-8 file using the naming convention <SynergyPage ID><position

in sequence>_<original screengrab number>

Note: These steps assume that you are using Adobe Photoshop. If you are using a
different graphics package, you will need to adjust the steps to suit.

Creating Highlight images

Often menu items, buttons, or other interface elements become highlighted when a user moves the
cursor over them. For example, when users move their cursor over the Bold button on the mini-toolbar in
Word 2007, the button highlights with a bright yellow color to indicate that this interface component is
about to be selected. A highlight image contains four states of a particular interface component.

e The Normal state
How the interface component looks when it has not been rolled over (or moused over) by the
user

e The Mouse Over state
The Mouse Over state is how the interface component looks when users move their mouse over
it

e The Click state
How the interface component looks when users click it

e The Deactivate state
The Deactivate state is the “grayed-out” version of the button, which is displayed when the
button cannot be selected
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When creating a highlight image, place all four states side-by-side in the same document in your image
editing program.

Note: Synergy requires all four states to be present for the image to be a valid
highlight image. Even if there is no Deactive state— copy the Normal state of the
interface component and use this as a place holder for the Deactive state.

To get the graphics for the four states, you must use the screengrabs that have been provided for the
interaction in that page.

e Open the layer containing the highlight for the highlighted image
e Select the layer by pressing Ctrl and clicking the layer containing the highlight in the layers palette

e Hide the layer containing the highlight by clearing the Visibility box in the Layers palette. This
displays the marquee, at the exact size of the highlight section

e Copy the section within the marquee from the first layer. This will form the Normal state for your
Highlight image.

e Select File-New to create a new document for your Highlight image. The New dialog box opens.
The Width and Height specified in this dialog box represents the exact width and height of the
marquee area.

Note: Each state of the interface component you are creating must be exactly the
same pixel height and width.

e Select Edit-Paste to paste the image that you copied from the marquee area in Layer001 into the
new document. This is copied to the center of the document and represents the Normal state

e Move the image to the far left-hand side of the Highlight Image document. Now you need to get
the Mouse Over state for the interface component.

e Return to the Photoshop document containing all the screengrabs for that page and turn on
visibility for the second layer, which should contain the Mouse Over image

e Return to the Highlight Image document and select Edit — Paste. This pastes the Mouse Over
state into the center of the Highlight Image document.

e Again return to the Photoshop document containing all the screengrabs, and turn on visibility and
select the third layer which contains the Click state

e Select Edit-Copy to copy it
e Return to the Highlight Image document and paste the Click state into it.

e Move the graphic to align in with the Mouse Over state. It should appear third from the left.
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e Return to the Photoshop document to get Deactive state. However, in most cases there is no
Deactive state.

e Once you have determined that there is no Deactive state, return to the Highlight Image
document.

e Synergy requires four states to be provided to ensure that the Highlight image is valid and works
properly. Copy the Normal state and place it as a placeholder for the Deactive state.

e Drag the copy of the Normal state to the far right of the Highlight Image document

Note: You must be pixel perfect in placing this image.

e Save the Highlight Image document as a PNG-8 file with appropriate optimization settings and
import it into Synergy by converting a hotspot to a button

e Once the Highlight image is added to the graphics area, lock the image in place using the Locking

Graphic methodology in Section 4.

Creating Draggable Highlight Images
To create a Draggable Highlight image, follow the steps for creating a standard highlight image. However,
instead of including a Mouseover state, include a second Normal state instead.

Adding dynamic pointers
To add a dynamic pointer

e Right-click the area of the graphic that a learner is to click and select Add Highlighter-Dynamic
Pointer

e Select the type of pointer you require - Left, Right, Up, or Down

e Set the dynamic pointer to show with the appropriate hotspot

Converting a hotspot to a button
To render an interface item in a graphic interactive;

e Right-click the hotspot and select Hotspot To Button
e Browse to locate the relevant special highlight image. The hotspot changes to the highlight image

which you must position correctly over the appropriate interface item in the graphic

Note: Once done, check the Trigger item drop-down menu, to ensure that the
Hotspot name has been updated to Hotspot Button [SX-CX]. It was previously
named Hotspot [SX-CX]

Graphics Tab Manual Visual_Design_Graphics_Tab_Manual
Last saved by: Ray Cunningham Date: 07 August 2014 Page 92 of 177



Use the Hide checkbox in the Select tab to ensure that you have positioned the hotspot button
graphic correctly. Estimate where the hotspot button graphic should be placed to prevent pixel
jumps.

e Clear the Hide checkbox to display the hotspot button graphic again in the Graphics area and
using the arrow keys carefully nudge the Hotspot button graphic in the correct direction.

e Once done, select the Hide checkbox again, and observe carefully, watching for any pixel jumps

e Once you are satisfied that there are no pixel jumps, clear the Hide checkbox and Lock the
graphic in place by using the Locking graphics methodology in Section 4

Assigning a graphic to appear when a hotspot is triggered

Note:

When you open a Try It page in the Graphics area for the first time, the only hotspot visible is
the hotspot associated with the first Correct action in Step[1]. To view remaining hotspots,
hold the Shift key and click the hotspot. If there is a subsequent Correct action associated with
Step[1], its hotspot will appear onscreen. If not, the hotspot associated with the first Correct
Action in the next Step in the Try It appears.

To assign a graphic to appear when a hotspot is triggered:
e Convert the hotspot to a button, if necessary

e Select the hotspot or hotspot-button from the Trigger Item drop-down list and select the Show
checkbox associated with the graphic that you want to appear when that hotspot is clicked (or
double-clicked, right-clicked, or rolled over, depending on what the Complete Action Event is set
to)

e C(lick Toggle Preview Mode to determine that the step is functioning correctly

To set a graphic to disappear when a hotspot is triggered, simply select the Hide checkbox instead of the
Show checkbox in the Assign To tab.

Positioning the Try It and Steps box

The Try It and Steps boxes must be positioned in such a way that there is room for them to expand (to
include the Show Me button, or the Completion text in the Try It box, or to include additional steps in the
Steps box), without obscuring any important pieces of the screengrabs in the background.

The Try It box must always be positioned above the Steps box. In exceptional circumstances, where this is
not possible, you may position the Try It box to the left of the screen, and the Steps box to the right of the
screen; however, you should try to avoid this situation.
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To position the Try It and the Steps boxes:
e Right-click the Try It or Steps box and select Unlock Panel
e Drag the box to its new location

e Right-click and select Lock Panel to lock the Try It box or Steps box in place
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Ben's actions seem extreme.

How aften da yau think this type of situation
occurs in the workplace?

Rate wour response using the given scale.

. i F—

Figure 55: A developed Rate Single page in the Graphics tab

3 SkillSoft Course Player - Microsoft Internet Explorer

Een's actions seem extreme.

How aften da you think this type of situation
accurs in the workplace?

Rate your response using the given scale.

Figure 56: A published Rate Single page
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A Rate Single page aims to examine an opinion or a behavior by posing a question and asking learners to
rate their opinion, behavior, and so on from a scale of options. A Rate Single differs from standard
question types because it isn’t used in Practice and Test modes and there are no correct or incorrect
options. A Rate Single page consists of a Text item, which holds the question stem, and a minimum of
three options. A maximum of five options is permitted.

Tasks that you may be required to carry out when developing a Rate Single page include:
e Adding a background graphic

e Adding a single graphic

The following is the recommended sequence of steps that you should follow when building a Rate Single
page:

1. Read the content, including any graphic direction provided
2. Add a background graphic if necessary
3. Add and position a single graphic for the question stem

4. Check the Image memory tab once the graphic has been added to the page and ensure that the
‘Size on Disk’ value is not over 100k, and that the ‘Size in Memory’ value does not exceed
12288kb

5. Lock the graphic in place

6. Preview the page

Note:

The Rate template only allows you to add a single graphic to the page, and that graphic is
static. You cannot apply any effects to the graphic, nor can you add a staged animation. The
maximum size of the graphic that you can add is 478x322.
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Reflect Learner

Unified Content Development Environment
File Zip view Edit Add Reports Tools Help
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Think abaut the last praject you were invalved in, and the
pracesses it encompassed. Did you have endless meetings that
accomplished very little? Were manufacturing processes held up
at any point? Inwhat other ways were time and effort wasted?

Enter your thoughts in the text box provided. Then select the
Mext Page button to continue.

Figure 57: A Reflect Learner page in the Graphics tab

L;J Unified Content Development Environment
3 SkillSoft Course Player, - Microsoft Internet Explorer

Think about the last project you were invalved in, and the
processes it encompassed. Did you have endless meetings that
accomplished very litle? Ywere manufacturing processes held up
at any point? Inwhat ather ways were time and effort wasted?

Enter your thoughts in the text box provided. Then select the
Mext Page button to continue.

Figure 58: A published Reflect Learner page
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The Reflect Learner template provides learners with an opportunity to pause and reflect on a question,
problem, or situation and then enter and record their thoughts. The Player stores the comments for recall
later. A Reflect Learner template consists of a Text item, which holds the question stem, a Reflective text
prompt, which indicates the steps for answering the question, and the Unique learner-entered response
ID, which is used to identify the appropriate Reflect Learner template to recall later in the course. The
Unique learner-entered response ID field is visible only in the Writing tab.

Tasks that you may be required to carry out when developing a Reflect Learner page include:
e Adding a background graphic

e Adding a (single) graphic

The following is the recommended sequence of steps that you should follow when building a Reflect
Learner page:

1. Read the content, including any graphic direction
2. Add a background graphic if necessary
3. Add and position a single graphic for the Text item

4. Check the Image memory tab once the graphic has been added to the page and ensure that the
‘Size on Disk’ value is not over 100k, and that the ‘Size in Memory’ value does not exceed
12288kb

5. Lock the graphic in place

6. Preview the page

Note:

The Reflect Learner template only allows you to add a single graphic to the page, and that
graphic is static. You cannot apply any effects to the graphic, nor can you add a staged
animation. The maximum size of the graphic that you can add is 360x355.
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Reflect Expert Compare

@ Unified Content Development Environment
File Zip view Edit Add Reports Tools Help
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Reflect on how you perceive HR, and how yvau think emplaoyees Enter your thoughts below, then click the Next Page button to
perceive HR. find out what HR. managers have to say.

You might find that same ofthese perceptions highlight the
traditional paper-processing functions of HR atthe expense ofthe
strategic functions.

tfhat do you think is the current perception of HR?

Here are the views of some HR. managers on the current

+ perceptions about HR.
1. HR doesn't have sufficient knowledge ahout the e
| arganization or its strategic goals.
2. HR lacks leadership ability. ‘
3 HR is reactive.

4. HR functions don't change and HR has navision for
change.

&5 HR professionals are fad-chasers.

6. HR i= the law enforcer and paper-shuffling bureaucrat in
an organization.

Figure 59: A Reflect Expert Compare in the Graphics tab

SkillSoft Course Player - Microsoft Internet Explorer, ||

EH! Brese"!g!lon gamples I

Reflect on how you perceive HR, and how you think emplovees Enter your thoughts below, then click the Hext Page hutton to
perceive HR. find out what HR. managers have to say.

“au might find that some ofthese perceptions highlight the
traditional paper-processing functions of HR atthe expense ofthe
strategic functions.

‘What do you think is the current perception of HR?

Here are the views of some HR. managers on the current
perceptions about HR.

Figure 60: A published Reflect Expert Compare page
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The Reflect Expert Compare template is used to record learners’ thoughts about a question or statement
and immediately compare their answers to an expert’s opinion or best practice. The Reflect Expert
Compare template consists of a Text item, which holds the question stem, a reflective text prompt, which
indicates the first step to record the learner’s opinion, an Expert opinion text header, which outlines the
second step to display the Expert opinion, and Expert opinion text, which holds the expert opinion.

Tasks that you may be required to carry out when developing a Reflect Expert Compare page include:

Adding a background graphic

Adding a graphic

The following is the recommended sequence of steps that you should follow when building a Reflect
Expert Compare page:

1. Read the content, including any graphic direction

2. Add a background graphic if one has not already been applied

3. Add and position a graphic for the Text Item

4. Check the Image memory tab once the graphic has been added to the page and ensure that the
‘Size on Disk’ value is not over 100k, and that the ‘Size in Memory’ value does not exceed
12288kb

5. Lock the graphic in place

6. Preview the page
Note:
The Reflect Expert Compare template only allows you to add a single graphic to the page, and
that graphic is static. You cannot apply any effects to the graphic, nor can you add a staged
animation. The maximum size of the graphic that you can add is 360x182.
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Reflect Self Compare

Unified Content Development Environment
File Zip view Edit Add Reports Tools Help
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In summary, three specific characteristics of IThusiness After reviewing this topic, what do you think your customers
alignment are the need for ROl analysis of IT investments, want?

consolidation of management tools, and a move toward

adaptahle IT infrastructures. Consider these characteristics and

howe they might affect yaur custamers.

What did you think before?

_ Compare

W [¢]

Figure 61: A developed Reflect Self Compare page

SkillSoft Course Player - Microsoft Internet Explorer,

In summary, three specific characteristics of [Thusiness After reviewing this topic, what do you think your customers
alignment are the need for ROl analysiz of IT investments, want?

consolidation of management toals, and a move toward

adaptable IT infrastructures. Consider these characteristics and

how they might affect your custamers.

What did you think before?

~ Compare

Figure 62: A published Reflect Self Compare page
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The Reflect Self Compare template is used to record learners’ thoughts about a question or statement
and immediately compare them to a recalled reflection. The recalled reflection was recorded using a
Reflect Learner template. The Reflect Self Compare template contains a single Text item, a Learner
entered text header, a Learner recalled text header, and a Previous Learner-entered response ID drop-
down list. The Text item holds the question stem that learners reflect upon. The Learner entered text
header provides the heading for the text field where learners type their reflections. The Learner recalled
text header provides the heading for the field in which the previous recorded learner entry is to be
displayed. This information is identified by using the ID supplied by the Instructional Writing in the
Previous Learner-entered response ID drop-down list in the Writing tab.

Tasks that you may be required to carry out when developing a Reflect Self Compare page include:
e Adding a background graphic

e Adding a graphic

The following is the recommended sequence of steps that you should follow when building a Reflect Self
Compare page:

1. Read the content, including any graphic direction
2. Add a background graphic if necessary
3. Add and position a single graphic for the Text item

4. Check the Image memory tab once the graphic has been added to the page and ensure that the
‘Size on Disk’ value is not over 100k, and that the ‘Size in Memory’ value does not exceed
12288kb

5. Lock the graphic in place

6. Preview the page

Note:

The Reflect Self Compare template only allows you to add a single graphic to the page, and that
graphic is static. You cannot apply any effects to the graphic, nor can you add a staged
animation. The maximum size of the graphic that you can add is 360x182.
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Click-In Graphic

Unified Content Development Environment
File Zip Wiew Edit Add Reports Tools Help
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M
l Question Allowed attempts: 5

This screengrab containg a number of problematic
elements.

Figure 63: A developed Click-In Graphic page

killSoft Course Player - Microsoft Internet Explorer

Question Remaining attempts: 4

This screengrab contains a numhber of problematic
elements.

the- Latest endoursery of our product-are Microsoft, and

maf@: e
Page 1 Sec b 3 A LT  in3  Co4) | ec ekl B0 o Engshis | G

# Start l

)

Figure 64: A published Click-In Graphic page
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A Click-in Graphic question asks the learner to select appropriate area(s) or object(s) in a graphic. These
areas are defined by hotspots on the graphic. At least one or more of the hotspots will represent the
desired correct response, and one or more of the hotspots will represent incorrect responses. Learners
select the hotspots on the graphic and immediately get feedback on their answers.

Note: The size of the Graphics area in the Click-in graphic template is 440 x 432
pixels.

Tasks that you may be required to carry out when developing a Click-in graphic question include:
e Adding a background graphic
e Adding and positioning a Click-in graphic
e Adding and positioning standard graphics
e Adding and positioning a Final graphic
e Positioning hotspots and labels
e Adding highlighters or pointers
e Assigning graphics to show with the stem or one or more hotspots/labels

e Assigning graphic effects

The following is the recommended sequence of steps that you should follow when building a Click-in
Graphic page:

1. Read the content, including any graphic direction provided
2. Add a background graphic if one has not already been applied

3. Add and position a single Click-in Graphic

Note:

The Click-in Graphic template only allows you to add a single Click-in Graphic to the page. This is
a special type of static graphic. You cannot apply any effects to the graphic, nor can you add a
staged animation. The maximum size of the graphic that you can add is 440x432.

Often the Click-in Graphic is the only graphic on this page. You position the Correct and
Incorrect Hotspots over specific areas in this graphic. When the learner clicks those hotspots, it
triggers choice-specific feedback. However, because this graphic is a Click-in Graphic, any
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location in the graphic that is not a Correct Hotspot is automatically an Incorrect Hotspot, and
all clicks are counted as attempts.

4. Position the hotspots over the appropriate graphic sections of the click-in graphic, and if labels
are published, position them as appropriate

5. Add and position standard graphics if required

Note:

When you add a standard graphic to the page, you must assign that graphic to show with the
Stem or with one of the correct or incorrect action hotspot/labels. If you assign it to show with
the Stem, it will display for the entire page. Whereas if you assign it to show with a correct or
incorrect hotspot/label, it will only be displayed if the learner clicks that hotspot/label.

6. Check the Image memory tab once the graphics have been added to the page and ensure that
the ‘Size on Disk’ value is not over 100k, and that the ‘Size in Memory’ value does not exceed
12288kb

7. To view the associated material for each correct or incorrect action hotspot/label on the page,
press and hold the Shift key and then click each hotspot/label in turn

8. If aresult or final graphic is required, add a Final graphic to the page

Note:

The Click-in Graphic template only allows you to add a single Final Graphic to the page. Thisis a
special type of static graphic. You cannot apply any effects to the graphic, nor can you add a
staged animation. The maximum size of the graphic that you can add is 440x432.

This graphic is automatically set to appear when the learner completes the question. By default,
the z-depth of this graphic is set to the front of the page, so if you add a Final graphic that is the
same size and in the same position as the Click-in graphic, it can appear to the learner as though
this graphic replaces the Click-in graphic when it is displayed.

9. Lock all elements into place

10. Preview the page

Tasks specific to the Click-in graphic template

To add the “Click-in Graphic” graphic to the page:

e Right-click and select Add - Click-in Graphic

This graphic is automatically assigned to the Stem of the question.
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To add the “Final Graphic” graphic to the page:

Right-click and select Add - Final Graphic

This graphic is automatically assigned to the Stem of the question.

When you add the Final Graphic, it is automatically set up in the page to display when the learner

completes the question in the Player. To preview it, you can use the Previewer, or click the Toggle

Preview Mode button and complete the question. If you need to work with this graphic in the Graphics

area (to reposition it for example), you must progress advance the Graphics tab to the result stage of the

page. To do this, you complete these steps:

1. Press Shift and click a correct or incorrect hotspot/label
2. Repeat until the Final Graphic appears in Graphics area
3. Reposition the Final Graphic as required
4. Lock the Final Graphic in place
5. Click the Reset Page button in the WYSIWYG toolbar to reset the page to the start state
6. Preview the page
7. Save your changes
Graphics Tab Manual Visual_Design_Graphics_Tab_Manual

Last saved by: Ray Cunningham Date: 07 August 2014 Page 106 of 177



Multiple Choice Wide

Unified Content Development Environment
File Zip view Edit Add Reports Tools Help
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Question

Stage 4 for preventing sprain and strain injuries in the workplace [~ Determining whether risks were eliminated or minimized
involves evaluating cantrals.
Which key steps are included in this stage? [~ Ensuring no new risk factors were introduced

[~ Creating a list of problematic tasks

[~ Determining appropriate design controls

Choose more than one option and then select Done. To deselect
an option, choose ita second time.

Figure 65: A developed Multiple Choice Wide page

A SkillSoft Course Player, - Microsoft Internet Explorer

Question

Stage 4 for preventing sprain and strain injuries in the workplace [~ Determining whether risks were aeliminated or minimized
invalve s evaluating controls.
Wihich key steps are included in this stage? [~ Ensuring no new risk factors were introduced

[~ Creating a list of problematic tasks

[~ Determining appropriate design controls

Choose more than one option and then select Done. To deselect
an option, choose it a second time.

Figure 66: A published Multiple Choice Wide page
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A Multiple Choice Wide question template presents the learner with a question stem (presenting a
question or problem) and a list of options in text format, which consist of correct and incorrect answer
choices. The learner is expected to select the correct answers from those on the list.

In the Multiple Choice Wide question template, the question box stretches across the screen. In the
practice version of this template (which occurs within a learning point or the main topic content), the
page contains a background graphic.

However, the test version (which is added to an objective in a topic) of the Multiple Choice Wide
template does not support a background graphic.

When developing a Multiple Choice Wide page, you should first determine whether the page is a practice

or test version of the page.

Note: Test versions are all stored within the objectives. Practice versions occur
within the main topic area.

Then if the page is a practice page, you should check to ensure a background graphic has been added. If
not, you should add a background graphic to the page.
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Multiple Choice Standard
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Question

Acompany sends 289 of its new employees to a special
training seminar on corporate ethics. The employees
came from various departments, and the training is
standard for all new emplayees.

Do these employees comprise a team?

Mo
0 Yes

0 Maybe

Choose the correct aptian and then select Done.

@]

Figure 67: A developed Multiple Choice Standard page

rosoft Internet Explorer,

Question

Acompany sends 28 of its new employees to a special
training seminar on corparate ethics. The employees
come from various departments, and the training is
standard far all new employees.

Do these employees comprise a team?

Mo
0 Yes

0 Mayhe

Choose the correct option and then select Done.

Figure 68: A published Multiple Choice Standard page
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A Multiple Choice Standard question template presents the learner with a question stem (presenting a
question or problem) and a list of options in text format, which consist of correct and incorrect answer
choices. The learner is expected to select the correct answers from those on the list. This page also
supports a graphic and a background graphic.

Note: If the page is in standard mode, the available graphics area is 440x432. If the
page is set to Draggable, the graphics area is 796x432.

Tasks that you may be required to carry out when developing a Multiple Choice Standard question
include:

e Adding a background graphic

e Adding and positioning graphics

e Adding show or hide effects to graphics

e Adding and positioning highlighters and pointers
e Positioning code

e Changing the z-depth of graphics

e Assigning graphic effects

e Locking graphics

The following is the recommended sequence of steps that you should follow when building a Multiple
Choice Standard page:

1. Read the content, including any graphic direction
2. Add a background graphic if one has not already been applied
3. Add and position any graphics for the question stem

4. Check the Image memory tab once the graphics have been added to the page and ensure that
the ‘Size on Disk’ value is not over 100k, and that the ‘Size in Memory’ value does not exceed
12288kb

5. Position any code
6. Lock all graphics in place

7. Preview the page
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If the page includes code or syntax, you must also position the code or the Syntax box for the Stem.

If transition effects are required, you must apply them to the graphics.
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Multiple Choice Graphic Options

Unified Content Development Environment
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Question

‘Which ofthese parts of the hody are prone to strain injuries?

Choose more than one option and then select Done. To deselect
an option, choose ita second time.

[ [&]

Figure 69: A developed Multiple Choice Graphic Options page

3 SkillSoft Course Player - Microsoft Internet Explorer

Question

Which ofthese parts ofthe bady are prone to strain injuries?

Choose more i&'@p_ﬂng F’Ff {then select Done. Ta deselect
an option, choose it a second time.

Figure 70: A published Multiple Choice Graphic Options page
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A Multiple Choice Graphic Options question template presents the learner with a question stem and a set
of graphic options, which represent correct and incorrect answer choices. The learner is expected to
select the correct answers. In this template, the question options are provided in the form of small
graphics.

Note: The Graphic options are set to 105x105 pixels.

Tasks that you may be required to carry out when developing a Multiple Choice Graphic Options question
include:

e Adding a background graphic

e Adding Answer Option graphics (105 by 105 pixel)

The following is the recommended sequence of steps that you should follow when building a Multiple
Choice Graphic Options page:

1. Read the content, including any graphic direction

2. If necessary, add a background graphic

Note:

If the Multiple Choice Graphic Options page has been added as a test question, background
graphics are not supported. Practice questions do support background graphics.

3. Add answer option graphics — these graphics can be a maximum size of 105x105 pixels

4. Check the Image memory tab once the graphics have been added to the page and ensure that
the ‘Size on Disk’ value is not over 100k, and that the ‘Size in Memory’ value does not exceed
12288kb

5. Preview the page ensuring the correct graphics are associated with the choice-specific
feedbacks
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Multiple Choice Fill-in Code
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3

<£oxm]l version="1.0" encoding="UTF-8">

Question
<®aischena xmlns:xa="http: /v, wi.org/ 2001 ML chena™ >

fouwantthe ID attribute to contain ID codes that are

<xs:element name="ENT_Flights"/» made up of character and number values.
<x3: complexTypes What datatype should you use for this attribute?
<xg:sequence ninlccurs="1" maxlcours="unbounded >

“uarelenent name="Departurelocation” type="uxs:string”/ 0 string

<xz:elenent name="Destinationlocation” type="xs:string"

<xg:elenent names= DepértureDate type="xs:date” /> 0 integer

<xs:element name="ArrivalDate”™ type="xs:date”/>

<®z:choicex

<xz:element name="FlightCode™ type="xa:string” /> ' decinal

<xz:element name="BookingRef”™ type="xs:string”/ >

</waichoice> ~ dateTime

< /X381 sequence>

<xgrattribute name="ID" type="xs: [::::::::Tf>

Figure 71: A developed Multiple Choice Fill-in Code page

< 2xm] version="1.0" encoding="UTF-§"2>
<xa:schema xmlns:xs="http:/ mmr.wi.org 2001 /2HMLEchena™>

Question

You wantthe ID attribute to contain ID codes that are

<xs:element name="ENT Flights"/» made up of character and number values.
<xg: conp lexType: What datatype should you use for this attribute?
<xz:sequence ninflccurs="1" maxlccurs="unbounded >
<x¥3:elenent name="Departurelocation” type="xs:string” />  string
<xs:elenent name="Destinationlocation™ type="xs:string"”
. _r o e "
<xs:element name="DepartureDate” type="xs:date"/> 0 integer

<xs:elenent name="arriwvalDate” type="®s:date”/ >
<xs:choicex

<x3:elenent name="FlightCode” type="xs:string™ > ' decinal
<xs:elenent name="BookingRef” type="®s3:string” />
</x8:choice> ¢ dateTime

/X5 sequence>

<xz:attribute name="ID" type="xs: l:r,-’>

Figure 72: A published Multiple Choice Fill-in Code page
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A Multiple Choice Fill-in Code question template presents the learner with a question stem (presenting a
question or problem) and a list of options in text format, which consist of correct and incorrect coding
answers. The Graphics area displays a piece of code containing a blank field. The learner is expected to
select the correct piece of code to complete the blank field from those on the list. This page also supports
a graphic and a background graphic.

Note: If the page is in standard mode, the available graphics area is 440x432. If the
page is set to Draggable, the graphics area is 796x432.

Tasks that you may be required to carry out when developing a Multiple Choice Fill-in Code question
include:

e Adding a background graphic

e Positioning code

e Adding and positioning graphics

e Adding show or hide effects to graphics

e Adding and positioning highlighters and pointers
e Changing the z-depth of graphics

e Assigning graphic effects

e Locking graphics

The following is the recommended sequence of steps that you should follow when building a Multiple
Choice Fill-in Code page:

1. Read the content, including any graphic direction

2. Add a background graphic if necessary

3. Position the code and the question box

4. Add and position any graphics for the question stem

5. Check the Image memory tab once the graphics have been added to the page and ensure that
the ‘Size on Disk’ value is not over 100k, and that the ‘Size in Memory’ value does not exceed
12288kb

6. Lock all graphics in place

7. Preview the page
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If the page includes syntax, you must also position the Syntax box for the Stem.

If transition effects are required, you must apply them to the graphics.
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Question

A university Customer support center manager is i iea [ f When a G55 hands offa
taking action to pramaote teamwark within her ﬂ IPUEIGIEE SR ISIERITE trouble resolution report for
teamn. The team provides the primary point of fallow up, the receiving

contact and first level of support for calls and specialistis encouraged to ask
requests received by the support center. ﬂ EliEIE (EEDUEES many questions

and knowledge

Match the actions that will pramoate tearmwork to ,_ One team member is an expert

examples the manager can use in this help ﬂ Deliver what you inthe support center software,

center. One exarnple will not be used. pramise 50 she is asked to give mini
seminars atteam meetings

|— The manadet finishes her

report on the documentation of
prablems by the end of the
business day, as the team
charter states

,_ ACSS aftends classes atthe

university to imprave her skills
=0 she can join the field
suppoart team

Match the aptions and targets that relate to ane
another and then select Done.

Figure 73: A developed Matching Standard Text page

SkillSoft Course Playe crosoft Internet Explorern

Question

A university Customer suppart center manager is : i i ; When a C55 hands off a
taking action to promote teamwark within her ﬂ IPUEFETE ECTE STy trouble resolution report far
team. The team provides the primary paint of follow up, the receiving

contact and first level of support for calls and specialistis encouraged to ask
requests received by the support center. ﬁ Share resources many guestions

and knowledge

Match the actions that will promaote tearmwark to P |— One team mermber is an expert

examples the manager can use in this help ﬂ Deliver what you inthe support center softeare,

center. One example will not be used. P pramise s0 she is asked to give mini
seminars atteam meetings

|— The manager finishes her
repart an the documentation of
prohlems by the end ofthe
business day, as the team
charter states

|— A CSE attends classes atthe
university to imprave her skills
s0 she can join the field
suppoartteam

Match the aptions and targets that relate to ane
another and then select Done.

Figure 74: A published Matching Standard Text page
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A Matching Standard Text question template presents the learner with a list of options in one column and
a list of associated targets in another column. Options and targets in this template can be words,
sentences, or phrases. The learner is required to match the options with the appropriate targets by
dragging the letter associated with an option to a placeholder in the target area.

In the Matching Standard Text question template, the question box stretches across the screen. In the
practice version of this template (which occurs within a learning point or the main topic content), the
page contains a background graphic.

However, the test version of the Matching Standard Text template does not support a background
graphic.

When developing a Matching Standard Text page, you should first determine whether the page is a

practice or test version of the page.

Note: Test versions are all stored within the objectives. Practice versions occur
within the main topic area.

Then if the page is a practice page, you should check to ensure a background graphic has been added. If
not, you should add a background graphic to the page.
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Matching Standard Graphic

Unified Content Development Environment

File Zip view Edit Add Reports Tools Help

FHi R~ QO999 ROISBMA U AVB i ubc OsE9W

Y wwriting | Graphics |

Question

Match the meanings with the examples of body language.
horedam, fatigue, or emoational conflict

canfidence, asseriveness, and dominance
fear, anger, ar surprise

@ defensiveness or anxiety

Match the options and targets that relate to ane anather and then select
Done.

[1T] (@]

Figure 75: A developed Matching Standard Graphic page

SkillSoft Course Player - Microsoft Internet Explorer,

Question

Match the meanings with the examples of body language.

boredom, fatigue, or emotional conflict

i

confidence, asseriveness, and dominance
fear, anger, ar surprise

@ defensiveness or anxiety

Match the aptions and targets that relate to one anather and then select
Done.

Figure 76: A published Matching Standard Graphic page
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A Matching Standard Graphic question template presents the learner with a question stem, accompanied
by a list of text options and a set of associated graphic targets. The learner is required to match the text
options with the appropriate graphic targets.

Tasks that you may be required to carry out when developing a Multiple Choice Graphic Options question
include:

e Adding a background graphic

e Adding answer option graphics (90 by 90 pixels)

The following is the recommended sequence of steps that you should follow when building a Matching
Standard Graphic Options page:

1. Read the content, including any graphic direction
2. If necessary, add a background graphic
3. Add target graphics — these graphics can be a maximum size of 90x90 pixels

4. Check the Image memory tab once the graphics have been added to the page and ensure that
the ‘Size on Disk’ value is not over 100k, and that the ‘Size in Memory’ value does not exceed
12288kb

5. Preview the page ensuring the text options are linked to the appropriate target graphics
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Rank/Sequence

Unified Content Development Environment
File Zip view Edit Add Reports Tools Help

FHi R~ QO999 ROISBMA U AVB i ubc OsE9W

Y wwriting | Graphics |

Question

Say you're a CEA working for a photocopier - ini 1.
campany. A number of different customers have g;rsetgms;mghssaemgwegn |:|

called with complaints about their photocopiers. ;
Rank their complaints in arder of imponance. [AEEEEET |:| 2.

Regular custamer without |:| 3.

senvicing agreement has a
braken phaotocopier
|:| 4

Customer calls to ask ahout
purchasing a new photocopier

@ Customer calls to say that their
photocopier has a paper jam

Match the aptions and targets that relate to ane
another and then select Done.

Figure 77: A developed Rank/Sequence page

2 SkillSoft Course Player - Microsoft Internet Explorer

Question

Sayyou're a CSAwarking for a photocopier Custamer with senvicing |:| 1.

company. A number of different customers have
called with complaints about their photocopiers. :ﬁroat'oecrgz?érhas 8 e
Rank their camplaints in order of imporance. |:| 2.

Regular customer without |:| 5

senicing agreement has a
braken photocopier
D 4.

Customer calls to ask about
purchasing a new photocapier

@ Custamer calls to say that their
nhotocopier has a paper jam

Match the options and targets that relate to one
another and then select Done.

Figure 78: A published Rank/Sequence page
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A Rank/Sequence question template presents the learner with question stem, a list of options, and
associated numbered targets. Ranking/Sequencing questions require the learner to assign some kind of
an order or priority to content.

In the Rank/Sequence question template, the question box stretches across the screen. In the practice
version of this template (which occurs within a learning point or the main topic content), the page
contains a background graphic.

However, the test version of the Rank/Sequence template does not support a background graphic.
When developing a Rank/Sequence page, you should first determine whether the page is a practice or

test version of the page.

Note: Test versions are all stored within the objectives. Practice versions occur
within the main topic area.

Then if the page is a practice page, you should check to ensure a background graphic has been added. If
not, you should add a background graphic to the page.
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Short Answer Text

E] Unified Content Development Environment

File Zip Yiew Edit Reports Tools Help

FEHY ER-ccQ99990 BOoEAE I ALAEHA i ubc QOGS

Y wwriting | Graphics |

Question

The team finds that the mean waiting time is 23.8
minutes. The LSL and USL are zero and 30
minutes, respectively. The estimated standard
deviation iz 6.4 minutes. What is the Cpin this
case?

[ [&]

Figure 79: A developed Short Answer Text page in the Graphics tab

2 SkillSoft Course Player - Microsoft Internet Explorer

Question
The team finds that the mean waiting time is 23.8
minutes. The LEL and USL are zero and 30 minutes,

respectively. The estimated standard deviation is 6.4
minutes. YWhatis the Cpin this case?

Tyhe your answer and select Done.

| CREAEW Case Siidy... |

Slatus. Answer Later

Figure 80: A published Short Answer Text page
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A Short Answer Text question template requires the learner to respond to a question by entering an
answer into an input field in the Question box on screen. Graphics may be added to a Short Answer Text
page to provide additional information that may be needed to answer the question. The graphic may be a
photograph, chart, data sheet, formulas, or conceptual image.

Tasks that you may be required to carry out when developing a Short Answer Text question include:
e Adding a background graphic
e Adding and positioning graphics
e Adding and positioning highlighters and pointers
e Changing the z depth of graphics
e Assigning graphic effects
e Locking graphics

e Positioning code

The following is the recommended sequence of steps that you should follow when building a Short
Answer Text page:

1. Read the content, including any graphic direction provided
2. If necessary, add a background graphic if one has not already been applied
3. Add and position any additional graphics

4. Check the Image memory tab once the graphics have been added to the page and ensure that
the ‘Size on Disk’ value is not over 100k, and that the ‘Size in Memory’ value does not exceed
12288kb

5. Add any required effects to graphics
6. Lock all graphics in place
7. Preview the page
If the page includes code or syntax, you must also position the code or the Syntax box for the Stem.

If transition effects are required, you must apply them to the graphics.
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Short Answer Graphic

E] Unified Content Development Environment

File Zip view Edit Add Reports Tools Help
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Y wwriting | Graphics |

Wavelength meters

\AN

/

1 Vi

Frequency 100MHz

IR

| Question

The diagram shows part of a sine wave representing a
radio wave with a frequency of 100 MHz. Using the

— formula far calculating wavelength fram frequency,
calculate the wavelength in meters of a wave of 100
hHz.

L Typeyour answer and select Done.

———— s

[ [&]

Figure 81: A developed Short Answer Graphic page

A SkillSoft Course Player, - Microsoft Internet Explorer

Wavelength meters

Question

The diagram shows part of a sine wave representing a
radio wave with a frequency of 100 MHz. Using the
formula for calculating wavelength fram frequency,

MHz.

\A /)

l calculate the wavelenath in meters of a wave of 100

L O

Type your answer and select Done.

... &>

Frequency 100MHz |

Figure 82: A published Short Answer Graphic page
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Short Answer Graphic questions require the learner to respond to a question by entering an answer into

an input field within the graphics area. In the Writing tab, the Writer uses the Code Editor to provide any

onscreen text or code for the page, and also to indicate the correct answer, which the learner is required

to type. In the Graphics tab, an input field corresponds to the correct answer specified in the Code Editor.

The designer must position that field onscreen.

Note:

As of July 2014, a known bug in the RIA affects the display of code in this template. Until a
player fix is available, an interim workaround must be applied to ensure the code is displayed
correctly. The steps to complete this workaround are available below: Workaround for Code

Display Bug in RIA Player

Tasks that you may be required to carry out when developing a Short Answer Graphic question include:

Adding a background graphic

Adding and positioning graphics

Positioning text/code and the answer input field onscreen
Adding and positioning highlighters and pointers
Changing the z depth of graphics

Assigning graphic effects

Locking graphics

The following is the recommended sequence of steps that you should follow when building a Short

Answer Graphic page:

1. Read the content, including any graphic direction provided

2. If necessary, add a background graphic if necessary

3. Drag and position that the code box containing the answer input field, resizing the box if
necessary, so that it fits in the graphics area on the page

4. Add and position any additional graphics

5. Check the Image memory tab once the graphics have been added to the page and ensure that
the ‘Size on Disk’ value is not over 100k, and that the ‘Size in Memory’ value does not exceed
12288kb
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6. Add any required effects to graphics
7. Lock all graphics in place

8. Preview the page

Due to a known bug in the RIA player, code is not being displayed properly in Short Answer Graphic
questions. This is because the location of the code element has not been properly defined by the
software, so it is sometimes obscured by the question box.

To prevent this problem from occurring you must force Synergy to define the location of the code by
completing the workaround described below.

Here is a Short Answer Graphic question as created. The code and the question box are both in their
default positions. This question will display properly in SCP, but the Tablet player can’t handle it. You
must make two changes to the question.

Wiriting | Graphics

50L> SELECT name, walus FROM | Question

Z WHEFE neme LIEE "Smemorys':

I e e it e TR s e T
comtaln the word *memon”, Complate the statement 1o
specifif the view that candains the inttialization
parameler information.

Type your answoar and select Dona.

Figure 38: Default treatment of code in Short Answer Graphic template

1. Select the code element and adjust the width so it matches the code instead of running all the
way across the screen
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SQL> SELECT neme, walue FROM [ | kT SO
2 UHEPE name LIKE 'SMemorys' : Question

ouwant 1o view all the inifialzation pararneters that

I T T T T T contain the word *memen®. Complete the statementte [T T
! L] I I L1l I Ll specify he view hal contains the initialization ! 1

pararmeter infarmation

Type your answer and select Dome.

D

Figure 39: Step 1 of the workaround

2. Move the code element slightly on the page (up or down, left or right — it doesn’t matter) and
save the page

SQL> SELECT name, walue FROM [ ] Cuestion
Z WHEFE neme LIFE ‘kmemoryd’

o wart 1o viaw all the initialization parametars that
contaln thie word "memon”. Complete the staterment to
spacify the view that contains the initialization
parameter information.

Type your answer and seleci Done.

j[TEBIIQ- ¥ || 1] - . | [JL‘IHE.

Figure 40: Step 2 of the workaround

This will define the location of the code element in the course xml. The RIA player will then know where

to position it on the page. These steps should be followed for all Short Answer Graphic questions in
production.
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SkillCheck

Unified Content Development Environment
File Zip view Edit Add Reports Tools Help

EHiBERocc-G900 ROEME HALAYEA ubc ©OOE9S

| viriting | Graphics |

SkillCheck

Suppose that you saved the Check Pointlicense file -
CPLicenseFile lic - to the My Documents folder before
you started installing the Check Paint firewall. You've
completed part ofthe setup process. Mow supply valid
license details for the SmartCenter server.

LLLLL] (%]

Figure 83: A developed SkillCheck page in the Graphics tab

2 SkillSoft Course Player - Microsoft Internet Explorer

SKillCheck
Pl ol Pioied oot llodine Piec cavoes WA
»%= Licenses Suppose that you saved the Check Point license file -
CPLicenseFile.lic - to the My Documents folder before
you started installing the Check Point firewall. vou've
campleted part ofthe setup process. Mow supply valid

| Tocdiess | Crpiiaion b | license details for the SmartCenter server.

Figure 84: A published SkillCheck page
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The SkillCheck is the question template that corresponds to a Try It. There are two main differences
between a SkillCheck and a Try It. The first is the presentation of the Steps box. In a Try It, the steps
appear in the Steps box before the learner attempts each step. In the SkillCheck, the steps do no appear
in the Steps box until the learner has completed them successfully or attempted them unsuccessfully and
played the Show Me animation. The second difference is the provision of choice-specific feedback and
specific incorrect options. In the Try It, the learner is guided through the completion of the step or steps,
whereas in the SkillCheck, the learner is putting what they have learned into practice. For this reason, as
well as setting up correct actions or hotspots onscreen, incorrect actions or hotspots are also provided in
the SkillCheck page. If the learner clicks one of these incorrect hotspots by mistake, choice-specific
feedback is provided to provide them with a hint about how to correctly complete the step.

Tasks that you may be required to carry out when developing a SkillCheck page include:
e Cropping and optimizing images
e Creating highlight images
e Adding a background graphic
e Adding and positioning graphics
e Assigning graphics to show or hide with one or more steps
e Setting up input fields
e Setting up Correct Actions
e Setting up Incorrect Actions
e Setting up Drag Options and Drop Targets
e Positioning the SkillCheck and Steps box on screen
e Assigning graphic effects

e Positioning code

To complete most Tasks in SkillChecks, you follow the steps for completing those same tasks in Try Its.
(see Try Its)

The only extra steps that you must carry out in a SkillCheck are to set up the incorrect actions. The
incorrect actions are named using this naming convention: SX — CX — IX, where S is the step number, Cis
the correct action number, and | is the incorrect action number. Each correct action may have up to two
associated incorrect actions.

To set up each incorrect action:
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1. Rollover the incorrect action hotspot to determine the name of the interface element that the
incorrect action is related to

Note:

When you rollover a hotspot in a SkillCheck, the name of the element with which that
hotspot is associated appears in the bottom left corner of the Synergy interface, in the status
bar.

2. Position the hotspot over the interface element identified

3. If necessary, create a highlight image for that interface element, so that you can simulate a
rollover effect for that element when the learner attempts the step

4. If you are including a highlighter image, right-click the incorrect action hotspot, and select
Hotspot to Button

5. Browse to and select the highlighter image and click Open
6. Lock the hotspot/button in place
7. Save your changes

8. Preview the page
When previewing the page, it is important that you complete the Try It and trigger the
Completion text, so that you can view the screen space taken up by the Completion text and
ensure that it fits onscreen.
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Drag and Drop Activity

Wiriting | Graphics :Siandard v: Target Layout Option: :1 v: Column(s) Target Size: :1 v:

Activity
When you have to put out a fire, knowing which type itis can make
the difference betweaen grabhing the right fire exinguisher - arthe

——— wrong one! Drag each classification to the type of fire it represents.
Mot all types of fires are illustrated.

This is a timed activity. To begin, select the Start button. When time
ig up arthe Done button is selected, the activity will end.

[ Start |

30

@ Activity () Final Answer

Activity
When wou have to put out a fire, knowing which type it is can make
the difference between grabbing the right fire extinguisher - or the

witahg anel Drag each classification to the type offire it represents.
Mot all types of fires are illustrated.

This is a timed activity. To hegin, select the Start button. The activity
will end when the time is up or all correct answers have been
placed.

([ start |
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Drag and Drop Activities are engaging, game-like activities used for reinforcing the key learning elements
in a course. The template used to create the activity is very flexible, allowing you to add a base graphic
and place the question box, options, and targets anywhere on the page. It supports timed questions,
immediate feedback to answers, and an animated final graphic. There are a lot of tasks involved in
creating the activity, but equally there is a great deal of freedom to create unique and memorable
activities.

There are three stages to the activity:
e The first stage presents the question stem and invites the learner to complete the activity.

¢ Inthe feedback stage the learner receives overall feedback, can find specific feedback on each
choice, and has a choice between retaking the activity or moving on to the final feedback.

e Inthe final stage of the activity the learner sees text and a graphic that summarise the activity.
The graphic may be animated, and could show the correct matches, or the real world result of
getting the matches correct. For example, if the activity involves placing the parts of a machine
correctly, the final graphic could show an animation of the operating machine.

The writer provides graphic direction for the overall activity and for each option. They may also provide
graphic direction for the targets, depending on the activity. They will specify how the options and targets
are matched and the general behaviour of the question. They will also provide graphic direction for the
final activity stage.

Tasks that you may be required to carry out when developing a Drag and Drop Activity include:
e Adding a base graphic
e Adding and positioning option graphics
e Positioning target hotspots
e Adding a final graphic

e Adding a final animation

The following is the recommended sequence of steps that you should follow when building aDrag and
Drop Activity:

1. Prepare and add the graphics for the Activity phase
a. Read the content, including all graphic directions.
b. Develop a base graphic for the page, including target areas .

c. Develop option graphics. All option graphics must be the same size.
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d. Define the layout of the text box - Standard or Wide.
Note: In a future build, the designer will be able to define the exact width and height of
the text box instead of choosing between these two options.

e. Position all graphics on the page.
f. Position the target hotspots.
g. Position the timer, if necessary.
2. Prepare and add the graphics for the Final Answer phase
a. Read the final answer graphic directions.
b. Develop the graphic to add to the page.

c. Develop the animation, if required.

There are no design steps specific to the Drag and Drop Activity template. The distinguishing feature of
this template is that so little of the page is templatized, you have almost complete control over the
appearance of the page. But the only tasks to carry out are adding and positioning graphics and hotspots
(and possibly creating an animation for the final stage).

There are two text box layouts to choose from:
t T T T T T 1
Activity
When you have to put out a fire, knowing which type it is can make
the difference between grabbing the right fire extinguisher - ar the

+ wrong one! Drag each classification to the type of fire it represents. -
Mot all types of fires are illustrated.

This iz atimed activity. To begin, select the Start buttan. When time
| is up orthe Done button is selected, the activity will end.

Start

The standard layout is 390 pixels wide

Activity
Wihen you have to put out a fire, knowing which type it is can make the diffierence between grabhing the right fire estinguisher - orthe
wrohg ohel Drag each classification to the type of fire it represents. Mot all types of fires are illustrated.

This is a timed activity. To beain, select the Start button. YWhen time is up or the Done button is selected, the activity will end.

Start

The Wide layout is 770 pixels wide.

The default is the Standard layout, but you can switch layouts using the dropdown at the top of the page.
In both cases, the height of the text box will depend on the amount of text; the box will grow to
accommodate all text.
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If the writer selects the Timed mode for the activity, a timer graphic will be created automatically. The
timer can’t be deleted, but you can position it anywhere on the page.

The writer may add tooltips to the options or target areas. These tooltips are positioned automatically by
the software, they can’t be edited. If the tooltips are causing a problem in the layout you may have to
return to the writer and ask them to make the tooltips shorter.

@ Activity Final Answer

There are two phases in the Drag and Drop Activity to be designed. The Activity phase is the question
phase, which includes the draggable options and target areas. The Final Answer phase is shown after the
activity has been completed and feedback given. The Final Answer graphic may simply show the correct
answers to the activity, or it may show a different graphic, something that represents the result of
completing the activity correctly. The Final Answer graphic is independent of the earlier graphics, so can
be completely different if you wish.

To switch between the Activity and Final Answer phases, you use the radio buttons at the bottom of the
graphics area.

All of the option graphics in a particular activity must be the same size, but the size may differ from
activity to activity. When you add the first option graphic, it sets the option size for the activity. All other
options must be that size.

The default is for each target to hold a single option. The target area is therefore the same size as an
option. If the writer has selected the Reusable targets checkbox on the Writing tab, the target area will
be the same size as several options. The default setting is for each target area to be large enough to hold
as many options as have been assigned to any of the targets. For example, if there are five options and
targets in a question, and each option is matched to one target, the default size of the target areas is the
same size as an option. If two options are matched to a target, all targets will be large enough to hold two
options.

This default behavior can be overridden using the Target Size dropdown. The minimum target size is
determined by the number of options matched to any target in the activity, but the target can be set to
hold up to 14 options. This is the equivalent of creating foil targets. There may only be two correct
matches to a target, but by making the target area larger you are making the learner work that out.

You can also control the shape of the target areas.

For example, suppose the target size is set to three. The target area could look like
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You control the shape of the target area by going to the Target Layout Option dropdown menu and
selecting the number of columns.

If you select one column, the three targets must be stacked on top of each other like this.

If you select two columns, an ‘extra’ target space is created so the target area is symmetrical.

If you select three columns, the three targets are placed side by side.

The maximum number of columns you can select in the Target Layout Option dropdown is the same as
the value in the Target Size dropdown. You can’t select a four-column layout when the targets are only
large enough to hold three options.
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Question Set

Unified Content Development Environment
File Zip view Edit Add Reports Tools Help

FHi R~ QO999 ROISBMA U AVB i ubc OsE9W

Y wwriting | Graphics |

Questions

Using the principles for effective delegation helps ensure project
success, and builds employees' skills.

Answer the guestions in any order. e I_?"unl-?“ﬂ -

~ Question T ~ Question 2

[V [&]

Figure 85: A developed Question Set page in the Graphics tab

3 SkillSoft Course Player - Microsoft Internet Explorer

Questions
Lzing the principles for effective delegation helps ensure project
success, and huilds employees’ skills.

| T Ouestiond.

Figure 86: A published Question Set page
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The Question Set template presents a “set” of practice or test questions on related content. It consists of
a base page and two to five question pages. The base page contains an introduction, a prompt, and
Question buttons. The introduction to the Question Set outlines the goal of the question set. It makes it
clear to learners what task or objective they are practicing, or being tested on. The prompt instructs the
learner on how to perform the Question set and the remainder of the Question Set comprises a series of
guestions that learners can answer. Allowable child pages in a Question Set include:

e Multiple Choice Wide

e Multiple Choice Standard

e Multiple Choice Fill-in Code

e Multiple Choice Graphic Options
e Click-in Graphic

e Matching Standard Text

e Matching Graphic

e Rank/Sequence

e SkillCheck

e Short Answer Graphic/Text

Learners click each Question button to navigate to and take a question.

Tasks that you may be required to carry out when developing a Question Set include:
e Adding a background graphic to the base page
e Adding a graphic to the base page

e Building the graphical look and feel of each of the question types enclosed within the Question
Set

The following is the recommended sequence of steps that you should follow when building a Question
Set:

1. For each page within the Question Set, read the content, including any graphic direction
provided

2. Add a background graphic to each page within the Question Set if one has not already been
applied
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3. Add and position any graphics for the Question Set stem in the base page

4. Check the Image memory tab once the graphics have been added to the page and ensure that
the ‘Size on Disk’ value is not over 100k, and that the ‘Size in Memory’ value does not exceed
12288kb

5. Lock the graphics in place

6. Preview the page

7. Design each of the child question pages in the Question Set
8. Lock all elements in place on each page

9. Preview each page
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Case Study Templates

A Case Study presents learners with an opportunity to apply their knowledge of the subject matter at
hand in a real-life situation. Case Study scenarios can be actual or contrived. A Case Study includes a base
page and two to five child questions. The case study scenario is presented on the base page. Learners
answer questions based on the scenario in each of the child pages. Child pages may include any of the
following question templates:

e Multiple Choice Wide

e Multiple Choice Standard

e Multiple Choice Fill-in Code
e Multiple Choice Graphic Options
e Click-in Graphic

e Matching Standard Text

e Matching Standard Graphic
e Rank/Sequence

e SkillCheck

e Short Answer Text

e Short Answer Graphic

The learner may return to the base page at any time during a question. Synergy stores answers already
provided to the question until the learner returns. In Synergy, there are five Case Study template types:

e (Case Study Standard

e (Case Study Explore Graphic

e (Case Study Explore List

e (Case Study Sim Dia

e (Case Study Sim Dia Video Caption
e (Case Study Serial Multi Choice

The difference between the first four templates is the manner in which the scenario on the base page is
presented. In the Case Study Standard template, the scenario is presented as a single Text item with an
associated graphic. In a Case Study Explore Graphic, the scenario is presented as an Explore Graphic. In
the Case Study Explore List, the scenario is presented as an Explore List. In the Case Study Sim Dia, the
scenario is presented as Sim Dialog.
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Case Study Serial Multi Choice pages are quite different from other case study templates. They consist of
a Case Study base page and a series of scenario/situation-related vignette questions in a specific order.
These pages are known as Serial branches and are specific to the Case Study Serial Multi Choice template.
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Case Study

Malltranic is a small Internet insurance firm, founded in 1987,
Malltronic has a wery successful customer support section, and
wau are the team lead. Your team recently had a C58 retire, and
vou are beginning the recruitment process to fill the vacancy.

Recognize and overcome any ohstacles to your team's success
by answering the gquestions in order.

Question 1 Question 2

Case Study

Malltronic is a small Internet insurance firm, founded in 1997,
halltranic has avery successful custormer support section, and
you are the team lead. Your team recently had a CS5 retire, and
you are beginning the recruitment process to fill the vacancy.

Recognize and overcame any ohstacles to yourteam's success
by answering the gquestions in arder.

Guestion 1 Question 2

Figure 88: A published Case Study Standard page
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Overview

In the Case Study Standard template, the scenario within the base page is presented as a Text item with
an associated graphic. The Text item on this page can be set to a Standard width or a Wide width. If the
case study scenario is long and cannot fit into the Text item provided, a learning aid containing the
scenario details can be provided in a Launch box.

Tasks
When developing a Case Study Standard, you need to develop the base page as well as the two to five
child pages. Tasks in developing the base page may include:

e Adding a background graphic
e Adding and positioning graphics
e Assigning graphics to Show/Hide with the Text item
e Assigning graphic effects
e Locking graphics
For a list of tasks that are specific to each child question page, refer to the relevant Question template in

this manual.

Steps
The following is the recommended sequence of steps that you should follow when building a Case Study
Standard:

1. Begin with the base page and read its content and graphic direction
2. If necessary, add a background graphic
3. Add and position any graphics for the scenario

4. Check the Image memory tab once the graphics have been added to the page and ensure that
the ‘Size on Disk’ value is not over 100k, and that the ‘Size in Memory’ value does not exceed
12288kb

5. Lock all graphics in place
6. Preview the base page
7. Build each child page

Note: For each child page, refer to the relevant Question template in this manual
for instructions on how to build it.

8. Check the Image Memory tab for each child page

9. Lock all graphics in place and on completion preview each child page
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10. When all pages have been built, preview the Case Study in its entirety
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Case Study

fou are preparing to interview for the position of
senior accounting clerk. Selectthe learning aid
Senior Accounting Clerk to review some of the job
requirements far this job. You have many q
application forms and want to screen them down ta

a manageable numher.

Select each name to review extracts from each
candidate's application. Then answer the
questions, in arder.

Question 1 Question 2 Question 3

[ |[®]

Figure 89: A developed Case Study Explore Graphic page

SkillSoft Course Playe crosoft Internet Explorer
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Case Study

“au are preparing to interview for the position of
senior accounting clerk. Selectthe learning aid
Senior Accounting Clerk to review some of the job
requirements for this job. You have many
application farms and wantto screen them down to
a manageable number.

Select each name to review extracts from each
candidate's application. Then answer the
guestions, in order.

Guestion 1 Question 2 Guestion 3

B B

Figure 90: A published Case Study Explore Graphic page
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Overview
In the Case Study Explore Graphic template, the scenario within the base page is presented as an Explore

Graphic.

Tasks

When developing a Case Study Explore Graphic you need to develop the base page as well as two to five
child pages. The base page is built in much the same way as a standard Explore Graphic page. For tasks
relating to each child page, refer to the relevant Question template in this manual.

Steps
The following is the recommended sequence of steps that you should follow when building a Case Study
Explore Graphic page:

1. Begin with the base page and read its content and graphic direction
2. If necessary, add a background graphic
3. Add and position any graphics for the scenario

Note: Consult the Explore Graphic template instructions to determine how to set up
and build the base page.

4. Check the Image memory tab once the graphics have been added to the page and ensure that
the ‘Size on Disk’ value is not over 100k, and that the ‘Size in Memory’ value does not exceed
12288kb

5. Lock all graphics in place
6. Preview the base page
7. Build each child page

Note: For each child page, refer to the relevant Question template in this manual
for instructions on how to build it.

8. Check the Image memory tab for each child page
9. Lock all graphics in place and on completion preview each child page

10. When all pages have been built, preview the Case Study in its entirety
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Case Study

Imagine your arganization is undergoing scrutiny J‘}'m h

when it comes to security protocals, and you are
the CEO.

® (ene, the CIO
® [onald, the IT manager
® Ray the security manager

® Marsha, the product developer

Select each ofyour employees' names to discaver
what their concerns are. Then answer the
guestions in order.

Question 1 Ouestion.2

i %]

Figure 91: A developed Case Study Explore List page

A SkillSoft Course Player - Microsoft Internet Explorer

Case Study

Imagine your organization is undergoing scrutiny
when it comes to security protocols, and you are
the CEC.

® Gene, the ClO
® [onald, the IT manager
® Rey, the security manager

#® flarsha, the product developer

Select each of your ermplovees' names to discover
whattheir concerns are. Then angwer the
questions in order.

Figure 92: A published Case Study Explore List page
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Overview
In the Case Study Explore List Template, the scenario within the base page is presented in the form of an
Explore List. The explore list contains one Text item and a number of List items and associated material.

Tasks

When developing a Case Study Explore List, you will need to develop the base page as well as between
two and five child pages. The base page is built in much the same way as a standard Explore List page. For
tasks relating to each child page, refer to the relevant Question template type in this manual.

Steps
The following is the recommended sequence of steps that you should follow when building a Case Study
Explore List:

1. Begin with the base page and read its content and graphic direction
2. If necessary, add a background graphic
3. Add and position any graphics for the scenario

Note: Consult the Explore List template instructions to determine how to set up
and build the base page.

4. Check the Image memory tab once the graphics have been added to the page and ensure that
the ‘Size on Disk’ value is not over 100k, and that the ‘Size in Memory’ value does not exceed
12288kb

5. Lock all graphics in place
6. Preview the base page
7. Build each child page

Note: For each child page, refer to the relevant Question template in this manual
for instructions on how to build it.

8. Check the Image memory tab for each child page
9. Lock all graphics in place and on completion preview each child page

10. When all pages have been built, preview the Case Study in its entirety
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Case Study Sim Dia

Unified Content Development Environment
File Zip Wiew Edit Add Reports Tools Help

FHYRRo-QO900 ROEMH I LZHA i ubc QL 9N

Y wwriting | Graphics |

Case Study

You are talking with lmogene, a CIO with Gulliver, Inc. After only
three years, her company has grown from 80 to aver 1000
employees, and she is struggling to keep up with IT
requirements. Determine which key custormer regquirement she is
illustrating in her fallowing statements.

Review the case study, then answer the questions that follow.

Figure 93: A developed Case Study Sim Dia page

‘A SkillSoft Course Player - Microsoft Internet Explorer

e

Case Study

ou are talking with lImogene, a Sl with Gulliver, Inc. After anly

three years, her company has grown from 0 to over 1000

employees, and she is strugoling to keep up with T

reguirements. Determine which key customer reguirement she is

illustrating in her following statements. Haowewer, now that aur growth has leveled out, we have to
streamline our IT operations.

Qur company was growing so fast, itwas all | could doto
keep up.  admit | authorized many IT purchases to solve
specific problems, justto get by,

Review the case study, then answer the questions that follow.

Figure 94: A published Case Study Sim Dia page
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Overview
In the Case Study Sim Dia Template, the scenario within the base page is presented as dialog.

Tasks

When developing a Case Study Sim Dia, you need to develop the base page as well as between two and
five child pages. You build the base page in the same way you would build a standard Sim Dia template.
For tasks relating to each child page, refer to the relevant Question template type in this manual.

Steps
The following is the recommended sequence of steps that you should follow when building a Case Study
Sim Dia page:

1. Begin with the base page and read its content and graphic direction
2. If necessary, add a background graphic
3. Add and position any graphics for the scenario

Note: Consult the Sim Dialog template instructions to determine how to set up
and build the base page.

4. Check the Image memory tab once the graphics have been added to the page and ensure that
the ‘Size on Disk’ value is not over 100k, and that the ‘Size in Memory’ value does not exceed
12288kb

5. Lock all graphics in place
6. Preview the base page
7. Build each child page

Note: For each child page, refer to the relevant Question template in this manual
for instructions on how to build it.

8. Check the Image memory tab for each child page
9. Lock all graphics in place and on completion preview each child page

10. When all pages have been built, preview the Case Study in its entirety

Graphics Tab Manual Visual_Design_Graphics_Tab_Manual
Last saved by: Ray Cunningham Date: 07 August 2014 Page 150 of 177



Case Study Sim Dia Video Caption
Edit Yideo Timeline

Graphics

| Writing

Follow along as Alex, an online advertiser, and Lucy, a marketing manager for a technology e-zine, discuss a new campaign.
Review the case study, then answer the guestions that follaw,

Figure 95: A developed Case Study Sim Dia Video Caption page

Follow along as Alex, an online advertiser, and Lucy, a marketing manager for a technology e-zine, discuss a new campaign.
Review the case study, then answer the guestions that follow.

Figure 96: A published Case Study Sim Dia Video Caption page

Overview
In the Case Study Sim Dia Video Caption template, the scenario within the base page is presented as

dialog.

Tasks

When developing a Case Study Sim Dia Video Caption, you need to develop the base page as well as
between two and five child pages. You build the base page in the same way you would build a standard
Sim Dia Video Caption template.
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Select Explore mode to try all possible aptions without being scared.
Choose Score mode to test vour own performance.
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Figure 97: A developed Case Study Serial Multi Choice page
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the task requirements for the job. Mow choose the responses which
hestindicate an effective competency statement.

Select Explore mode to try all possible options without being scared.
Choose Score mode to test your own perfarmance.
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Figure 98: A published Case Study Serial Multi Choice page
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Overview

The Case Study Serial Multi Choice template is very similar in function to a Single Path RolePlay, but it is
used for “non-role play” decision making scenarios where the learner may not actually be interacting with
another character. The Case Study Serial Multi Choice template consists of a base page and a series of
scenario/situation-related vignette questions in a specific order. There are four main components to a
Case Study Serial Multi Choice base page:

e Introduction, which outlines an actual or contrived scenario
This must fit into a single Text item but if it cannot, a learning aid can be provided containing the
details of the scenario

e arelevant graphic

e aprompt, which provides clear instructions to the learner
This prompt is canned and is provided by the Course Player. It directs the learner to choose a
button —the Explore button or Score button.

e buttons that direct the learner to choose a mode (Explore or Score) to begin the Case Study
The Explore button enables to proceed through the Case Study in an exploratory fashion.
Learners can make any or all selections within an active vignette and do not advance to the next
vignette until they choose to.
In Score mode, learners get one try to select an answer to a vignette question, and after receiving
feedback, click Continue to move to the next question in the series.

Each Case Study Serial Multi Choice branch page contains five main components:

e astem
This is limited to one Text item.

e arelevant opening graphic
e options
o feedback for each option that consists of:
a. Response Audio Text for each option

b. The Response Audio Text for each option displays at the same time as the Feedback Text
and graphic for that option and provides audio reinforcement relevant to the visual effect
of the choice made

c. Response graphic for each option

d. The Response graphic for each option displays at the same time as the Response Audio
Text and Feedback Text for that option, and it illustrates the impact of the option on the
graphic associated with the stem

e. Response Feedback Text for each option, which is different from the Response Audio Text
for each option
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f. Response Feedback Text for each option tells learners how the choice they made is rated
and provides a rationale for the rating

e The Player automatically ends a Case Study Serial Multi Choice with a Summary page or a
Threshold page, depending on how well the learner did in the case study. The Summary page is
generated by the Player. In Explore mode, the Summary page simply outlines the content
attributes that the learner explored. In Score mode, the Summary page outlines how the learner
faired on each content attribute within the Case Study. It gives a summary of the number of good,
fair and poor choices made by the learner.

e The Threshold page is displayed if the learner fails to achieve the threshold score to “pass” the
case study. When this occurs, the learner is immediately brought to a Threshold page for
feedback, instead of being allowed to continue through the Case Study.

Note:

The maximum size of a graphic in the Case Study Serial Multi Choice base page is 375 x 350
pixels. The maximum size of a graphic in a Serial Branch page is 375 x 237 pixels.

Tasks

When developing a Case Study Serial Multi Choice template, you need to develop the base page as well as
a series of scenario/situation-related vignette child questions. Tasks in developing the base page may
include:

e Adding a background graphic to the page or the graphics area
e Adding graphics
e Setting up graphic effects

Tasks in developing each child page (Serial Branch page) may include:
e Adding a background graphic to the page or the graphics area
e Adding graphics
e Setting up graphic effects

Steps

The following is the recommended sequence of steps that you should follow when building a Case Study
Serial Multi Choice:

e For each page within the Case Study Serial Multi Choice, read the content, including any graphic
direction provided

e If necessary, add a background graphic to the Case Study Multi Choice
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e With the Summary Mode radio button selected, add and position any graphics that you want to
appear with the introduction to the Case Study, and to reappear when the Case Study Summary
page is displayed

e Check the Image memory tab once the graphics have been added to the page and ensure that
the ‘Size on Disk’ value is not over 100k, and that the ‘Size in Memory’ value does not exceed
12288kb

e Lock the graphics in place
e Preview the base page

e Determine whether or not the page requires a Threshold Mode page

Note:

In the Writing tab, select Threshold from the Characteristics drop-down menu. If the Threshold
%: (1-100) field is blank, or set to “0” then the page does not require a Threshold Mode design.
If any other value is specified in this field, then the page requires a Threshold Mode design.

e If the page requires a Threshold Mode page, read the Threshold Response Text and Threshold
Feedback in the Writing tab, as well as any Graphic Direction or Alt text provided by the Writer

e Return to the Graphics tab and select the Threshold Mode radio button, and add a single graphic,
which will appear if the learner triggers the Threshold Response

Note:

You should only add a single graphic to the Threshold Mode. If you add more than one graphic,
the latest graphic is the only one that will appear when the Threshold page is displayed. All
other graphics will be moved to the Summary Mode display.

e For each Serial Branch page in the Case Study:

a. Add and position the graphic for the Text Item

Note:

The Assign To tab and the Select tab are disabled for this template. To work on a particular
page element, you first click that element in the graphics area. For example, if you want to add
the graphics for the first response choice, you click that response choice, and then add the
graphics.

b. Click the first response choice and add and position the graphic(s) for that choice

c. Click the second response choice and add and position the graphic(s) for that choice
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d. Repeat this step for any remaining response choices

Note:

At any point, you can navigate back to the initial Text Item for the page by clicking the Text
Item area (which is where the Response Audio Text is displayed when you select a Response
Choice).

e. Lock all elements in place
f. Preview each Serial Page
e Check the Image memory tab for each page in the Case Study

e When the Case Study is completely built, preview it in its entirety — if the page contains a
Threshold Mode, you must trigger the Threshold when previewing the page to ensure the
Threshold Mode displays correctly
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Roleplay Templates

Roleplays are learning activities that simulate real-life scenarios based on the cause-effect interaction of
decisions that people make and relationships they have in their workplace environment. In a Roleplay,
the learner is presented with a cause-and-effect situation. This regularly but not exclusively involves
another character, or characters, but always presents several options that reflect potential responses the
learner could make to the situation. Each Response choice has two types of feedback associated with it:
Response Audio feedback from the character in the RolePlay, and instructional feedback about the choice
itself (whether it is a good, fair, or poor choice). The learner advances through the Roleplay on a path
determined by the responses chosen.

Each response choice is tied to a particular attribute (characteristic) related to the topic of instruction in
which the Roleplay is located. Choices are rated good, fair, or poor in regard to the attribute. As learners
progress through the Roleplay, their selections are assessed and at the end of the Roleplay, attribute-
specific feedback is provided.

When used for practice, the learner can choose to complete the Roleplay in either Explore or Score mode.

e In Explore mode, the learner is allowed to explore all feedback for all Response Choices in an
individual Roleplay scene and navigate back and forth between the scenes using the Player
navigation buttons.

e In Score mode, learners are required to make a decision based on what they believe is the best
response in the situation presented. Learners do not have the freedom to examine the Response
Choice before being scored. Each learner Response Choice is rated against the Roleplay’s set of
attributes.

A Roleplay begins with the presentation of a scenario on a lead-in page, followed by child pages that
represent the individual scenes that pose questions or stimuli to which learners must respond. At the end
of the Roleplay, a player generated summary page is presented to the learner which summarizes his or
her performance in the Roleplay.

The lead-in page to a Roleplay consists of a Text item, which provides an overview of the scenario or
situation the learner will be entering. This Text item has an associated graphic. Depending on whether the
learner is taking the Roleplay in practice mode, the page also contains an Explore and a Score button.

Each child page presents the learners with an opening stimulus or question, an associated graphic, and
several response choices that represent possible responses to the question or stimulus posed in the
scene. The learner chooses a response from those provided and gets three types of feedback specific to
the selected response.

The three types of feedback are:

e Graphic feedback
This represents the visual aspect of the character’s reaction to the selection the learner makes.
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Response Audio text
This represents what the character has to say in reaction to the response selected by the learner

Response Feedback text
This tells the learner how well he/she performed in this scene, according to what was taught in
the preceding instruction

There are two types of Roleplays available in SkillSoft courses:
a. Single Path Roleplays
b. Multi Path Roleplays

Both types of Roleplays are similar but differ in the manner in which the learner progresses
through the Roleplay and in the logic used to develop them.

Both RolePlay templates may support video. If video is enabled, certain additional tasks are required.

Integrating Video
The source for the video for the RolePlay pages is generally provided in MP4 format. This video must be
edited in accordance with the Video Development guidelines, and published in a format suitable for

integration into Synergy.

To integrate video in a RolePlay template, you must complete these steps:

1. Identify the appropriate filename for the video file. The video filename field in the Writing Tab
supplies the correct video filename, in the format topicnumber_vid_filenumber.
A Video filename field will appear on the Single Path RolePlay root page, and each RolePlay
branch page, and for every response option in the branch pages. The Scene, Attire and Props
graphic direction fields are only added to the RolePlay parent page.
a. Parent page of the Multi-Path Roleplay
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Figure 41: The Multi-Path RolePlay parent page does not contain video, and therefore does not contain a video filename.

b. Root page of the Single Path Roleplay
Select Threshold from the Characteristics drop-down menu on the Single Path RolePlay
parent page. The Threshold page content is displayed, and the video file name appears in
the Filename field in the Video section. This is the filename for the video associated with
the Threshold Response Text. This video will only appear when the learner attempts the
RolePlay in Score mode, and chooses inappropriate responses for the questions.
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Figure 42: The Single Path RolePlay parent page allows you to access the Threshold page, where you will find a video filename.

c. Branch page with video content
The 1** highlighted area in the Figure below shows the video file name for the stem
guestion, and the 2" shows the video file name for the feedback of the selected option.
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LE) P18 (RelePlay) - Jump to [P203]

=1 Summary
EJ r13¢ G7/17) - Summary Layout?
[ Resources

¥ideo
Platfornm Filename
desktop t9_wid_0137

Response Choices (4 max)

| do Bill. Listen, hawe | tald you how great it's been
having you on board these past few maonths? You
really seem to be fitting in 10 your new role.

Hi Bill. | wanted to talk o you about an idea | had for a
new product. [twould be particularly useful at the
caollege but ather clients may want it as well.

Yeah. |wanted to getyour approval an this idea | had
far same new software, | thinkwe could do spin-off
apps from the main program and sell {0 anyone.

hudio file:

Character

+9_aud_0070. spx

1. Response hudio Text
Bill
Add: [¥] Graphic

"That's nice ofyou to say"

[=] Graphic reference(s):
Video & Graphic Direction Add: [¥]Alt ezt

Bill - looking suspicious or neutral

Alt text
Slowly, Bill says

Response Attribute Response Rating

1 - targeting your message 1 - Fair

Response Feedback Text

Fair. Though ittakes account of Bill's circumstances
as a new manager, this statement is not directly
related to what you are there for. Bill may feel you are
wasting his time or that you are not being sincere

Video
Platform Filename
desktop 10 yig_0138

Figure 43: All branch pages may contain video. There is a video filename associated with the introductory text item, and with

each piece of Response Audio Text.

2. Identify the appropriate video format(s).
If there are multiple video formats in the course, each file will have the same filename, but
different file types. For example, the filename could be t6_vid_0178. If the course uses the flv
format, the file would be saved as t6_vid_0178_Flv. If the course also uses the mp4 format,

the mp4 file would be saved as t6_vid_0178_.mp4.

Note: The video formats that are supported in a given course are indicated on the

Video tabbed page at course level.

3. Publish the video files to the appropriate format(s) and rename them as per the name given in
the Video Filename fields in the Writing Tab.

4. Using Windows Explorer, add the video files to a course by copying them to the media\video

folder at the topic level of that course folder structure.
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Address |3 <comm_21_alZ_bs_enusioutputitSimedia
Folders X Mame

= [ comm_z1_alZ_bs_enus | ICaudio
= [5) output |Zharaphics
[ ol | miisc

) html (= video |

=its
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) media

(50 mnisc
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|0 source_files
i e
[5) reparts
|5 sposF

Figure 44: Video folder in the Synergy course structure

5. Save the course.

6. Preview the RolePlay pages to ensure the video has been integrated correctly.

Integrating static images

When a page is video-enabled, a static version of the page complete with static images must also be built,
in case learners view the page with video disabled. The static images must be stills taken from the video
file. One image should be added for the introductory text field, and one for each response. The static
images should be the same size as the video file. Refer to the Video Development guidelines for detailed
guidelines on the requirements for creating these images.

For detailed instructions on building the static version of a Single Path RolePlay, refer to Steps in the
Single Path RolePlay section.

For detailed instructions on building the static version of a Multi-Path RolePlay, refer to Steps in the
Multi-Path RolePlay section.

Note: Whether or not video is enabled in the page, only one graphic may be added
to each Text Item or Response.

Integrating audio files
The audio for the static version of the page must be exported from the source video file for the page. A
separate audio file is required for each piece of dialog on the page.

The audio files must be named to match the filenames associated with each piece of dialog in Synergy.
They should then be converted to SPX format and integrated into the course by adding them to the
media\audio folder at the topic level of the course structure.
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Help

RolePlay

Dehorah is aninsurance claims agent in your department. She's a
wiorking mother with three children, and is dedicated to her career.
She spends a lot oftime atwork and employs a nanny to look after
her children. In her last perfarmance appraisal, she expressed her
frustration at this situation, but she's realistic about her goals and
commitments to her children.

Dehorah has requested a meeting with you to discuss the possihility

of warking from home ane day a week. Enter the RolePlay and
practice your skills at being an effective manager in this situation.

Select Explore mode to try all possible aptions without being scared.
Choose Score mode to test vour own performance.

ore SEE

(® Summary Made () Threshold Mode

[Inaian @]

Figure 99: A developed Single Path Roleplay in the Graphics tab

23 SkillSoft Course Player - Microsoft Internet Explorer,

|
skillsbt e @irs

|| BUS Practice and Test Samples |
RolePlay

Debarah is an insurance claims agent in your department. She's a
wiorking mother with three children, and is dedicated to her career.
She spends a lot oftime at work and employs a nanny to look after
her children. In her last performance appraisal, she expressed har
frustration at this situation, but she's realistic about her goals and
commitments to her children.

Dehorah has requested a meeting with vou to discuss the possibility
ofwarking from home one day a week. Enter the RolePlay and
practice your skills at being an effective manager in this situation.

Select Explore mode to try all possible options without being scored.
Choose Score mode to test your own perfarmance.

~Score_

3)

Figure 100: A published Single Path Roleplay
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Overview

In Single Path Roleplays, the instructional path through the Roleplay is the same for all learners,
regardless of the choice they make. Learners proceed in a single path from the first scene to the last.
However, it is possible for learners to be exited early from the Roleplay. If learners select poor responses
to a number of individual scenes, they can be exited from the Roleplay with feedback stating that they
should familiarize themselves with the underlying attributes on which the Roleplay is based before re-
attempting it. Single Path Roleplays contain a threshold score, which is determined by the writer. Once
learners possess a score smaller than the threshold score, they are exited from the Roleplay and brought
to a Threshold page instead of a Summary page.

Also, in each child page in a Single Path Roleplay, learners may select a Response Choice that is deemed
to be “catastrophic” that is, shows they have not understood the attribute under discussion. If a learner
chooses a catastrophic option he or she is immediately exited from the Roleplay. These exiting features
are only available in Score mode in Single Path Roleplays.

Note:

The maximum size of a graphic in the Single Path Roleplay base page is 375 x 350 pixels. The
maximum size of a graphic in a Single Path Roleplay Branch page is 375 x 237 pixels.

Tasks
When developing a Single Path Roleplay, you need to develop the base page as well as a series of branch

pages. Tasks in developing the Single Path Roleplay (base) page may include:
e Adding a background graphic
e Adding graphics
e Setting graphic effects
Tasks in developing each Single Path Roleplay Branch page may include:
e Adding a background graphic
e Adding graphics to the Text Item
e Adding graphics to each of the response choices
e Assigning graphic effects
e Adding video for the introductory text item

e Adding video for each piece of Response Audio text

Steps
The following is the recommended sequence of steps that you should follow when building a Single Path
Roleplay:
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e For each page within the Single Path Roleplay, read the content, including any graphic direction
provided

e If necessary, add a background graphic to the Single Path Roleplay

e With the Summary Mode radio button selected, add and position any graphics that you want to
appear with the introduction to the Single Path Roleplay, and to reappear when the Roleplay
Summary page is displayed

e Check the Image memory tab once the graphics have been added to the page and ensure that
the ‘Size on Disk’ value is not over 100k, and that the ‘Size in Memory’ value does not exceed
12288kb

e Lock the graphics in place
e Preview the base page

e Determine whether or not the page requires a Threshold Mode page

Note:

In the Writing tab, select Threshold from the Characteristics drop-down menu. If the Threshold
%: (1-100) field is blank, or set to “0” then the page does not require a Threshold Mode design.
If any other value is specified in this field, then the page requires a Threshold Mode design.

e |If the page requires a Threshold Mode page, read the Threshold Response Text and Threshold
Feedback in the Writing tab, as well as any Graphic Direction or Alt text provided by the Writer

e Return to the Graphics tab and select the Threshold Mode radio button, and add a single graphic,
which will appear if the learner triggers the Threshold Response

Note:

You should only add a single graphic to the Threshold Mode. If you add more than one graphic,
the latest graphic is the only one that will appear when the Threshold page is displayed. All
other graphics will be moved to the Summary Mode display.

WARNING:

The available Graphics Area in the Graphics Tab for the Threshold page is larger than the actual
area available in the Player. The actual area available is 375x237. When you add a graphic to
the Threshold page, you must keep this in mind. Also, when you add a graphic, please note that
Synergy centers it by default. To ensure it displays correctly in the Player, you must align it to
the top of the available graphics area.

e For each Single Path Roleplay Branch page:
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¢. Add and position the graphic for the Text Item

Note:

The Assign To tab and the Select tab are disabled for this template. To work on a particular
page element, you first click that element in the graphics area. For example, if you want to add
the graphics for the first response choice, you click that response choice, and then add the
graphics.

d. Click the first response choice and add and position the graphic(s) for that choice
e. Click the second response choice and add and position the graphic(s) for that choice

f. Repeat this step for any remaining response choices

Note:

At any point, you can navigate back to the initial Text Item for the page by clicking the Text
Item area (which is where the Response Audio Text is displayed when you select a Response
Choice).

g. Lock all elements in place
h. Preview each Single Path Roleplay Branch Page

e When the Single Path Roleplay is completely built, preview it in its entirety — if the page contains
a Threshold Mode, you must trigger the Threshold when previewing the page to ensure the
Threshold Mode displays correctly
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Multi Path Roleplay
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RolePlay

You are a C5S for a satellite Internet pravider. You have begun
huilding good rapportwith your customer Randy, who needs to
make a change to his account.

Mow use the methods you have learned to continue the call and
interact positively with Randy.

Select Explore mode to try all possible aptions without being scared.
Choose Score mode to test vour own performance.

XDDTB Score

(WA [&]

Figure 101: A developed Multi Path Roleplay in the Graphics tab

22 SkillSoft Course Player, - Microsoft Internet Explorer

RolePlay

Yau are a C55 for a satellite Internet pravider, You have hegun
building good rapport with your customer Randy, who needs to
make a change to his account.

Mow use the methods you have learned to continue the call and
interact positively with Randy.

Select Explore mode to try all possible options without being scored.
Choose Score mode to test your own perfarmance.

HDDTB Score

Figure 102: A published Multi Path Roleplay
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Overview

In a Multi Path Roleplay, the choices grow into an inverted tree, with a separate branch for each choice.
Unlike the Single Path Roleplay, the instructional path can vary, depending on the Response Choices that
learners make along the way. In other words, the path that the learner may follow in completing the
Roleplay differs, depending on the choices they make along the way.

The key features differentiating a Multi Path Roleplay from a Single Path Roleplay are:

e each Response Choice can lead to a different scene, resulting in multiple branches of instructional
paths

e learners jump from one path to another based on choices made
e learner Response Choices are not re-ordered
e the template cannot be used for testing

e multiple attributes can be tested in any one child page

Note:

The maximum size of a graphic in the Multi Path Roleplay base page is 375 x 350 pixels. The
maximum size of a graphic in a Multi Path Roleplay Branch page is 375 x 237 pixels.

Tasks
When developing a Multi Path Roleplay, you need to develop the base page as well as a series of branch
pages. Tasks in developing the Multi Path Roleplay (base) page may include:

e Adding a background graphic
e Adding graphics
e Setting graphic effects
Tasks in developing each branch page may include:
e Adding a background graphic
e Adding and positioning graphics for the Text Item
e Adding and positioning graphics for each of the response choices
e Setting graphic effects
Steps

The following is the recommended sequence of steps that you should follow when building a Multi Path
Roleplay:
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1. For each page within the Multi Path Roleplay, read the content, including any graphic direction
provided

2. If necessary, add a background graphic to the Multi Path Roleplay

3. Add and position any graphics that you want to appear with the introduction to the Multi Path
Roleplay, and to reappear when the Roleplay Summary page is displayed

4. Check the Image memory tab once the graphics have been added to the page and ensure that
the ‘Size on Disk’ value is not over 100k, and that the ‘Size in Memory’ value does not exceed
12288kb

5. Lock the graphics in place

6. Preview the base page

Note: Unlike the Single Path Roleplay, the Multi Path Roleplay does not contain a
Threshold page.

7. For each Multi Path Roleplay Branch page:

a. Add and position the graphic for the Text Item

Note:

The Assign To tab and the Select tab are disabled for this template. To work on a particular
page element, you first click that element in the graphics area. For example, if you want to add
the graphics for the first response choice, you click that response choice, and then add the
graphics.

b. Click the first response choice and add and position the graphic(s) for that choice
c. Click the second response choice and add and position the graphic(s) for that choice

d. Repeat this step for any remaining response choices

Note:

At any point, you can navigate back to the initial Text Item for the page by clicking the Text
Item area (which is where the Response Audio Text is displayed when you select a Response
Choice).

e. Lock all elements in place
f. Preview each Multi Path Roleplay Branch Page

8. When the Multi Path Roleplay is completely built, preview it in its entirety — make sure you
navigate every path in the Roleplay, previewing every branch page at least once
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Customers come to you and your organization for help. You = ‘ ‘ ‘ ‘
need to accurately identify their issues, and then quickly do L
whatever you can to satisfy them. Ifthey need to resolve a
prablem ar complain, you have to listen carefully, empathize,
and then partner with them to come up with a salution.

Whatever the situation, you are the frant line in representing
waur campany, and hoth the customer and your organization
rely onyou to make the interaction positive. Invalving vour
custamer in the problem can help turn the problem into an
apportunity to show your best,

Summary

Figure 103: A developed Summary page in the Graphics tab

oft Course Player rosoft Internet Explorer.

| BUS Instruction with RolePlay Topic

Customers come to you and your organization for help. You
need to accurately identify their issues, and then quickly do

whatever yau can to satisfy them. [fthey need to resolve a

prohlem or complain, you have to listen carefully, empathize,

and then partner with therm to came up with a salution.

Whatever the situation, you are the front line in representing
yaur campany, and hoth the customer and yaur arganization
rely on you to make the interaction positive. Invalving your
customer in the problem can help turn the problem into an
oppartunity to show your best.

Summary

Figure 104: A Published Summary page in the Graphics tab
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A Summary page is used in a Summary Learning Point, and is the last page of this topic. It contains one
Text item and supports launch boxes and staged animations. The Text Item is set in Wide format.

Note:

The Summary Layout 2 template was introduced in Synergy 1.14 as an alternative to the
Summary template. Eventually the Summary template will be phased out and replaced
completely by the Summary Layout 2 template.

Tasks that you may be required to carry out when developing a Summary page include:
e Adding and positioning graphics
e Managing the z-depth of graphics
e Assigning graphic effects

e Creating basic staged animations

The following is the recommended sequence of steps that you should follow when building a Summary
page:

1. Read the content, including any graphic direction provided
2. Add and position required graphics

3. Check the Image memory tab once the graphics have been added to the page and ensure that
the ‘Size on Disk’ value is not over 100k, and that the ‘Size in Memory’ value does not exceed
12288kb

4. Add graphic effects if required
5. Create staged animations if required, and set them to start with the Text Item
6. Lock all elements into place

7. Preview the page
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Summary Layout 2
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There are several features that can help vou while warking in (=]
Wiard - MicrosoftWord Help ithe most comprehensive Help
feature), the Office Assistant {an animated character that ‘
answers guestions based on natural language searching),

What's This? {which identifies interface elements when you click

on them), and Office an the Web dwhich links you to Microsoft

Office Onling). Which Help method you use depends on the
prablem.

The Office Assistant can be configured to suityour needs. Far
example, yau can specify that the Assistant provide you with
keyhoard shortcuts.

Figure 105: A Summary 2 Layout page in the Graphics tab
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There are several features that can help you while working in (=]
‘Waord - Microsoft Word Help ithe most comprehensive Help
feature), the Office Assistant {an animated character that ‘
answers guestions based on natural language searching),

What' s This? fwhich identifies interface elements when yvou click

on them), and Office an the Web dwhich links you to Microsoft

Office Onling). Which Help method you use depends on the
prohblem.

The Office Assistant can he configured to suityour needs. For
example, yau can specify that the Assistant provide you with
keyboard shortcuts.

Figure 106: A Summary 2 Layout page in toggle preview mode
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The Summary Layout 2 template was added in Synergy 1.14 as a replacement for the old Summary
template. This template has a new look and feel, with a “Summary” header and a border around the text
box. The graphics area is also smaller at 373 x 407 pixels. Despite the differences in look-and-feel, the
purpose of the Summary Layout 2 template is identical to that of the Summary template. The
functionality is also the same. It contains one Text item and supports launch boxes and staged animations.
The Text Item is set in Wide format.

Note: This new template does not support the addition of a background graphic.

Tasks that you may be required to carry out when developing a Summary Layout 2 page include:
e Adding and positioning graphics
e Managing the z-depth of graphics
e Assigning graphic effects

e Creating basic staged animations

The following is the recommended sequence of steps that you should follow when building a Summary
Layout 2 page:

1. Read the content, including any graphic direction provided
2. Add and position required graphics

3. Check the Image memory tab once the graphics have been added to the page and ensure that
the ‘Size on Disk’ value is not over 100k, and that the ‘Size in Memory’ value does not exceed
12288kb

4. Add graphic effects if required
5. Create staged animations if required, and set them to start with the Text Item
6. Lock all elements into place

7. Preview the page
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Exercise Overview
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In this exercise, you're required to identify the praperies of current 3G and
wireless standards and technologies.

This involves the following tasks:
® jdentifying 3G technologies

* jdentifying wireless technologies

Figure 107: A developed Exercise Overview page in the Graphics tab

3 SkillSoft Course Player - Microsoft Internet Explorer

In this exercise, yau're required to identify the properties of current 3G and
wireless standards and technologies.

Thig involves the following tasks:
® jdentifying 3G technologies

* jdentifying wireless technologies

Figure 108: A published Exercise Overview page
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The Exercise Overview template is the first page in an Exercise Overview Learning Point. This template
comprises an Exercise Statement which is fixed in position. The Exercise Statement is made up of a single
Text Item and a task list with a list introduction and up to 6 List items. These are usually set to build.
Standard graphics cannot be included on this page. The only graphic element the page can contain is a
background.

e The only task that you must complete to design the Exercise Overview page is to add a
background graphic if it doesn’t already contain one.
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HTML Caption

2 SkillSoft Course Player - Microsoft Internet Explorer

990 P

€l il ]
Maotarola chairman, Bob Galvin headed up the push to apply Six Sigma principles throughout the campany. The abjective? To identify @
wariation and reduce defects. The results were astounding. Within a decade of implementing Six Sigma, Motorola experienced a
i

five-fold growth in sales - profits were up nearly 20% peryear - cumulative savings based on Six Sigma efforts were estimated at $14
hillion - and stock price gains compounded to an annual rate of 21.3%.

Figure 109: A published HTML Caption page

An HTML Caption template is used in Narrated Animation instead of the standard Expos template and it
allows you to launch Flash animations within the course. HTML Caption templates are not built using the

Graphics tab. Instead they are developed using Flash. Refer to the HTML Caption handbook for more
information on developing an HTML Caption page.
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