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Section 1: Introduction to Synergy

This manual explains how to use the Synergy application to write and edit courses. It doesn't explain the
learning design and style standards that courses must follow. To learn more about these standards you
should refer to the House Style Guide, the treatments for different course types, and the style sheet for
the curriculum (if one exists).

Overview of the Synergy Interface
The Synergy interface is divided into three areas: the menu bar/toolbars, the Outline pane, and the
Content pane.

muniliud Content Development Environment ;‘!‘

Fle Zip View Edk Add Reports Tooks Help
Lsaisn--anaees Beoa~azatiEny AL bOQibarscos
e 0 ol o e Db e
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| Outline pane i Content pane
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T = = = = e

£ e
L Do e _\g
The Synergy interface

1. The menu bar and toolbars at the top of the interface contain controls for working with Synergy.

2. The Outline pane on the left displays the structure of the currently open course(s), allows you to
edit that structure, and allows you to select a node within the course. Note the following:

The course is presented in a tree structure, with the Course node at the top level.
At the next level are Lessons (and the Course Overview, if present).
Within each Lesson are Topics (and a Lesson Overview, if present).

The topics contain Learning Points and Objectives.

® 2 0 T o

The content and question pages are the lowest level. This is the structure of a
standard CCA course; Test Prep courses have a different structure.

3. The Content pane on the right shows the contents of the selected node. The Content pane
contains two tabs — the Writing tab allows you to edit the text that will appear on screen, and the
Graphics tab controls the appearance of the page.

Creating a New Path
1. To create a new learning path in Synergy, select File — New — Learning Path.
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2. Synergy prompts you to choose the location where the path will be created, and name the folder
that will contain the path.

3. Synergy prompts you to confirm the creation of a new working directory. This folder is just a
placeholder —it's empty when first created. The new learning path is opened in Synergy, ready for
the path details to be entered.

Unified Content Development Environment

File Zip Wiew Edit Reports Tools Help

~QOQYOYY RODAEWALHOM i u )

| : Learning Path Information | Properties | Certification Infarmation | Team|

Learning Path Title: New Learning Path

Learning Path ID:
Learning Path Description:

Target Audience Description:

Prerequisites:

Content Partnership:

Learning Path Source Material:

Hardware, software, and other
requirements for development :

Training for Development Team:

Scenario Information:

Other Resources:

The Learning Path Information tab

4. The only required field is the Learning Path ID. The new learning path can't be saved until a valid
ID has been entered. The ID is made up of two elements:

a. The curriculum identifier, which can be between two and six characters long (e.g. mo,
mgmt, ws)

b. The learning path identifier, which is also two to six characters long (e.g. 33, 01, bgac,
iiuc)

c. Together, these two elements must be no more than eight characters long. They are
joined by an underscore (e.g. mgmt_08, ws_iiuc)

Review the Notes on Planning Synergy IT Skills LPPs guideline for details of the other fields.

When the Learning Path ID has been entered, the path can be saved.

Synergy creates an LPD file and an XML file for the path and stores them in the working directory.

Opening a Learning Path
1. To open an existing learning path, select File — Open, or click the Open button on the toolbar.
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2. Inthe Open dialog box, navigate to the folder that contains the learning path. By default, Synergy
looks for a .crs file, to open a course. You must use the drop-down menu to tell Synergy to look
for .Ipd files.

File name:

Files of type: course {*.crs) v
Learning Path Designer (*.lpd)
Course (*.crs)

The Open dialog box: File Types drop-down list

3. Then open the learning path.
Importing a Learning Path from Curriculum Builder
Learning Paths are often defined in the Curriculum Builder tool, before they are ever worked on in

Synergy. Curriculum Builder creates an XML file to describe the learning path, and this file is imported
into Synergy.

1. Toimport a Curriculum Builder XML file, select File — Import — Import Learning Path.
2. Then browse to the location of the XML file and open it.
3. Finally, select the location where you want to create the learning path.

4. The learning path opens in Synergy.

Adding a Course to a Learning Path
A learning path is a container for individual courses.

1. To add a course to a learning path, right-click the learning path node, and select Add — Course.

2. Then select the type of course you want to add, and select the audio format that will be used by
the course.

] Choose a Course Type to create... E] Audio Format...

'E (+) Business Skills Course
-

() IT Professional Course

() IT Desktop Course

() Compliance Course

() Financial Services Course
(O Federal Government Course
() Practice Lab Course

() Generic Course

(O Assessment Only

() Test Prep

() Final Exam

() Certification Practice Exam

i oK g] [ Cancel ]

The Choose Course Type and Audio Format dialog boxes

3. The audio format must be set when the course is created because Synergy automatically creates
audio file references as the course is populated. The.spx format is the default.
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4. Synergy creates a new course in the learning path. The course ID contains six sections:

<curriculum identifier>_<learning path identifier>_
<course letter and number>_<course type>_<locale>

a. Inthe example above, the curriculum and learning path identifiers are taken from the
learning path —test_01

b. The course letter and number are automatically assigned, so the first course is a01, the
second is a02, and so on —test_01_a01

c. The course type is selected when you add the course, bs for Business Skills, it for IT
Professional, and so on —test_01_a01_bs

d. The locale is always US English (enus) by default — test_01_a01_bs_enus.

5. Any new courses you add will appear automatically under the previous existing course, with the
next available course number.

Course Information
The course node contains several fields and checkboxes that are used to record information about the
course.

General Information | Team | Properties | Character | Splash |

Course ID Course Title

test_01_a01_bs_enus | New Course Mentaored: S08 Compliant:
Course Description

Course Goal

Course Source Material

Target Audience

Prerequisites

Keywords

The General Information tab
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e Course Title is a required field, because it is visible to the learner when the course is published.
The Courseware Titles guideline describes the style and other requirements that apply to this
field.

e The Mentored checkbox indicates whether mentoring support is provided for a course. This is set
at the learning path level and inherited by child courses.

e The 508 Compliant checkbox indicates whether the course complies with US accessibility
guidelines. This is set at the learning path level, and is selected by default.

e Course description is also visible to the learner, and so must be completed. The Synergy Course
Descriptions guideline explains the requirements and purpose of a course description.

e Course Goal is a general statement describing the aim of the course. It is also a required field as
its contents are displayed to the learner.

e The Course Source Material field is used by the planners to provide detail about material that is
relevant when writing the course. This includes indicating whether a course is Premium, Regular,
or No Video. And, for video-enabled courses, indicating which topics are appropriate for the
inclusion of Sim Dialogs and RolePlays.

e The Target Audience field must be completed, because it is used by learners to decide if the
course is right for them.

e The Prerequisites field lists any skills or qualifications that the learner will need to be ready for
the course. It can be left blank if the details in the Target Audience field are comprehensive
enough (or there are no prerequisites), but otherwise should be completed.

e The Keywords field can be left blank.

General Information | T8aM | Properties | Character | Splash

MName Phaone Roles Email
Mary Kate Halpin |Planning manager | A
Vivienne Kearns | iDeveIupment manager |
Elaine Tostevin \Learning designer |
Micole Humphries [ BCR |

The Team tab
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This tab is used to record the names of the people who have worked on the course. This information is

not visible to the learner, but can be useful during development — for example, if a designer wants to

send a short query to the Technical Content Reviewer (TCR) or Business Content Reviewer (BCR).

General Information | Team | Properties | Character | Splash | video|

Course ID craig_one_all_bi_enus
Course Version 1.0
Published Duration 0.0 hrs

ID of Course being replaced n/a

Language

English - US -

n/a

Changes since last revision

Criginal Release Date - - -

Date of Last Revision - - -

Static/Dynamic Pointer Color -

255, 255, 0
Area Highlighter Color H

[ Choose Color

Mark as Customized Course | |
NASBA Ready

Mentored

Show Self Monitoring Screen | |
Audio enabled V|
Tablet Ready

The Properties tab

The Properties tab includes key metadata about the course:

The Course ID is generated when the course is created.

The Course version field is used to track course revisions. The first release of a course is always
version 1.0.

The Published Duration of a course is shown on the course home page. The Course Duration
Process guideline explains the process to follow when completing this field.

The ID of Course being replaced field is used if the current course is a new version of an existing
course. For example, cust_01_a03_bs_enus replaced the old CUST0160 course.

The Language drop-down list determines the language that a course will be played in. The initial
value of this field is determined by the course locale, but you can change the value if you want
the course to play in a different language.

The Changes since last revision field is used by the PPM team to record the reason why a course
version was incremented.

The Original Release Date field records the date a course was first published. If a course is revised
and republished, the Date of Last Revision field will also be completed.
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e The Static/Dynamic Pointer Color and Area Highlighter Color fields are used by the lead designer
on a path if it is necessary to change the pointer and highlighter colors from their default values.

e The Mark as Customized Course checkbox is used only by customers editing a course in
SkillStudio.

e The NASBA Ready checkbox is selected if the course complies with the NASBA requirements for
choice-specific question feedback.

e The Mentored checkbox shows whether mentoring support is provided for the course. The
Mentored value is set at the learning path level, and can’t be changed in a course. (Courses that
are created outside a learning path can never be set to mentored).

e The Show Self Monitoring Screen checkbox, if set, causes a second window to display as the
learner works through the course. This is only set in specific Compliance and ES&H courses.

e The Audio enabled checkbox is selected by default for all courses. It specifies that the course will
use audio.

e The Tablet Ready checkbox is selected if the course can be played on a Tablet device.

General Information | Team | Properties Character | Splash

Item # Character Name

Isaac ~
Mary ‘
Jocelyn

Rania

Jasper

Tom

Derek

Kirn

Ao =i

o I

WO o0 ||

Gender: Male
Sample Graphic:
Age Group: 20s

- Job Category and Demeanor:
Race: Asian

C35, he's content with his job,
MNumber of Audio files: |3

L Add ]L Edit ]L Remove ]

The Character tab

The Character tab is used to track up to ten characters with audio or video parts in a course. It contains
details about the characters, and allows you to add new characters or edit their details. Creating
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characters provides direction for the design and audio teams, which they can use when choosing images

or voice artists or actors.

Note: To track additional named characters who appear in graphic form only (in

other words, with non-speaking and non-video roles), you should use an external

Character Matrix spreadsheet. Refer to the Using Characters in SkillSoft courses

guideline for more information.

To add character information for a new character:

e Click the Add button to open the Character dialog box

Last saved by: Fionnuala O'Donnell Date: 30 October 2014

Character Name: Rania |
fae Female v \
Age Group: 30s ‘
Race: Indian ‘
Sample Graphic: ‘
- |
Job Category and Demeanor:
v |
Jumber of Audio files: 2 |
[ ok | [ Cancel ]

The Character dialog box

Complete the necessary fields in the Character dialog box.

0 Character name (mandatory)

Character’s name as it will be used in the course.

0 Gender (mandatory)
Select gender from the dropdown list.

0 Age Group (optional)

Designate the approximate age of the character.

O Race (optional)

Designate the race of the character. Be sure to use diverse examples.

0 Sample Graphic (optional)

Designate a sample graphic from the SKS Character Graphic Library. This can be done

using the Browse button to browse to a file. If an image file is designated in this field, the

picture will display on the Character tab when its associated character is selected.

O Job Category and Demeanor (preferable)

Describe the characters role. Job title, possible attitudes the character will portray.
Writing Tab Manual
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0 Number of Audio files (automated)
When the Character Audio List report is generated, Synergy automatically calculates the
number of audio files per character and populates this field. Therefore, you should not
manually enter any information into this field.

e Click OK to close the Character dialog box. The new character is now added to the list.
To edit character information for an existing character:

e Select the character whose information you wish to edit.

e Click the Edit button to open the Character dialog box.

e Revise the information you wish to edit.

e Click OK to close the Character dialog box.
The Character information is now changed.

To remove a character:
e Select the character whose information you wish to remove.

e Click the Remove button to delete the character. The character information is immediately
removed. (Note: There is no prompt or warning prior to its removal, so you need to be sure this
is what you want to do!)

Information entered onto the Character Tab in Synergy can be printed in the Character Audio List Report,
and is also exported in the Video Production Report in Synergy. These reports are used to cast voice
talent for audio recording or to cast actors for video segments.
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(= SkillSoft Character Audio List Report - Windows Internet Explorer

(S 12 M |@E:\Work‘l,Training'l,Narrated Animation|BUS|DUBLIN_MOY20104SampleCrsimamt_16_a0Z_bs_enus\repartsicharaudidlist1 30200 % | | %4 | X | | il
— = . »
w o ['_féSkiIISoFt Character Audio List Report l l ﬁ v 0y v [rPage v {0 Tools -
>
Character Audio List Report | Print | Contents |

Character 1

CHARACTER NAME Lara

GENDER Female

AGE GROUP 30s

ETHNICITY African American
JoB MNew Manager
CATEGORY/DEMEANOR

GRAPHIC

NO. OF AUDIO FILES 15

VOICE CONTACT

Character 2

CHARACTER NAME Liam
GENDER Male
AGE GROUP 505

The Character Audio List Report

| General Information | Team | Properties | Character| Splash

Course Titlel: New Course

Course Title2:

Co-author:

Add co-brand logo:
Preview Splash

Splash Regeneration

The Splash tab

The Splash tabbed page deals with the splash screen that displays when a course is loading. By default,
this page displays a standard SkillSoft logo and the name of the course, but you can customize the screen
in the Splash tab.

e The Course Titlel field contains the course title that has been entered on the General Information
tab.

e The Course Title2 field can be used to add a second line of text to the title. The two fields
combined can have a maximum of 80 characters.
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e The Co-author field is used when the course is produced in association with another organization,
for example “Developed in conjunction with the Wharton School, University of Pennsylvania”.

e In some cases, a co-author will have their own logo to display in the course loading screen. The
designer will use the Add co-brand logo field to identify the logo file for import.

e The Preview Splash button allows you to see the result of your changes, by opening the Splash
screen you have specified.

e The Splash Regeneration checkbox is selected by default. This means that the Splash page will be
reloaded every time the course is previewed, instead of the cached version being played. This
checkbox must be selected for your edits to take effect.

All of these fields are explained in more detail in the Synergy Course Level Information guideline.

General Information Team | Properties | Character | Splash | Video

Platform fiv mp4
desktop 7] M

The Video tab

The Video tabbed page is used to enable and disable video across a course. It indicates the list of available
platforms, and each platform listed has a corresponding checkbox to indicate the type of video that has
been enabled for it. The page allows you to set a default video size for Video Standard Caption pages.
These dropdowns are only enabled when a video format has been selected.

Moving and Deleting Courses in a Learning Path
The courses in a learning path appear in the order they were added. If you want them to appear in a
different order when they are published, you have to re-order them in Synergy.

1. To change the order of the courses, right-click the learning path node, and select Reorder

Courses.
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2. This opens the Reorder Courses dialog box.
3. Click a course to select it, then use the Up and Down buttons to move it to a different position.

4. Click OK when the courses are in the correct order.

Reorder Courses @ Reorder Courses @

ﬂ Use buttons to reorder courses 3 Use buttons to reorder courses

- test_01_a01_bs_enus . test_01_a01_bs_enus
test_01_a02_bs_enus test_01_a04_bs_enus
test_01_a03_bs_enus test_01_a02_bs_enus
frest_01_al4_bs_enus test_01_a03_bs_enus
test_01_a0S_bs_enus test_01_a05_bs_enus
test_01_a0d6_bs_enus test_01_a06_bs_enus

; Down

[ OK ][ Cancel ] [ OK ][ Cancel J

The Reorder Courses dialog box

5. The changes are applied in the Outline pane.

6. To delete a course, right-click the learning path node (not the course node), and select Delete
Course.

7. This opens the Delete Course dialog box, where you choose the course you want to delete.

8. A course deleted from the learning path can’t be recovered, so Synergy asks you to confirm the
deletion.

Creating a New Course
Courses don’t have to be created as part of a Learning Path. You can also create a standalone course.

1. To create a new course in Synergy, select File — New — Course.
2. Then you select the type of course you want to create, and enter a course code.

3. The course type you choose will determine part of the course name. New courses always default
to the US English locale and are assigned the enus suffix. The rest of the course name must be
entered according to the rules specified in the Add Course ID dialog box.

4. You are prompted to choose which audio format the course will use. The .spx format is the
default. The alternative is the .we format.

Adding a Lesson

When a course is first created it is empty, containing only the New Course node and Resources node. You
must populate the course by adding lessons.

1. There are two methods of adding a lesson. You can select the course node and then Add — Course
Component — Lesson, or you can right-click the course node and select Add — Lesson.

2. Either option creates a new lesson in the Outline pane, underneath the main course node.
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3.

You enter the title and goal of the lesson in the Content pane.

Adding a Course Overview
A Course Overview is a special type of lesson that can be added at the beginning of the course. It is

shorter than a standard lesson, and is not divided into topics.

A Course Overview is added like a lesson. You select the course node and then Add — Course Component

— Course Overview. Or you can right-click the course node and select Add — Course Overview.

Adding a Topic

Each lesson is divided into topics.

1.

There are two methods of adding a topic. You can select the course node and then Add — Course
Component — Topic, or you can right-click the course node and select Add — Topic. (You can also
right-click an existing topic.)

When a new topic is created, you must complete the Topic Title field in the Topic Information tab,
because this information will be visible to the learner.

The other fields in the Topic Information tab — General Remarks, Topic Source Material,
Keywords, and Estimated Duration — are optional, as is the Notes field in the Notes tab. These
fields may contain information that is useful in planning but their contents are not visible to the
learner.

The Approx Duration field is completed when the topic is finished. See the section on
Determining Course Durations for more details.

You must set the topic type, using the drop-down list.

There are eight different topic types:

Article topics contain a link to a non-interactive external HTML file. They have no other
instructional pages, but may contain questions.

Instruction topics provide interactive instruction, and contain both practice and test questions.
RolePlay topics are instruction topics that also include at least one RolePlay.
Exercise topics contain a set of practice questions based on preceding Instruction topics.

Simulation topics contain a task that the learner must complete in a simulation of a software or
command-line environment.

Self-assessment Exercise (single) topics consist of an external HTML file, which describes the
steps of a task that learners complete offline or in their own software environment. A solution
that learners can use to check their work is provided as a linked second HTML page.

Self-assessment Exercise (multiple) topics consist of a sequence of learning points, each similar
to a single Self-assessment Exercise, preceded by an introductory HTML overview page. This topic
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type presents a set of tasks for learners to complete offline or in their own software environment,

with an associated solution for each task that they can use to check their work as they progress
through the exercise.

Adding a Learning Point

Learning points are added to topics by right-clicking the topic node or by selecting the topic and opening
the Add menu. You must add a title for each Learning Point you create.
There are four different learning point types:

e An Instruction Learning Point is used for standard teaching content.

e A Summary Learning Point is used at the end of a topic, to recap the content of the previous
learning points.

e An Exercise Overview Learning Point is used at the beginning of a simulation or exercise topic, to
introduce the situation and explain the tasks.

e ATask Learning Point contains the task itself.

Adding an Objective

D cw_samp_a01_jt_enus - IT Course Samples
) test_01_a01_bs_enus - New Course
=)
e L1 -
= 19-
=] Objectives
o)

A Terminal Objective

1. When you create a new topic, a Terminal Objective for the topic is added automatically. The
Terminal Objective defines what the user should have learned by the end of the topic. A topic

may also contain Enabling Objectives, which are intermediate objectives that support a Terminal
Objective.

2. You can add new objectives by selecting either the topic Objectives node or an existing objective
and using the Add menu or the right-click menu. Terminal Objectives can be added to the

Objectives node, or to an existing objective. Enabling Objectives can only be added to an existing
Terminal Objective.

Learning Domain Learning Level Primary Content Type

Enabling Objective TObj1-EO1 Cogritive [l Knowledge 7 3 [] Tested

After completing b be able to,..

Knowledge

[ Construct Objective )
Comprehension

Source Material

The Learning Level dropdown menu
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3. The Learning Domain and Learning Level values must be set for each objective, and the objective
text entered in the text field.

4. The Source Material and Instructional Plan fields are optional.

Working with Synergy course files

When a new course is created, Synergy creates a folder for the course, a .crs file in that folder, and an
output folder for the course contents. To open a course, you select File — Open, navigate to the course
folder, select the .crs file, and click Open.

Important note: Don't use WinZip or any other external ZIP tools

You must always use Synergy’s internal ZIP tool to zip courses, lessons, and topics. The Synergy
ZIP tool doesn’t just compress the object; it also writes information to the object that will be read
when the object is unzipped. If you use another ZIP tool, such as WinZip, this information will not
be recorded and errors will be introduced to the course files.

Synergy can create a ZIP file of a course, or of an individual lesson or topic in a course.

There are three ways to create this ZIP file. You start by selecting the node you want to zip (course, lesson
or topic), and then

e Right-click the node, and select the appropriate Zip command from the menu.
e Open the Zip menu and select the relevant option from the menu, or

e Click the appropriate Zip button on the toolbar.

Q9 PR Q D

The toolbar Zip button

The available Zip options will depend on the node you have selected. If the course node is active, you
can’t choose Zip topic, if a topic is selected you can’t choose Zip lesson, and so on.

To unzip a course, carry out the following steps:
1. Select Zip — Unzip Course, or click the Unzip Course button in the toolbar.

2. Synergy will prompt you to browse to the location of the course ZIP file, and then to the location
where you want the unzipped course to be stored.

To unzip a lesson you must select a lesson node in the course. You then select Unzip Lesson from the
right-click menu, select Zip — Unzip Lesson, or use the Unzip Lesson button on the toolbar.

Synergy will prompt you to navigate to the zipped lesson. If there are any files of the same name in the
open lesson, they will be overwritten by the files from the lesson you're unzipping.
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To unzip a topic you must select a topic node in the course. You can then select Unzip Topic from the
right-click menu, select Zip — Unzip Topic, or use the Unzip Topic button on the toolbar.

The topic ID of the topic you are unzipping must match the ID of the topic node you have selected.
Otherwise the unzipped topic will not be added to the course.

When the topic IDs match, the unzipped files will overwrite any files of the same name in the course.

Creating a Blank Course

The standard procedure in courseware production is for the writing team lead to create blank copies of
the course, and distribute these copies to the writers on the team. Each writer works on the topics
they've been assigned, then zips them up and sends them back to the team lead. This allows multiple
people to work on the course at the same time, while avoiding most version control issues.

1. To create a blank course, open a course in Synergy and select File — Generate Blank Course.

2. Synergy prompts you to browse to a location to save the course. The blank course is saved as a
ZIP file.

3. Toopenit, choose Zip — Unzip Course, navigate to the blank course ZIP, and choose a location
where you want the course to open.

The blank course contains all the information entered at the course, lesson, and topic level of the original
course. It also contains all the objectives that have been defined. This means that all of the planning
information is available to the writer. However, the blank course doesn’t contain any learning points,
pages, or questions.
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Section 2: General Tasks in Synergy
Information on setting up Course Properties is available in Section 1: Course Information.

Cloning a course
To clone a course, complete these steps:

1. Open the course to be cloned in Synergy.
2. Select File = Clone course to open the Clone Course dialog box.

Course ko be copied: [ Use current course J [ Browse... J

Location For new course:

Language: Chinese - Cantonese v Version:
New Course Type: | Assessment Only

Mew course name: |

508 Enabled Mentored

The Clone Course dialog box

3. Click the Use current course button to indicate that you want to clone the course currently open
in Synergy. Alternatively, click the Browse button to browse to and select a different course.

4. Select the language you want to clone the course to use from the Language drop-down menu. For
example, to clone the course to US English, select English — US from the Language drop-down
menu.

NOTE: Ignore the grayed-out New Course Type field — this is only active if you're
cloning an Assessment Only course.)

5. Inthe New course name text field, change the existing course code to the new one, ensuring that
the new name adheres to SkillSoft course naming conventions.

6. Ensure that the 508 Enabled and Mentored checkboxes are selected.
7. Click the Browse button (next to the Location for new course field) to browse to where you want

to store the new cloned course and click Save.
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8. Click OK in dialog box.

The new course saves in an unzipped format at the location you choose.

Enabling Video in a Course
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.

2. 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. In Synergy 1.22 only the FLV format is directly selectable. MP4 is selected
automatically in Tablet Ready courses.

3. Click the Apply button.

4. When avideo 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 | 768 < Height | 4325

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.

Importing an e3 Simulation
To import an e3 Simulation into Synergy, you complete these steps:
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EERRBo @D

E] cust_a5_a04_bs_enus - New Course
L1 - Daily Five-star Service
L82 - Greeting the Customer in Person
L296 - Simulation Lesson
SRR 257 - Simulation Topic
=89 Objectives
~ % TObj1

=+

A Simulation node

1. Select the Simulation node.

Lesson ID ~ Lesson Title

129 | Simulation Lesson

Topic ID Topic Title Topic Type

{7297 | Simulation Topic Simulation v

The Simulation topic details

2. Ensure the Topic Title and Objectives entries are correct, and the Topic Type is set to Simulation.
3. With the Simulation node selected, select File — Import — Import e3 Simulation.

Note: If a warning message appears saying “This will replace all existing Learning
Points in this topic. Do you wish to continue?” click Yes.

4. Browse to the e3 Simulation and select the topic folder.
5. Click Choose.

The topic is imported into the Synergy folder structure. The course should refresh to display all the
Simulation content in Synergy.

Note: For more detailed information on the process for integrating a Simulation
into Synergy, see the Synergy Integration Process for Software Sims guideline.

Importing an e3 Course
To import an e3 course into Synergy, you complete these steps:

1. Open Synergy.
2. Select File — Import — Import e3 Course.

3. Inthe E3 Course directory text field, specify the source course file. Alternatively, click the Browse
button to browse to and select the source course folder.

4. Inthe Output directory text field, specify the destination folder for the imported course.
Alternatively, click the Browse button to browse to and select the destination course folder.
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Import e3 Course

il

E3 course diectory: | ‘ Browse
Output diectory: | j
CCA Course ID: | |
Canfirm CCA Course ID: | |

Default Audio Format: O we O .spx

The Import e3 Course dialog box

5. Click the Look up CCA ID button.

Curriculum Builder Login Details @

!E Server:  http:/jamrnaskwl.amr.smtf.ds |

Username | |

Password :

ok | cancel |

The Curriculum Builder Login Details dialog box

6. Enter the Server address and network username and password for Curriculum Builder, and click
OK. The CCA Course ID should be retrieved automatically from Curriculum Builder.

Note: Alternatively, you can specify the CCA ID manually by typing in the CCA
Course ID field. If you do this, you must confirm the ID by re-typing it in the Confirm
CCA Course ID field.

7. Select the default audio format that you want to use in the course — choose from .we or .spx.
8. Click Import.

Synergy converts the course to CCA format and opens it automatically.

Importing a Snowbird Course
To import a Snowbird course into Synergy, you complete these steps:

1. Open Synergy.

2. Select File = Import — Import Snowbird Course.
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Import Snowbird Course @

Snowbird course file: . Browse
Qutput directory: .
CCA Course ID: Look up CCA ID l
Confirm CCA Course ID:
Type of conversion:  Convert for SkillStudio v
Default Audio Format: () .we O spx
Marration Type:

The Import Snowbird Course dialog box

3. Inthe Snowbird course file text field, specify the source course file. Alternatively, click the Browse
button to browse to and select the source course folder.

4. Inthe Output directory text field, specify the destination folder for the imported course.
Alternative, click the Browse button to browse to and select the destination course folder.

5. Click the Look up CCA ID button.

6. Enter the Server address and network username and password for Curriculum Builder, and click
OK. The CCA Course ID should be retrieved automatically from Curriculum Builder.

Note: Alternatively, you can specify the CCA ID manually by typing in the CCA
Course ID field. If you do this, you must confirm the ID by re-typing it in the Confirm
CCA Course ID field.

7. Select the conversion type from the Type of conversion drop-down list.
a. If the course is being developed using SkillStudio, select Convert for SkillStudio.

b. If the course is being converted for general development purposes, select Convert for
SkillSoft Internal Use.

8. Select the default audio format that you want to use in the course — choose from .we or .spx.
9. Select the Narration type — choose from Text Only or Narrated Animation.
10. Click Import.

Synergy converts the course to CCA format and opens it automatically. As part of this process, the
following occur:

e Each Snowbird Template is converted to an appropriate Synergy Template

e The Graphic Direction, Graphic Filename, and Alt text for each page is placed in a Comment to the
Writer

e A ZIP of the Snowbird Graphics folder is placed in the Conversion folder
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e The Snowbird HTML is placed in the Synergy course’s \output\html folder.

Importing a Learning Path
See Section 1: Introduction to Synergy — Importing a Learning Path from Curriculum Builder.

Exporting text strings

The text of each course is translated as part of the localization process. Synergy makes this process easier
by allowing you to extract the course text strings into a text file. Text files can be read and edited by
people who aren't familiar with Synergy, and they can be processed by dedicated localization tools, such
as Trados.

To export text strings for localization, you complete these steps:
1. Select File — Export — Export Course Strings.

2. This opens the Export Course Strings dialog box. Specify the name of the exported text strings file
in the File name field (or use the default name provided).

3. Browse to a destination folder for the text file and click Save.

4. A message box appears to confirm that the course strings have been written to the text file you
created. Click OK.

The course text file includes embedded formatting tags. Each tag starts with the pipe character, followed
by one or two letters. The tags should be ignored when you are editing the text, manually or with a
translation tool. The tags include

|b for bold formatting

|h to create a link

li to indent text

Ip for plain text

Ju to underline text

In to start a new line

Ic to add a text color — the tag also specifies which color
|f to change the text font — the new font is also specified

Importing Course Strings
When you have finished translating the course text, you can import it back into Synergy.

To import localized text strings into Synergy, you complete these steps:

1. Select File — Import — Import Course Strings.
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2. Browse to and select the course strings text file to be imported, and click Open.
3. Synergy uses the text IDs to drop the translated text into the right place in the course.

4. A message box appears, and displays the results of the import, including any errors found. Click
OK.

This information is also written to the file importStrings.log and saved to the course's root directory.

Note: You shouldn't make any changes to the course in Synergy while you are
translating the course text file. If the course structure has changed, Synergy might
not be able to match the translated text strings to the correct locations.

Previewing a course
When previewing a course, you have two options:

e Full Preview — This allows you to preview the entire course, including test questions.

e Quick Preview — This previews the current page only.

To full preview a course, you complete these steps:

1. Select View — Preview. Alternatively, press Ctrl+W.

(5] Preview cust_a5_a04_bs_enus @

Start location

() Beginning
(3) Current Selection

[[] Always Pass Assessments?
["] Disable Animations?
[] verify media files exist?

[T Perform audit before preview?

[ oK I[ Cancel J

The Preview dialog box

2. Inthe Preview dialog box, specify the preview settings.

a. Choose the start location — Beginning or Current Selection. Selecting Beginning opens
the Preview on the Course Map page, from where you can access the course from the
start. Current Selection launches the Preview on the current selected node, so that you
can preview the page you are working on first.

b. If you want the Player to always mark assessments in the Previewed course as correct,
select the Always Pass Assessments checkbox.
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c. If you want to turn off animations in the course to speed up the Previewer, select the
Disable Animations checkbox.

d. If you want to double-check that all media files are available for the course, select the
Verify media files exist checkbox.

e. If you want to audit the course first, select the Perform audit before preview checkbox.
3. Click OK.

The course is launched in a Previewer window. Because this is Full Preview mode, you can browse to all
developed pages in the course.

To quick preview a page, you complete these steps:
1. Select the page node that you want to preview.
2. Select View — Quick Preview. Alternatively, press Ctrl+Q.

The page is launched in a Previewer window. Because this is Quick Preview mode, you can't navigate
away from this page to another page in the course.

Reviewing alt text in a page
To review the alt text for a page, you complete these steps:

1. Select the page node for which you want to review the alt text.
2. Select View — Alt Text Review.

[E] Alt Text Review 3
~

File Edit View Insert Format Tools Table MWindow Help

Insert Table ! L

Table size - Fa |
Mumber of columns: |5 j‘.3.,.4.,.5.‘.5.‘.7.,.3.,.9.,.10.,.“
Number of rows: M

AutoFit behavior
™ Fixed column width: Auto -

" AutoFit to contents
" AutoFit to window

Table style: Table Grid AutoFarmat...

Easy Nomad

£ >

In the Table size section ofthe Insert Table dialog box, the Number of columns spin box is setat 5 and the_
Number of rows spin boxis setat 2.

In the AutoFit behavior section, the Fixed column width radio button is selected and its associated spin box is
setto Auto.

2 |p1s [ci_o1

The Alt Text Review window

3. Review the alt text in the Alt Text Review window.
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a. The graphics for the page are displayed in the upper portion of the window.

Note: The graphics are displayed side by side so that you can examine each of them
individually. They are not laid out in accordance with the page design.

b. The alt text is displayed in a text field directly below the graphics area.
c. The topic ID, page ID, and page element ID are listed.

d. The Last and Next buttons allow you to navigate between elements on the page.

Working with multiple open courses
Synergy allows you to open multiple courses simultaneously. However, only one course can be active at a

time.

To open multiple courses at once, you complete these steps:

1.

2.

9.

Select File — Open.

Browse to and select the .crs file for the first course you want to open.
Click Open.

Synergy opens the course and displays the course tree in the Outline pane.
Select File — Open.

Browse to and select the .crs file for the next course you want to open.
Click Open.

A message appears asking if you want to save the currently open course. Click Yes if you've made
changes to that course that you want to preserve.

Synergy opens the course and displays the course tree in the Outline pane.

10. Repeat steps 5-9 to open more courses.

In the Outline pane, the text for the first course node is bolded, indicating that this course is currently
activated. The text for the second course node (and any subsequent course nodes) is in plain text,

indicating that that course is currently deactivated.

When you have multiple courses open at once in Synergy, you can only edit the text, graphics, and pages

in the activated course. In deactivated courses, you can copy lessons, topics, learning points, pages, and

text. You cannot, however, edit the content in deactivated courses.
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[E] unified Content Development Environment

File Zip View Edit Add Reports Tools Help

FEH{ R PQQOQY

+ D cw_samp_a01_it_enus - IT Course Samples

cust_aS_a04_bs_enus - New Course
+ Q L1 - Daily Five-star Service
e L82 - Greeting the Customer in Person
+- [ Resources

A deactivated course

To activate a course, you complete these steps:
1. Select the course node for the course you want to activate.
2. Select File — Activate Course.

3. A message appears asking if you want to save the currently open course. Click Yes if you have
made changes to the currently activated course that you want to preserve.

In the Outline pane, the text for the course node of the newly activated course is bolded. The text for all
other course nodes is in plain text, indicating that those courses are currently deactivated.

Running a report
To run a report in Synergy, you complete these steps:

1. Inthe Outline pane, select the node for the course component you want to run the report on.
2. Select Reports to open the Reports menu.
3. Select the Report that you want to run.

Synergy runs the report and displays it as an HTML file in an internet browser window.

Note: For some report types, such as the Production Audio Report, Synergy also
produces the report in Word format.

Alternatively, you can run a report using the Reports dialog box. To do this, you complete these steps:

1. Select Reports — Reports. Alternatively, press Ctrl+Shift+T.
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@ Select Report @

Report Namne

Audio Pick-up List

Course Design Document (CDD)
Course Design Document XML {CDD XML) The list of all audio files that require
Character Audio modification.

Character Audio List
Comments

Course Data
Graphic Text

Live Report
Localization Data () Entire Course
Localization Graphics

Learning Path Outline (LPO)

Marketing Requirements Document (MRD)
Marration

MNASBA

Objectives

Production Audio

Skillbrief | Create Report | [ Cancel ]
SME

Text

Track Changes

) limesml Do mime

(%) Selected Course Component

The Select Report window

2. Select the Report that you want to run from the Report Name list.

3. Where applicable, select the Selected Course Component or Entire Course radio button to
determine the basis for the report.

4. Click Create Report.
Synergy runs the report and displays it as an HTML file in an internet browser window.

Creating an Audio Pick-up List
An Audio Pick-up List is a special type of report created for the audio team. It provides a full listing of all
audio files that require modification. Unlike the other reports in Synergy, the Audio Pick-up List is not

generated automatically. First, the user must manually add each audio file that requires editing to the
Pick-up List.

Typically audio pick-ups are required for one of two reasons:

e To fix an audio/text mismatch between the narrative text and the audio file — this type of edit
generally requires a re-record of the audio file.

e Tofix a problem with the audio file itself, such as excessive silence at the beginning or end of the
file, a repeated word, phrase, or sentence during the file, or splitting a file to reflect a split in the
narrative text across a number of fields or pages in Synergy — this type of edit requires the file to
be re-engineered in most cases.

To add an audio pick-up to the Audio Pick-up List, you complete these steps:

1. Navigate to the page on which the audio error occurs.
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2. Select Tools — Audio Pick-up List to open the Audio Pick-up List dialog box.

3. Inthe Files on Page field, select the file or files that you wish to add to the Audio Pick-up List, and
then click the Add button.

Note: As you select each file from the Files on Page field, the text for that file
appears in the Audio Text field and any audio production notes associated with it
appear in the Production Notes field.

4. Check that the files are now listed in the Current Pickup List field.

5. Select each file in turn from the Current Pickup List field, and enter the reason the file needs to be
edited in the Reason for Change field. At a minimum, you should note whether the edit is a re-
recording or a re-engineering edit.

6. Use the Character drop-down list to indicate whether the audio file in question is voiced by the
narrator or a specific character.

7. To save the list, and move to another page, simply click the Hide button.

You can run an Audio Pick-up List Report in the same way that you would run a normal report, by
selecting the relevant option — Audio Pick-up List — from the Reports menu.

Alternatively, you can run an Audio Pick-up List report by clicking the Report button in the Audio Pick-up
List dialog box.

Once a set of Audio Pick-ups have been sent to the audio team for re-recording or re-engineering, it is
important that the Audio Pick-up List is cleared before any further Audio Pick-ups are noted. For example,
if a further review indicates that more edits are required, another Audio Pick-up List may be needed. If
this happens, it is important that previous pick-ups are removed from the list before new ones are added,
so that the audio team does not repeat edits unnecessarily.

To clear the contents of an Audio Pick-up List, you can remove each pick-up one-by-one by selecting it
from the Current Pick-up List field and clicking the Remove button. Or you can remove all pick-ups at
once by clicking the Clear button in the Audio Pick-up List dialog box.

Determining Course Durations
To ensure that the published duration of a course is accurate, you must follow this process:

1. Select the course node in the Outline pane

2. Run Duration Word Count by selecting Tools — Duration — Duration Word Count or pressing
Ctrl+D.

3. Run the audit tool, choosing to audit the entire course.

4. Find any topics that return the “Approximate Topic duration must not be zero or empty” audit
error.
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5. Navigate to those topics and manually enter a duration in the Approximate duration field.

Note: See the Determining Topic Durations section of the Determining CCA
Durations guideline.

6. When a duration value has been entered for every topic, run the Course Duration Information
tool by selecting Tools — Duration — Course Duration Information.

General Information | Team | Properties | Character | Splash

Course ID cust_aS_a04_bs_enus
Course Version 1.0
Published Duration 2.0 | hrs

ID of Course being replaced nfa
Language English - US v

nia

Changes since last revision
The Properties tab

This enters the correct course duration in the Published Duration field at the course level, ensuring it will
be published to SkillPort.

The Duration Word Count option calculates the duration of Instruction topics, by counting the learner-
visible text and estimating how long that text will take to read. This tool does not work for Article or Self-
assessment Exercise topics, because the text in those is stored outside Synergy, or for Exercise and
Simulation topics, because for those topic types the word count is a poor indicator of the time it will take
to complete the topic.

When the Duration Word Count process enters a duration for a topic, that duration is rounded down to
the nearest minute. Over the length of a course, this can lead to discrepancies between the durations
returned by the Duration Word Count and those returned by the Course Duration Information tool.

Example

In a course with three topics, and calculating 160 words are equal to one minute of course time,
the Duration Word Count will calculate as follows:

Topic 1 =850 words — rounded down to 5 minutes
Topic 2 = 750 words — rounded down to 4 minutes
Topic 3 = 1020 words — rounded down to 6 minutes

The Course Duration Information tool will count the values entered at the topic level -5, 4, and 6
minutes — and say the course is 15 minutes long.

If you run the Duration Word Count tool at the course level, it will say the course is 2,620 words

long, which is 16 minutes.
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The value calculated by the Course Duration Information tool is the one recorded in the Course

Data report, and published to SkillPort.

Tracking changes

DA% 4L 7EHM i ubc B wpNHE
Y
M Writing | Graphics
Add: [] Enable try again [ ] Character dislog

audio file:  t10_aud_0036,spx (=] Graphic reference(s):
Character: Marrator

1. Stem

add: Graphic Direction Add:

BarharaBob owns a paint and wallpaper store.
SheHe decided to offer a free on-site decorating
consultation to customers who will commit to buying
their paint and wallpaper att.a;hls| store. BatbaraBob
is:

A text item with tracked changes

When tracking of changes is enabled in a course, any new text that is added to a page appears in blue

font, and any text that is deleted from a page appears in red font with strikethrough formatting.

Note: When Track Changes are enabled, an exclamation icon is displayed with the
course component node in the Outline pane to identify any pages where changes
have occurred.

You can access Track Changes in the following ways:

From the Tools menu

From the Track Changes toolbar

To enable the Track Changes toolbar, you complete this step:

Select View — Toolbars — Track Changes.

The Track Changes toolbar

The Track Changes toolbar appears in the toolbar area. It provides a number of buttons:

Turn on/off tracking — Clicking this button enables or disables the tracking of changes in a course.

Previous Change — Clicking this button allows you to navigate to the previous change in the
course.

Next Change — Clicking this button allows you to navigate to the next change in the course.
Accept Changes — Clicking this button accepts the currently selected changes.

Reject Changes — Clicking this button rejects the currently selected changes.

Writing Tab Manual Writing_Tab_Manual
Last saved by: Fionnuala O'Donnell Date: 30 October 2014 Page 36 of 266



e Hide Track Changes — Clicking this button hides any existing changes in the course.

To access the Track Changes options in the Tools menu, you complete this step:
e Select Tools — Track Changes.
This expands the Track Changes menu, which provides the following options:

e Turn on/off tracking — Selecting this option enables or disables the tracking of changes in a
course.

e Global Accept — Selecting this option accepts all changes in a course.
e Global Reject — Selecting this option rejects all changes in a course.

e Hide Track Changes — Selecting this option hides any existing changes in the course.

To use the shortcut menu to work with Track Changes, you complete these steps:
e Inthe Writing tab for a page, select the text containing tracked changes.

Right-click and choose from the available Track Changes options:
e Accept Changes — This option accepts any changes that are currently highlighted or selected.
e Reject Changes — This option rejects any changes that are currently highlighted or selected.

e Accept All — This option accepts all changes in the text field in which the cursor is currently
positioned.

e Reject All — This option rejects all changes in the text field in which the cursor is currently
positioned.

Using Comments

To add a comment, you complete these steps:

1. Right-click the course component node you want to add your comment to and select Comments.
Alternatively, press Ctrl+E.

2. If the node already contains a comment, click the New button to start a new comment.
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The Comments window

3. Select the comment type from the Type drop-down menu:
a. Select Edit if you want to log an edit or change for the course component or its contents.
b. Select Query if you have a question concerning the course component or its contents.

c. Select Feedback if you have feedback or a suggestion concerning the course component
or its contents.

4. Indicate the intended recipient of the comment by selecting one of the following options from
the Assign To drop-down menu:

d. Select Writer if the comment is intended for the Instructional Writer.
e. Select Designer if the comment is intended for the Visual Designer.
f. Select Editor if the comment is intended for the Instructional Editor.

g. Select SME if the comment if intended for the Subject Matter Expert, Technical Content
Reviewer (TCR), or Business Content Reviewer (BCR).

h. Select SKIL LD if the comment is intended for the Learning Designer.
i. Select QA if the comment is intended for the Quality Assurance reviewer.
j. Select General if the comment if intended for all.
5. Indicate the current development stage by selecting an option from the Phase drop-down menu:
k. Select LPP if the course is currently at Learning Path Plan stage.

I.  Select CDD if the course is currently at Course Design Document stage.
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m. Select Writing if the course is currently at Writing or Scripting stage.

n. Select Editing if the course is currently at Editorial stage.

0. Select SME LSR if the course is currently at SME, TCR, or BCR Lesson Script Review stage.
p. Select LD LSR if the course is currently at LD Lesson Script Review stage.

g. Select Visual Design if the course is currently at Design stage.

r. Select OSR if the course is currently at On Screen Review stage.

Note: If you navigate from a comment that does not have the Type, Assign to, or
Phase specified, you will be asked to supply the missing attribute.

6. Type your comment in the Original Comment text field.
7. Click the Save button.

8. If this is the first comment you have added since opening the course, a message box appears
prompting you to enter your initials. Type your initials in the Please enter your initials text field
and click OK.

9. Click Close to close the Comments dialog box.
A time and date stamp is added to the comment, together with your initials and the development phase.

Once a comment has been added to a course component, a lightbulb icon is displayed with that course
component node in the Outline pane.

To edit an existing comment, complete these steps:
1. Select the course component containing the comment you want to edit.
2. Right-click and select Comments.
3. Click the Edit button.
4. Make your changes to the existing comment.
5. Click Save.

A new time and date stamp is added to the comment indicating that it was edited.

To delete an existing comment, complete these steps:
1. Select the course component containing the comment you want to delete.
2. Right-click and select Comments.

3. Click the Delete button.
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4. A message box appears asking if you are sure you want to delete the comment. Click Yes.

The comment is deleted.

When you add a comment, its status is set to Open by default. To change the status of a comment, simply
select one of the alternative status radio buttons:

e Done - Select Done when a comment has been implemented. You should also insert a reply in
the Your Reply text field of the dialog box.

e Not Done — Select Not Done when you are unable to implement an edit due to a style, guideline,
or tool restriction. You should also insert a reply in the Your Reply text field of the dialog box.

e Reopen - Select Reopen when you need to reopen an edit because it has not been implemented
correctly.

e Closed — Select Closed to indicate that an edit has been reviewed and that it has been
implemented correctly.

The Comments dialog box enables you to step through all of the comments in the course, without having
to open and close the Comments dialog box.

If you have filtering enabled in the Comments dialog box, only comments that adhere to the current filter
rules are displayed. To navigate between these comments, you use the navigation arrows:

e  First — The First button (double arrows) brings you to the first comment on the current page.

e Previous — The Previous button (single arrow) brings you to the previous comment in the course.
If there are no previous comments on the current page, clicking this button brings you to the
previous comment within the course.

e Next —The Next button (single arrow) brings you to the next comment in the page. When you
have viewed all of the comments on the current page, clicking this button brings you to the next
comment within the course.

e Last —The Last button (double arrows) brings you to the last comment on the current page.

When you step forward or back to a new node containing comments that satisfy the designated filter
criteria, the node is highlighted in the course tree.

When you navigate beyond the last node containing comments for the specified scope, a message
displays, indicating that the last node has been found and presenting the option of restarting the
navigation from the beginning of the specified scope.

Note: While the Comments dialog box is open, you can select different nodes in the
Outline pane and the dialog will dynamically update to display comments for the
new node. Manually changing tree nodes in this way resets the filter criteria to find
“ALL” nodes.
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The Comments dialog box provides you with filtering functionality, so that you can specify the types of
comments you want to view. To filter the comments in a course, you complete these steps:

1. Click the Filter button in the Comments dialog box.

2. Inthe dialog box that appears, select the options you want to filter by from the Type, Assign To,
Status, Phase, and User lists. Hold the Ctrl key to select more than one option from a list.

3. Select the scope of the filter from the Scope drop-down menu:
a. Entire Course
b. Current Object
c. Current Object and Children

4. Click OK.

Alternatively, click the Create Report button if you want to produce a report based on the filtering criteria
specified.

A comment report can be run from two areas:
e the Reports menu
e the Comments dialog box
To run a Comments report from the Comments dialog box, you complete these steps:
1. Open the Comments dialog box.
2. Click the Report button.

The report is generated using the filter already assigned. If no filter has been assigned, the report defaults
to choose all attributes, i.e. all comments. The scope of the report is automatically set to the Entire
course.

To run a Comments report from the Reports menu, you complete these steps:
1. Select Reports — Comments.
2. The Filter dialog box is displayed. Select any filtering options you want to apply.

3. Select the scope of the report from the Scope drop-down menu — Entire course, Current course
object, or Current course object and children.

4. Click the Create Report button.

Synergy generates the report. A table at the beginning of the report indicates what filters, if any, were
applied.
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Cleaning up a course
The Clean Up Entire Course tool in Synergy moves any surplus files from the course into a backup area.
This feature enables you to reduce the size of the course.

To run the Clean Up Entire Course tool, you complete these steps:
1. Select Tools — Cleanup — Clean Up Entire Course.

2. A message box appears asking if you want to clean up the files in the source_files directory.
Depending on the development stage that your course is at, select the appropriate option — Yes
or No.

3. Inthe Please select ... dialog box that appears, choose the location for the surplus files and click
the Confirm button to execute the tool.

The Clean Up Entire Course process removes any files not referenced in Synergy. It removes any
extraneous files from the root of the topic, and from the media folders. It doesn't check any other
subfolders below the topic level. For this reason, it is important not to place any surplus files into the
topic folder structure. All surplus files should be stored in the source_files area. This ensures that all
surplus files are removed before release.

When the Cleanup tool has finished moving the files to the selected location you will receive a
confirmation message.

Final publishing a course

Final Publish recreates the Player files that are used when the course is launched via the Drop-In Player. If
changes are made in Synergy and the course is not previewed or final published, the changes are not
reflected in the Player files. Final Publish zips the Player files and stores them in a newly created folder
called publish. Only a Final Publish ensures that all course player files are properly updated.

Running the Final Publish tool
e refreshes the course HTML pages
e changes the case of all topic folders and page IDs to lower case
e creates a ZIP file in the publish folder (this ZIP is used by the installer)
e removes the graphic references and source files folders from the course ZIP files.

Note: Before final publishing a course, you must check that the filenames for
graphics, audio files, HTML files, and all calls or links to those files are in lower
case. The only exception is the CCAPopupStyles.css file, which should remain in
upper case format.

To final publish a course, you complete these steps:
1. Back up and remove any unnecessary files or folders by running the Course Cleanup tool.

2. Select Tools — Final Publish.
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3.

When refreshing the HTML pages, you will be prompted with a message asking you to overwrite
the Resource_home file. This message is to enable custom content to have the option of changing
the resources page. You should click the Use Default button. Standard content is saved to the
default page automatically.

Synergy displays a confirmation message when Final Publish is complete.

Auditing a course
To audit a course in Synergy, you complete these steps:

1. Select Tools — Audit. Alternatively, click the Audit button on the toolbar or press Ctrl+T.

Scope:
Entire Course

Audit Results:
Description

Hide:

Audit:
v | |Aldudts  ~| []Finddouble space errors? [ Localization

Topic Location Level Category

[] Warning [l Emor ] Critical

The Audit window

2. Select the scope of the audit from the Scope drop-down menu — Entire Course, Current Object,
or Current Object and Children.

3. Select the type of audit from the Audit drop-down menu — All Audits, Writing Tab or Graphics
Tab.

4. Select the Find double space errors checkbox if you want to check all text in the course for
double spaces.

5. Select the Localization checkbox if you want to run an audit for Localization purposes.

6. If you want to hide Warnings, Errors, or Critical Audits select the appropriate checkbox in the Hide
section.

7. Click the Audit button.
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Audit X

Scope: Audit:
[Entire Course v ] l All dudits w0 l [[] Find double space errors? ~ [_] Localization
Audit Resulks:
Description Topic Location Level Category
Each Course must have one course overview cust_aS_aD4_,..|cust_aS5_a04_bs_... [Error Course Level Error ~
Course Description must not be blank cust_aS_aD4_...|cust_aS_a04_bs_... Error Course Level Error -
Course goal must not be blank cust_aS_a04_...|cust_a5_a04_bs_... [Error Course Level Error T
Course target audience must not be blank cust_aS_a04_...|cust_aS_a04_bs_... [Error Course Level Error
Course pre-requisites musk not be blank cust_aS_al4_...|cust_aS_a04_bs_... [Error Course Level Error
Course release date can not be blank for a cou... |cust_aS_a04_...|cust_a5_a04_bs_... [Error Course Level Error
Lesson Overview estimated duration must not .., |LO2 LOZ - Lesson Ove, .. [Error Lesson Level Error
Learning Paint title must not be blank. LOZ LP 1: Error Learning Point Error
HTML File (S08) cannot be blank., LOZ P& - HTML Caption  [Warning  [Whiting
all options cannot be marked as correct, LO2 P7 - Multiple Choic... Error Writing
HTML file (S508) cannot be blank. LOZ P3 - HTML Caption  |Warning Writing
Estimated Topic duration must not be blank. Ti0 T10 - How to Kee... |Error Topic Level Error P
Hide: [ ] Warning [ Error [7] critical
[ Audit ] [ Display ] [ Log Audit ] [ Report ] [ Clear ] [ Close ]

The Audit window, listing audit errors

8. Once the audit is completed, the list of audit results is displayed in the Audit Result area.

9. Double-click an individual audit issue line to navigate directly to the page where that error occurs.
Alternatively, select the audit issue line you want to examine, and click the Display button.

10. To sort the audit results, click the column header you want to sort by.
11. To view a report of all audit results in a course, click the Report button.
12. To reset the Audit dialog box, click the Clear button.

13. When you're finished reviewing the audit results, click the Close button to close to dialog box.

Adding Resources
The Resources node in Synergy contains:

e References

e Job/Learning Aids

e Follow-on Activities, and
e Acknowledgements

Adding References

The course references are listed on the References tab, which is located within the Resources tab in
Synergy. These course references are additional sources of information provided to the learners in case
they wish to learn more about the course subject matter. A minimum of two course references must be
included for every Business Skills course and for every IT or Desktop course. Typically these are the two
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main sources used to develop the course. If the additional references are to include books different from
or in addition to the sources, appropriate guidance will be provided by the SkillSoft Planning team.

The main sources are almost always books, which are often accessed during course development via the
Books24x7 website. Only titles that are part of the Books24x7 library should be used as references. It is
preferred that the Reference information provided to the learner is the actual book information itself,
and NOT simply the hyperlink to the Books24x7 site. The hyperlink will not be accessible outside of the
SkillSoft environment; therefore it cannot be used as a valid source.

How to reference different types of information
Depending on the format of the reference material, you need to provide different pieces of information:

e Books - The title, author, publisher, date published, and ISBN should be filled out.

Note: References to books must be part of the Books 24x7 library at the time of
selecting them.

e Magazines or Journals - The article title, author, magazine/journal title, date published, and
pages should be filled out.

e Websites - The URL provided should be one that is considered to be fairly static and not likely to
disappear or be taken down anytime soon. It is preferred that the use of websites as sources is
kept to a minimum.

Inserting References
To insert a reference in Synergy, you complete these steps:

1. Inthe Outline pane, expand the Resource node and then select the References node
2. Click the Add button to open the References Item dialog box

3. Complete the appropriate fields in the Reference Item dialog box
(See How to reference different types of information for details on which fields are appropriate

for each reference format.)

4. Once you have completed the necessary fields, click OK to save the information and close the
Reference Item dialog box

Resource Aids include Job Aids, Learning Aids, and Follow-on Activities. These documents are created
using a Word template and the HB3 tool (the successor to the HTML Blaster). HB3 converts the Word
template into an accessible HTML document, which can then be integrated into a Synergy course.

To integrate a Resource Aid into a Synergy course, you complete these steps:
1. Add the Resource Aid to the Course Resources.

2. Generate the Resources Home Pages.
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3. Link to the Resource Aid from the relevant page or pages in the Synergy course using a standard

hyperlink or a Launch box.

Adding a Resource Aid to the Course Resources
To add a resource aid to the course resources, you complete these steps:

=-[2) cust_a5_a04_bs_enus - New ':0“':: References | JobfLearning Aids | Follow-on Activities | Acknowledgements

#-8 L1 - Daily Five-star Service

[+ 182 - Greeting the Customer in Pers | Title: Author
=i e Service, Service, Service Albrecht, Steven
El References Customers as Partners Bell, Chip
[ JobjLearning Aids The 7 Universal Laws of Customer Yalue: How to Win Customers & Influence Markets  |[Broydrick, Stephen C.
{1 Follow-on Activities Customer Dislogue Daley, Kevin
ﬂ Acknowledgements The Complete Guide to Customer Service Lash, Linda M,
|How to Win Customers and Keep Them For Life LeBoeuf, Michael
|Service Fairness: what it is and why it matters Seiders, Kathleen
IKEeﬂing Customers Swiokla, John 1.

|

IMagazine or Journal

URL Reference

Publisher

I

Date Published

Pages

ISBN

The Resources node

1. Navigate to and expand the Resources node in the Outline pane to display the list of course

resources.
2. Select the appropriate node to suit the type of Resource Aid being integrated.
a. Choose Follow-on Activities for a Follow-on Activity.

b. Choose Job/Learning Aids for a Job Aid or Learning Aid.

Job/Learning Aids @
o af -
Title: Follow-on Activities @
Y o ap -
External Description:
Title:
External Description:
Internal Motes:
Internal Notes:
Aid Type
() Jebaid O Learning Aid
File Mame: File Name:
|

The Follow-on Activities and Job/Learning Aids windows
3. Click the Add button at the bottom of the tabbed page that displays.
4. Complete each field in the dialog box that appears:
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a. Title: Enter the title of the Resource Aid as it appears in the Title field in the Resource Aid
source document. For Job Aids, the text entered here will display on the Job Aid Home
Page as the title of the Job Aid.

b. External description: Enter the exact text from the purpose statement of the Resource
Aid source document. This information is displayed below the title of the Resource Aid on
the Resource Aids Home Page. It serves as “teaser” text for that Resource Aid.

c. Internal description: This is an optional field. The writer may choose to insert a
description of the contents of the Resource Aid here. This information is not published
anywhere; it is strictly for use by the writer.

d. Aid Type: Select the Job Aid or Learning Aid option as appropriate. (This selection is not
provided when adding Follow-on Activities, because the aid type is specified by default.)

e. File Name: Click the Browse button, then navigate to the folder containing the HTML
version of the Resource Aid, select the HTML file, and click Open.
Synergy adds the absolute path to the File Name field.

5. Click OK. Synergy adds the information to the Content Pane of the Job/Learning Aid or Follow-on
Activities tabbed page, and copies the HTML file to the /output/html folder for the course.

6. Manually copy any image files referenced in the Resource Aid to the /output/html folder.

Editing or revising existing Resource Aids

Once a Resource Aid is added to a course, you may use the Edit and Remove buttons to revise
information about existing resource aids, or remove them completely. If this happens, these are some
things to consider:

If you revise any of the information contained in the Content Pane, you will need to regenerate the listing
by selecting Tools — Generate Resources/Transcripts.

If you revise the purpose field in the source document, you will need re-blast the Job Aid and edit the
External Description field for it in Synergy so the information on the Job Aids Home Page and the actual
Job Aid are in sync.

Generating the Resource Aids Home pages
The jobaids.html file is a Home Page or Table of Contents for all of the Job Aids in a course. This file is
generated by Synergy and should never be manually edited. To create this file, you complete these steps:

1. Save the course

2. Select Tools — Generate Resources/Transcripts.

The Acknowledgments tab is found under the Resources element.

To add acknowledgements, simply enter your acknowledgement text in the large blank text field that
displays for this tab.
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After the course is previewed/published, learners access the Acknowledgments tab via the Resources
button in the course player.

Note: To preview acknowledgments in the player, run the Generate Resources
command in the Tools menu before previewing the course. If the Generate
Resources command is not run, acknowledgments do not appear in the previewer.

Adding a Glossary

Note: The procedure for developing a Glossary is outlined in the HB3 Cookbook.

Once you have created a Glossary, and generated the glossary.html file using HB3, you can integrate the
glossary.html file into Synergy by following these steps:

1. Copy the blasted glossary.html file.
2. Using Windows Explorer, navigate to the output\html folder for the course.

3. Paste the glossary.html file into this folder, overwriting the existing glossary.html file. Multiple-
page glossaries contain additional HTML pages and these must be copied over too.

4. In Synergy, select Tools — Generate Resources/Transcripts.

5. Preview the course to ensure the Glossary is displaying correctly.

To access the Glossary in the Player, complete these steps:
1. Launch the course.
2. Select the Show Resource Dialog tab.
3. Select Resources.

4. Click the Glossary hyperlink.

Integrating SkillBriefs
For information on integrating SkillBriefs into Synergy, please refer to the SkillBriefs guideline, available
on the Standards and Guidelines site.

Updating Copyright Information

Copyright information is generated automatically when you generate the course resources. To update the
copyright information, simply re-generate the resources for a course by selecting Tools — Generate
Resources/Transcripts.
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Section 3: Common Tasks in the Writing Tab

Adding Narrative Text

The type of page you are working on determines the field or fields where the narrative text is placed. On
most pages, the narrative text is stored in the Text Item fields. The common fields for storing narrative
text include

e Textltem

e (Caption

e ListIltem

e Associated Text

e Stem

Dialog

To add narrative text, you simply place the cursor in the text field and type your text.

If the template permits extra narrative text fields, in addition to the default fields, a button is provided to
allow you to add extra fields.

Add: [ 1Launch box [ ] Animation

Audio file: t2_aud_0030.we
Character: Marrator

Add: [ Note [ ]Keyboard sequence [] Codefsyntax

Two-factor authentication is used to strengthen the
authentication process. This requires a
comhination of two or three authentication items -
such as using both an ATM card and a PIN - to
authenticate the user|

1. Text item

The Text Item button

For example, to add extra text fields to an Expos page, you complete this step:

e Click the Text Item button to add an additional Text Item field. Once the maximum number of
fields has been added to a page, the Text item button is disabled in the template.

Adding Audio Production Notes
If a page element supports audio, it has an associated View audio information button in the Writing tab.
The audio file name for the page element is displayed with this button.

[ %2 | Audio file: t2_aud_0004.spx

View audio information
s —

YOoUarg seqy

1. Text item

Add: [ Note []

The View Audio Information button
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To add Audio Production notes for a page element, complete these steps:

1. Click the View Audio Information button. This opens the Audio dialog box.

X o afB v -
Audio file |12_aud_D0D4,5px | (=]
Audio production notes
| ~
A

Character  MNarrator

Cancel ] H Close ﬂ [ @ Browse (8 bit) ] [ @ Browse (16 bit) ]

The Audio dialog box

2. Enter text in the Audio file field if you want to change the audio file name.

3. Click the Play button if you want to hear the audio file currently associated with the page
element.

4. Click the Stop button to stop the currently playing audio file.

5. Type notes, such as pronunciation tips and guidance for the Audio team, in the Audio Production
Notes field.

6. If a character should voice the content rather than the Narrator, select the Character name from
the Character drop-down list.

Note: Character names must first be added to the Character tab at the course node
level before they are available for selection from the Character drop-down list. Up
to ten character names can be added to the Character tab. If more characters are
required for use in the course, you should contact the LD associated with the path
for approval.

7. Use the Browse buttons to browse for and select an audio file and import it into the topic.
8. Click Close to save your changes and close the Audio dialog box.
9. Alternatively, click Cancel to discard your changes and close the Audio dialog box.

Note: In video-enabled pages, writers may choose to include Audio Production
Notes in the Video & Graphic Direction field, rather than in the Audio Production
Notes dialog box. This is purely for ease of development, to minimize the number
of fields in which writers must provide similar information, rather than for a
technical reason. Both the Audio Production Notes field and the Video & Graphic
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Direction field are outputted to the Video Report, so content in both fields is
available to the Video Production team.

Specifying Graphic Direction for a Page Element

By default there is a Graphic Direction field associated with the first element on a page, usually a Text
Item.

To enable the Graphic Direction field for other elements on the page, you complete this step:

l. Listitem [« Audio file: t2_aud_1635.spx Character:Narrator

Add associated material: [_| Graphic [ | Code/Syntax

changing business needs that increase the
L4 complexity of services and products and require
fuick responses

The Graphic checkbox

e Select the Graphic checkbox associated with the page element. This associates a Graphic

Direction text field, a Graphic References button, an Alt text checkbox, and a Graphic Text
button if appropriate, with that page element.

l. List item [ <] Audio file: t2_aud_1635,spx Character:Narrator Graphic reference(s):

Add associated material: [/] Graphid [ ] CodefSyntax Graphic Direction Add: [ | Alt text
changing business needs thatincrease the ‘

hd complexity of services and products and require
quick responses

£

The Graphic Direction field, with Graphic reference(s) button and Alt text checkbox

Graphic reference(s):
Graphic Direction Add: [ ] Alt text

Show Cisco Unified Communications system ~
Show IP Phones, PSTN Phones, Computers and
PDAs connected to the CUC system. Also show

icons for voice, video, and data on the connecting
Arrows. o

The Graphic Direction field
To add Graphic Direction for a page element, you complete these steps:

1. Type instructions for the Visual Designer in the Graphic Direction text field.
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@ Graphic References @
Narne =~
w
[ Previous Image ] [ Next Image
Text item Graphic Direction
The Cisco Unified Cammunications (CUC) system 48| -
provides the foun
LCLIC enlution encamnacess wnir and data | b
Alt text Add ta Graphic Direction
~
|
[tz [p3zfei o1

The Graphic References window
2. Add Graphic References, if required, using the Graphic References button.
a. Click the Graphic References button. This opens the Graphic References dialog box.
b. Click the Add button to browse for and add a new Graphic Reference.

c. Use the Previous Image and Next Image buttons to navigate through Graphic References
that have already been added to the page.

d. Type instructions for the Visual Designer in the Graphic Direction text field, and click the
Add to Graphic Direction button to insert your typed text in the Graphic Direction field
on the Writing tab.

Note: When you add Graphic Direction in this way, it will appear in the Graphic
Direction field in the Writing tab, together with the name of the Graphic Reference
it applies to.

e. Click the Hide button to save your changes and close the Graphic References dialog box.
3. Click the Graphic Text button to add a Graphic Text field, where you specify Graphic Text for the
page element.
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Graphic reference(s):
Graphic Direction Add: [ ] Alt text GraphlcText

Required:
TEXT 1: A beginning...
TEXT 2: Start a long-term relationship

Graphic Suggestion:

~-Show a customer buying something and coming
hackto purchase 2 or 3 more items.

~-Then show the page filling up with mare and more

different customers b
Graphic Text

The Graphic Text field

To add alt text for a page element, you complete these steps:
1. Select the Graphic checkbox for the page element, if it is not selected by default.
2. Click the Alt text checkbox to add an Alt text field.
3. Type your alternative text in the Alt text field.

Note: For information on how to write alt text, refer to the Alt Text Guideline.

Specifying Video Direction for a page
Certain page types, such as the Sim Dialog Video Caption, Case Study Sim Dialog Video Caption, Multi
Path RolePlay, and Single Path RolePlay, are video enabled, providing Video has been enabled at course

level. (See Enabling Video in a Course, in Section 2.)

To specify video direction for a video-enabled page, you must first ensure that Video has been activated
on that page. To do this, you simply select the Video checkbox for the page.

This changes the name of the Graphic Direction fields to “Video & Graphic Direction”. It also adds a Video
section to the first Text Item or Caption item on the page. The video section indicates the Platform (such
as desktop), and provides an editable Filename field. It also provides three fields for specific video

direction: Scene, Attire, and Props.
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[ charater diakg

(5] A file: EL7_aud_0000, 5
L-Teed Rem Characker: Manrskor

Add:

Mow, use what yau hawe learned about
communicating gacisions to effeclivaly convey a
dacision foryawr boss

YouTe an admin professional 51 an aeraspace

ciemipany. vour boss, Sam, recenlly miade a decision

1hat 2l direct repants must subrd farmad, B-saskly
stalus reports frorm now on, o Ihal eventing is

gocumented in &0 anganizad streciure.

Sam leavas i up o you to commaunicate the daclsion

1o albiErs = Ibe depdtrier, You decide 10 skatwilkh

Ay, ancd you schadule & mesting wilh her.

Scene
Cdffice scene

The Video & Graphic Direction field

Altire
Ay i professionaly dressed

Muiti Path Rolepln

[(=] araphic reference(s):
Wideo & Graphsc Direction  Add: [ Ak Lext
CM: sy |

Props
hone reguired

To add Video & Graphic Direction for a page element, you complete these steps:

1. Specify Graphic References, Graphic Text, Alt Text, and Graphic Direction in the same way that

you would when adding Graphic Direction to a page

Note: For more information on adding Graphic References, refer to the Specifying

Graphic Direction for a Page Element section

2. Enter notes in the Scene field, specifying what the setting for the video should be.

3. Enter notes in the Attire field, specifying how the actors should be dressed.

4. Enter notes in the Props field, indicating if there are any props that are integral to the instruction

in the video.

Note: For more information on adding Video direction, refer to the Graphic

Direction for Narrated Animation Templates guideline.

Deleting a page element

Correct 4. Option
30%

The Delete this item button

To delete a page element, click the Delete this item button (the trashcan icon) associated with that page

element.

This button is disabled if the minimum number of page elements required for a page is reached.

Formatting Text

Synergy provides four formatting options for text:
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e plain
e talic
e bold
e underline
Synergy also supports two fonts, Helvetica and Courier new

By default, any text that you add in Synergy is formatted in plain Helvetica text.

To apply formatting to text, you complete these steps:
i ub
The Formatting options, Italic, Underline, and Bold
1. Ensure the Formatting toolbar is displayed.

a. If the Formatting toolbar isn’t displayed, select View — Toolbars — Formatting to display
it.

2. Select the text you want to format.

3. Click the appropriate formatting button on the toolbar to apply the format.

To remove formatting from text, you complete these steps:
1. Select the text you want to remove the formatting from.

Note: If you select a piece of text that has formatting applied, the relevant format
button appears in a clicked or depressed state on the Formatting toolbar.

2. Click the appropriate button on the Formatting toolbar to remove the format. For example, if the
selected text is bolded, click the Bold button to remove the bolding.

r Helvetica w
L 4
Helvetica

The Font dropdown options, Helvetica and Courier New
To change the font used for text:

1. Ensure the Formatting toolbar is displayed.
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a. If the Formatting toolbar isn’t displayed, select View — Toolbars — Formatting to display
it.

2. Select the text you want to use a different font.
3. Click the font you want to use in the dropdown list.

Note: the Formatting toolbar also includes buttons for centering text and adding bullet
points. These buttons are only enabled in Business Challenge content, in the Discovery Zone
Explore Text or Styled Text child pages.

Inserting Symbols in a Text Field

Certain content types, such as Six Sigma content, require you to include mathematical symbols in the
narrative text. To facilitate this, Synergy includes the Sigma toolbar, which allows you to add the most
common mathematical symbols used.

2 o ap V-

The Sigma toolbar

You can add the following symbols using this toolbar:
e n-ary summation operator (3)
e Greek lowercase sigma (o)
e Greek lowercase alpha (a)
o Greek lowercase beta (B)
e square root (V)

e en-dash (-)

To add a symbol to narrative text, you complete these steps:

1. Ensure the Sigma toolbar is displayed. If the Sigma toolbar is not displayed, select View —Toolbars
— Sigma to display it.

2. Position the cursor where you want the symbol to be added in the text field.

3. Click the appropriate symbol button on the toolbar to insert the Symbol.

Inserting a Launch Box in a Page
A Launch box is a template feature that contains a link to a supplementary HTML page. The Launch box
feature provides developers with the flexibility to add a Launch box to these types of pages:

e Expos
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e List

e Explore List

e Explore Graphic
e Explore Code

e Summary

e Summary Layout2

You can use a Launch box in the Business Skills content domain to add a
e Job Aid
e Learning Aid

e Follow-on Activity

You can use a Launch box in the IT content domain to add a
e Job Aid
e Learning Aid
e Launch Window
e Code Window

For nonbuilding pages, the Launch box displays at the same time as the content on the page. For building
pages, the Launch box displays at the same time as the content in the final field in the template. This
means you cannot display a Launch box between fields in a template/rows on a page.

Note: If you add a Launch box to an Expos page, you can't include a Note or a
Keyboard Sequence with the final Text item on the page. If you add a Launch box
to a List page, you can't include a note or a keyboard sequence with the Text

To add a Launch box to a page, you complete these steps:

1. Select the Launch box checkbox. The Launch box text fields (the Launch box title and Launch box
prompt) appear at the end of the template.

Launch box title

Launch box prompt
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The Launch box fields

2. Complete the Launch box title and Launch box prompt text fields.

3. Select the text that you want to hyperlink in the Launch box prompt text field.

(& @ b 5

[Create a Hyperlink |

The Create a hyperlink button

4. Click the Create a hyperlink button in the Tools toolbar.

Note: A maximum of one hyperlink is permitted per Launch box.

Choose hyperlink target @

Selected target |

[=/-Resources
—-0Other resources
gxtresources\resources.css
- Follow-on Activities
~-Job Aids
- Learning Aids

| Externalfile... |[ Cancel || ok |

The Choose hyperlink target dialog box

5. Select the resource (Follow-on Activity, Job Aid, or Learning Aid) that you want to link to and click
OK.

Note: Resources must first be added to the Resources node in Synergy, before they
are displayed in the Choose hyperlink target dialog box.

6. Alternatively, click the External File button and browse to and select an external HTML file to
import. This alternative method is used to import Launch windows or Code windows. The
imported HTML file is copied into the misc folder for the topic.

For information on creating the content for Resource Aids (Job Aids, Learning Aids, and Follow-on
Activities), and Launch Windows and Code Windows, refer to the HB3 Cookbook, and the individual
Resource Aids guidelines.

The Launch box title field identifies the HTML supplement the Launch box is being linked to. If linking to a
Resource Aid, you title the Launch Box according to the type of the Resource Aid, i.e. the title for Job Aid is
Job Aid, Learning Aid for a Learning Aid and Follow-on Activity for a Follow-on Activity.
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Note: Follow-on Activities are added only to Launch Boxes on the last page of a
Summary Learning Point.

The prompt for a Resource Aid (Job Aid, Learning Aid, or Follow-on Activity) should follow the format

<Verb> the <resource_aid_type> <Resource_Aid_Title> to <purpose>

where you replace

<Verb> with an inclusive verb such as Select, Use, Access, etc. Capitalize the verb.
<resource_aid_type> with the type of Resource Aid styled in sentence case.
<Resource_Aid_Title> with the title of the Resource Aid styled in Title case.
<purpose> with a succinct statement of the purpose of the Resource Aid.

The <Resource_Aid_Title> should exactly match the title as it appears in the Resource Aid, on the
appropriate Resources tabbed page, and on the appropriate Resource Aid Home Page.

The <purpose> may be the same as the Purpose and Abstract statements in the Resource Aid. However, if
the Resource Aid’s purpose statement is long, it is permissible to substitute a more concise version
instead.

Example: Job Aid

Select the job aid Stakeholder Questionnaire to review the questions you should ask to learn
useful information about project stakeholders.

Note: Prompts should never exceed a single sentence.

Inserting an Animation in a Page
The following templates support prompted or instructional conceptual animations:

e Expos
e List
All templates support visual effect animations.

To add a prompted animation to a page, you complete these steps:

Add:[ Text item J[ Hotspot/label ]|:|Launch box [v] Animation

Audio file: t2_aud_0047.we

1. Text item
Character: Narrator

Add: [ | MNote [ ]| Keyboard sequence [] Codefsynta:
Crattar nrnnanatinn ie raalle a farm of dirartoswava
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The Animation checkbox

Note: When you add a prompted animation to an Expos page, it displays with the
final Text item on that page. If you add a prompted animation to a nonbuilding
List, it displays with the entire list. In a building List, the prompted animation
displays with the final list item on that page.

1. Select the Animation checkbox. The Animation text fields — Animation prompt and Hotspot/label

— appear at the end of the template.

Animation Prompt
Click Pylon Ato see scatter propagation.

The Animation Prompt field

2.

5.

Complete the Animation prompt and Hotspot/label text fields.

If there are multiple parts to the animation, requiring multiple triggers, add additional
Hotspot/label text fields (one per trigger) by clicking the Hotspot/label button.

If the label should be published for the animation trigger, ensure the Publish label checkbox is
selected. Otherwise, clear this checkbox.

Select the Graphic checkbox for that page element

Graphic Direction Add: [+ 4l text

Create an animation based on the alt text provided. ;I

]

Alk text

In the accompanying refraction process animation, ;I
a transmitted wave is bent in multiple directions by
the earth's atmosphere.

=l

The Graphic Direction and Alt text fields

6. Select the Alt text checkbox associated with the Graphic Direction

7. Type the alt text in the Alt text field

Note: All prompted animations must include alt text if the course is to be 508

compliant.

8. Add Graphic Direction explaining to the designer to create the animation based on the

description provided in the Alt text field

For information on animation types in Synergy, refer to the Animations guideline.
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The prompt for a prompted animation should follow this format:

Click <labeled graphic> to see <concept>

The Hotspot/label field must always be completed. It should consist of an appropriate label for the
animation or animation trigger. It should take an initial capital letter should have no end punctuation.

Including Character Dialog in a Page
To indicate that a page includes character dialog, you complete these steps:

Add: | Hotspot/label [Jtaunch box [¥] Character dialog

Audio file: t2_aud_00S1.we

1. Text item
Character: MNarrator

The Character dialog checkbox

1. Select the Character dialog checkbox for the page.

Text Audio file:t2_aud_0052.we Character:Narrator

"High-per asssakieakolned me to identify
Y dio inf t
flaws in OIS Ormfa L lized that standing

The View audio information button

2. Open the audio production notes dialog box for the page element containing character dialog by
clicking the View audio information button.

2 0 ap Vv -
Audio file “tz_aud_UDSZ.we E] E]

Audio production notes

|

Character \ MNarrator

Marrator ~

:][ Close J[ Browse J

Gene
onald
Rex r
Marsha €
Ceciledited

i orothy v

The Audio dialog box

3. Select the character’s name from the Character drop-down list.

Writing Tab Manual Writing_Tab_Manual
Last saved by: Fionnuala O'Donnell Date: 30 October 2014 Page 61 of 266



Note: Character names must first be added to the Character tab at the course node
level before they become available for selection from the Character drop-down list.
Up to ten character names can be added to the Character tab. If more characters
are required for use in the course, you should contact the LD associated with the
path for approval.

4. Complete the Audio Production notes field if necessary.

5. Click Close.

Text Awdio file:t2_aud_0052.we Character:Imogene
"High-performance coaching helped me to identify

The audio file information

6. Add alt text if necessary to indicate mood or tone of voice.

This signals that one or more audioed fields contain spoken character dialog. In other words, it’s used to
indicate that one or more characters on a page are using direct, or quoted, speech.

Note: The Character dialog checkbox is not used if all characters on a page are
using indirect, or reported speech, or if the direct speech is in a non-audioed field —
for example an option field in a practice template.

Selecting the Character dialog checkbox sets a flag in Synergy that indicates that all the voiced content on
the page should be included in the Character Audio report. The Character Audio report is used by the
character actors to record the content voiced by characters in the course. The Production Audio report is
used by the narrator to voice the remaining content.

Including a Note with a Page Element
To include a note with a page element, complete these steps:

1. Select the Note checkbox.

(%] Audio file: t2_sud_0042.we
Character: Marrator

Add: [V]Note | Keyboard sequence Graphie [[] CodefSyntax
Project procurement management is generally

discussed from the perspective ofthe buyer rather
than the seller.

1. Text item

Note _
~
v|
The Note text field
2. Type the note text in the Note text field.
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Note: Selecting the Note checkbox disables the Keyboard Sequence checkbox,
because it is not permissible to include both a note and a keyboard sequence with
a single page element.

Including a Keyboard Sequence with a Page Element
Keyboard sequences, also known as keyboard alternatives, are features that contain the keystrokes for
performing a step in a GUI application.

To include a keyboard sequence with a page element, complete these steps:

1. Select the Keyboard sequence checkbox.

l.Step[ Correct action ][ Correct Drag & Drop action ][ Input Field ]
Add:  []Keyboard sequence [V] Graphic [[] Code/Syntax

SelectFile - Save

Keyboard sequence 7
The keyhoard alternative is press Ctri+S. A

%

The Keyboard sequence field

2. Type the keyboard sequence text in the Keyboard sequence text field.

Note: Selecting the Keyboard sequence checkbox disables the Note checkbox,
because it is not permissible to include both a note and a keyboard sequence with
a single page element.

Only one Keyboard Sequence box at a time is visible in a course page. You cannot build information in a
Keyboard Sequence box like you can with the main narrative in the Text container.

e Inan Expos, the Keyboard Sequence box displays only for the Text item it’s associated with.

e In a building List, the Keyboard Sequence box displays only for the Text item. In a nonbuilding List,
the Keyboard Sequence box displays with the entire list.

e Inan Explore Graphic, the Keyboard Sequence box displays with the Text item.

e Andin HTML Simulations, Try Its, and SkillChecks, the Keyboard Sequence displays at the same
time as each Step.
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Section 4: How the Writing Tab and Graphics Tab Connect

Viewing Writing Tab Content in the Graphics Tab
In the Writing tab, you enter important information for the designer:

e Narrative text — This is the text that will appear on screen and accompany the design. Visual
Designers should always read this text before designing the page, so they know what the design
should illustrate.

e Graphic Direction — You provide 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 — You may specify graphic text in the Graphic Text field. There are three types of
graphic text:

0 "plain" graphic text that overlays the graphic background

0 hotspot text, which is graphic text that then becomes clickable on an Explore Graphic
page

0 text embedded in visuals such as charts, graphs, etc.

e Alt text — Alternative text is text that describes the on-screen graphics for screenreader users. If
you provide alternative text, the Visual Designer must ensure that the 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.

e Scene — This is information about the setting or background for a video.
e Attire — This is information about the clothing that actors should wear in a video.

e Props — This is information about any props or equipment that is required in a video.
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Accessing Information from the Writing Tab in the Graphics Tab
| | | | | |

Two-factor authentication is used to strengthen

the authentication process. This requires a -
combination of two or three authentication items

- such as using both an ATM card and a PIN - to
authenticate the user.

E] Graphic Direction

Text Ttem v
Graphic References Graphic Direction
Show an ATM card and an ATM machine.

Alt text

The Graphics tab, with Graphic Direction window
Complete the following steps:
1. Click the Graphics tab to open the Graphics tabbed page

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

3. 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.

4. To view the Graphic References, Graphic Direction, Alt text, and Graphic Text for each page
element, select the elements in turn from the Page element drop-down list in the Graphic
Direction window.

Assigning Static and Draggable screen layouts
The Draggable checkbox enables you to determine whether the page is static or draggable.
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Wiriting | Graphics [ oraggable

File Edit View Favorites Tools Help
To view the rollover, you must preview the page.
The off state of the button is visible initially.

Welcome

Wwelcome to the Northglenn Fitness Club in Morthglenn, 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

e omaramaatira Aasth clhranie dicaaca amAd die s

PRRT Ty

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.

| Writing| Graphics‘ [¥] Draggable | Standard &

File Edit View Favorites Tools Help |I

NORTHGLENN

= -« o« fitnessclul

The off state of the button is visible initially.

To view the rollover, you must preview the page. j

‘Welcome T

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

The personal life and self-care choices you make can greatly affect your hea
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
I bl 11 Fimd + o

v Anath

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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Writing Graphicsi [] Draggable | Standard v |

Writing Tab with Draggable checkbox selected

Applying Draggable format to a page
Complete the following step:

e Select the Draggable checkbox.

Note: The designer shouldn't change a static page to draggable without first

Add: | Textitem Hotspotflabel  [[]Launch box [] Animation  [] Character dialog Expos Templ
l.T e @ 2$::£::r ' ﬁa_r::;:lo_rﬂmzwe Graphic reference{s):
' ic Direction Add: [ ] Al text
Add: [ ] Note []Keyboard sequence Sraphie [ CodefSyntax nhptic Diceetion s || oK
: : 001 - initial state ~
Ta view the rallover, you must preview the page.
The off state of the button is visible initially. b
2_ — ) zﬁg:::r . ﬁa_:::; 0033.we Graphic reference(s):
Add: [ ] Note [ |Keyboard sequence [v]Graphic [ | CodefSyntax Fraphlc e o W
When you roll over the button, the rollover state 002 -~ rollover state &
image is displayed. b

consulting the writer or the Learning Designer.

Re-applying Static format to a page

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 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.
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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.

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.

Writing | Graphics [] Draggable v

To compare the financial data of different

companies, you should look at each company's
nawnnt ratin ROF nwar a numhear nfuaarae and

The Width drop-down list, with the Standard option selected
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Section 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 Writing 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 are all
carried out in that template as described in Section 3 of this document.

For information on how to complete common writing tasks, please refer to Section 3: Common Tasks in

the writing tab. The tasks covered in Section 3 are as follows:

e adding narrative text

e adding Audio Production Notes

e specifying graphic direction for a page element

e specifying video direction for a page element

e adding alt text for a page element

e deleting a page element

e setting a page to draggable or static

e changing the width settings of the narrative text

e formatting text

e inserting symbols in a text field

e inserting a launch box in a page

e inserting an animation in a page

e including character dialog in a page

e including a note with a page element

e including a keyboard sequence with a page element
For information on stylistic issues, please refer to the House Style Guide.

For detailed information on working with the Code Editor functionality available in specific templates,
refer to Section 6.
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Expos

Overview

The Cisco Unified Communications (CUC)
system provides the foundation for converged
networks. The CUC solution encompasses
voice, video, and data traffic within a single
netwark infrastructure. CUC equipment can
manage voice, video, and data traffic and
interface with all standards-based network
protocols in each netwark class.

Cisco Unified
Communications Systems

Developed Expos page in the Player

The Expos is part of the Expository instructional strategy. It allows you to present text and graphics on
screen in a non-interactive manner.

Building a basic Expos page
When you create a new Expos page it contains a single Text item, with associated audio file, and a
Graphic Direction field. The text is set to display on the left of the page, in a standard, non-draggable

container.
Writing Graphicsl [] Draggable W
Add: | Textitem | Hotspot/label [ Launchbox [] Animation [ | Character dialog Expos Templ
1. Text item (=] Audio file: t2_aud_0000.spx (2] Graphic reference(s):

Character: Marrator
Graphic Directi Add: Alt text
Add: [ Mote [ |Keyboardsequence  ©rophic [ Code/Syntax rapiiic Birection 0
Show Cisco Unified Communications system -~

The Cisco Unified Communications {CUC) system B
R . { ) 8% Show IP Phones, PSTN Phones, Computers and
provides the foundation for converged networks.
. R ) PDAs connected to the CUC system. Alsa show
The CUC solution encompasses voice, video, and I ) A )
o ) ) icons for voice, video, and data on the connecting
data traffic within a single netwark infrastructure.
. ) ) arrows. v
CUC equipment can manage voice, video, and data
traffic and interface with all standards-hased
network protocols in each network class.

Expos Writing Tab in Synergy

To build an Expos page, you complete these steps:

1. Specify whether the page is static or draggable.
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2. Add the required number of Text items to the page.

Note: The page contains one Text item by default, and can include a maximum of
three.

3. Type the narrative text for each Text item in the Text item text fields.

4. Complete the Graphic Direction, Graphic References, and Alt text fields for each Text item as

required.
5. Supply audio production notes as required for each Text item.
6. Preview the page to ensure that it doesn't contain any text overruns.

7. Save the course.

You can change the default Expos page setup by
e adding notes to Text items
e adding keyboard sequences to Text items
e associating code or syntax with Text items
e changing the width of the text container
e adding a launch box
e adding an animation

e including character dialog

The Expos template can be used to display or present pieces of code or syntax.

Note: Refer to Section 6 for information on how to use the Code/Text Editor’s
formatting and highlighting features.

You can associate the following with a Text item in an Expos page:
e code
e syntax
e code and syntax

Associating a piece of code with a Text item
To display a piece of code with a Text item in an Expos page, you complete these steps:

1. Select the Code/Syntax checkbox for the Text item you want to display the code with.
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2. Click the Edit Code/Syntax button to open the Code/Text Editor.

3. The Code checkbox should be selected by default in the relevant Text Item tab in the Code/Text
Editor. If not, you should select it.

Note: The maximum number of characters permitted in a code line is 65. The
maximum number of lines of code to be written at any one time is 28. This is based
on the assumption that the font size is set to 12pt.

4. Enter the code you want to display in the Code pane for the relevant Text item.
5. Click the Save button to save your changes and close the Code/Text Editor.

Associate a piece of syntax with a Text item
To associate syntax with a Text item, you complete these steps:

1. Select the Code/Syntax checkbox for the Text item you want to display the syntax with.
2. Click the Edit Code/Syntax button to open the Code/Text Editor.

3. Browse to the relevant Text Item tab (for example, Text Item [1] if you want to display the syntax
with the first Text item).

4. Click the Add Syntax button.
5. Enter your syntax in the Syntax pane.
6. Determine whether or not you want to display code as well as syntax with that Text item.

a. If you want to display both code and syntax simultaneously with the Text item, ensure
the Code checkbox is selected and enter your code in the Code pane.

b. If you want to display syntax only, clear the Code checkbox to disable the Code pane.
7. Click the Save button.

Working with Multiple Text Items and Code or Syntax
To associate code or syntax with multiple Text items on an Expos page, you complete these steps:

1. Select the Code/Syntax checkbox associated with each Text item you want to add code or syntax
to.

2. Click the Edit Code/Syntax button to open the Code/Text Editor.

3. Within the Code/Text Editor, a Text Item tabbed page will have been created for each Text item
with a selected Code/Syntax checkbox.

Example

If you select the Code/Syntax checkbox for Text Item 1 and Text Item 2 in the Writing tab, the
Code/Text should contain two tabbed pages labeled Text item [1] and Text item [2].
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4. To associate the same piece of code with both Text items, simply copy and paste the code from
the Code pane in the first Text item tabbed page to the Code pane in the second Text item tabbed

page.

5. To associate different pieces of code with Text items in an Expos page, insert a different piece of
code into the Code pane for each Text Item tabbed page.

6. To build the code from one Text item to the next, select the Code grow checkbox in the second
Text item tabbed page. This ensures the code from the first Text item persists on screen when the
second Text item is displayed, and any code added to the second Text item is appended to it in
the Graphics area.

7. To associate syntax with multiple Text items, you simply add the syntax as required to each Text
Iltem tabbed page. It is not possible to grow syntax from one Text item to the next.

8. Click the Save button.
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List

Overview

Soft Player - Windows Internet Explorer

| http://127.0.0.1:9090/synergy/Content/scp/ CCABPage. htm?CBTLALUNCH=m_mwda_a08_it_srus_T11P85va1

"

Network connectivity problems are often caused
by name resalution problems, which in turn may
be caused by

afailed DNS server

afailed network connection to the DNS
server

a missing hostname in the DNS database

a host name associated with an incorrect IP
address, ar

incorrect DNS server configuration on the
client

Developed List page in the Player

The List is part of the Expository instructional strategy. It allows you to present text and graphics on
screen in a non-interactive manner. The items in the list can appear all at once, or build gradually,
accompanied by graphic changes.

Building a basic List page

When you create a new List page it contains a single Text item, with associated audio file, and a Graphic
Direction field, as well as two List items, each of which has an associated audio file. The list is set to build
by default. The text is set to display on the left of the page, in a standard, non-draggable container.
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Writing Graphicsl ¥ Draggable |Standard vl
add:  Listitem | Hotspatlabel ||_ Launch baze [~ Animation [~ Character dialog

[~ Buildlist & Buleted " Mumbered

LE I Audio File: £11_aud_0176.5px ° ] I Graphic referencels):
Character: Marrator
add: [T Moke [~ Kevboard sequence [ Graphic [ CodefSynka

1. Text item
Graphic Direction &dd: [ Alk bext

Metwark connectivity problems are often caused by EE;SE Sy &) Bl AL I Y CeilISEi & :I
name resolution problems, which in turn may be Server Ll
caused by

ﬁ' 1. List item

add associaked material: [ Graphic [T Code/Synbax
3 failed DMS server
w

ﬁ' 2. List item

add associaked material: [ Graphic [T Code/Synbax
& 3 failed network connection to the DS server
w

ﬁ' 3. List item

add associaked material: [ Graphic [T Code/Synbax
A o missing host name inthe DS database
-

ﬁ' 4. List item

add associaked material: [ Graphic [T Code/Synbax

. 3 host name associated with an incorrect IP
¥ address, o

ﬁ' 5. List item

add associaked material: [ Graphic [T Code/Synbax
A jncorrect DS server configuration on the client

List Writing Tab in Synergy

To build a List page, you complete these steps:
1. Specify whether the page is static or draggable.

2. Specify whether or not the list should build. If the list should build, the Build list checkbox should
be selected. Otherwise, this checkbox should be cleared.

3. Specify the type of formatting to be used for the list by selecting either the Bulleted or Numbered
radio button.

4. Add the required number of List items to the page.
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9.

Note: The page contains two List items by default, and can include a maximum of
nine.

Type the narrative text for the introductory Text item in the Text item text field.
Type the narrative text for the list items in the List item text fields.

Complete the Graphic Direction, Graphic References, and Alt text fields for the Text item as
required.

If the list builds, complete Graphic Direction, Graphic References, and Alt text fields for each List
item as required.

Add audio production notes for the Text item as required.

10. If the list builds, add audio production notes for each List item as required.

11. Preview the page to ensure that it doesn't contain any text overruns.

12. Save the course.

You can change the default List page setup by

adding a note to the introductory Text item
adding a keyboard sequence to the introductory Text item

associating code or syntax with the introductory Text item, or with the individual List items in a
building List page

changing the width of the text containers
adding a launch box
adding an animation

including character dialog

The List template can be used to display or present pieces of code or syntax.

Note: Refer to Section 6 for information on how to use the Code/Text Editor’s
formatting and highlighting features.

You can associate the following with a Text item in a List page, or with a List item if the page builds:

code
syntax

code and syntax
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Associating code or syntax with a static list
To display a piece of code or syntax with a static list, you add the code or syntax to the Text item in the
List page:

1. Select the Code/Syntax checkbox for the Text item.
2. Click the Edit Code/Syntax button to open the Code/Text Editor.
3. If you want to add code:

a. The Code checkbox should be selected by default in the Text Item tab in the Code/Text
Editor. If not, you should select it.

Note: The maximum number of characters permitted in a code line is 65. The
maximum number of lines of code to be written at any one time is 28. This is based
on the assumption that the font size is set to 12pt.

b. Enter the code you want to display in the Code pane for the relevant Text item or List
item.

4. If you want to add syntax:
a. Click the Add Syntax button.
b. Enter your syntax in the Syntax pane.
c. Determine whether or not you want to display code as well as syntax with that Text item.

d. If you want to display both code and syntax simultaneously with the Text item, ensure
the Code checkbox is selected and enter your code in the Code pane.

e. If you want to display syntax only, clear the Code checkbox to disable to Code pane.
5. Click the Save button to save your changes and close the Code/Text Editor.

Associating code or syntax with a Build list
To associate code or syntax with the introductory Text item, or individual list items in a building list, you
complete these steps:

1. Select the Code/Syntax checkbox associated with the introductory Text item and each List item
you want to add code or syntax to.

2. Click the Edit Code/Syntax button to open the Code/Text Editor. Within the Code/Text Editor, a
Text Item tabbed page will be created, as well as a List Iltem tabbed page for each List item with a
selected Code/Syntax checkbox.

3. To associate the same piece of code with multiple items, simply copy and paste the code from the
Code pane in the first Text item or List Item tabbed page to the Code pane in the next List Item
tabbed page.
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4. To associate different pieces of code with the Text item and List items in a build List page, insert a
different piece of code into the Code pane for the Text item and each List Item tabbed page.

5. To build the code from one List item to the next, select the Code grow checkbox in the second
List Item tabbed page. This ensures the code from the first List item remains on screen when the
second List item is displayed, and any code added to the second List item is appended to it in the
Graphics area. Repeat this as necessary for subsequent List items.

6. To associate syntax with multiple List items, you simply add the syntax to each List ltem tabbed
page as required. It isn't possible to grow syntax from one List item to the next.

7. Click the Save button.
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Explore List

The CUC Layers Chart comprises four standard
layers of the CUC voice infrastructure model:

® infrastructure layer
® call-processing layer
® applications layer

® endpoint layer

Click each layer of the CUC voice infrastructure
maodel to learn more about it.

iA \

Developed Explore List page in the Player

Distributed

M anageable

29 O&

Communications Software-based

Video it phones IP phone
Applications g g g
: . Contact
Yoice mail Presence e

Call processing

: |

Directory

Cisco Unified Communications Manager Products el

Infrastructure

w0

Gateway Router Switch

Adaptive

Open

An Explore List is an interactive radial navigation template that presents learners with a logical grouping

of related Text items they can choose to interact with to access associated material. When the learner

clicks each list item, the associated material is displayed. The associated material may take one of these

forms:
e textonly
e textand a graphic
e text and an animation
e graphiconly

e animation only, or

e any of the above accompanied by the highlighting of code/syntax

When you create a new Explore List page, it contains a single Text item, with associated audio file, and a

Graphic Direction field, as well as two List items, each of which has an associated Text field by default.

The page also contains a Prompt field. The text is set to display on the left of the page, in a standard, non-

draggable container.
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Add: [ Launch box () Bulleted () Numbered [ | Character dialog Explore List T

1. Test e (#] Audio file: t2_aud_0178.spx Graphic reference(s):
Character: Nartator Graphic Direction Add: [v] Alt text
add: [T] CodejSyntax > ' :
i - ~
The CUC Layers Chart comprises four standard T T S i
layers ofthe CUC vaice infrastructure model: 2
Alt text

The infrastructure layer is atthe bottom. Above the A
infrastructure layer is the call processing layer,

which consists of CUC Manager products and a
directory server. The applications layer is above the

call processing layer and it consists of applications
such as voice mail, presence and contact center.

The endpoints layer is atthe top and it consists of
endpoint devices such as video devices, a
communications client, software-based phones,

and IP phone. v
l' List item Text Audio file:t2_aud_0179.spx Character:Narrator
Add associated material: [v] Text ["] Graphic The infrastructure layer lays the foundation for
infrastructure layer network components. It consists of routers, switches,

and voice gateways, and it carries data hetween all
the network devices and applications.

2‘ List item Text ] Audio file:t2_aud_0180.spx Character:Narrator
Add associated material: [v] Text [ ] Graphic The call-processing layer maintains Private Branch

[&]call-processing layer Exchange (PBX)-like functions, such as call signaling

hd] and phone registration. Call processing is physically

independent from the infrastructure; therefore a CUC
Manager in San Jose can process call control for a
hearer channel in Chicago.

Explore List Writing Tab in Synergy

To build an Explore List page, you complete these steps:
1. Specify whether the page is static or draggable.

2. Specify the type of formatting to be used for the list by selecting either the Bulleted or Numbered
radio button.

3. Add the required number of List items to the page.

Note: The page contains two List items by default, and can include a maximum of
nine.

4. Once a List item has been added, you can change its position in the List by using the Up and
Down buttons associated with the List item.

5. Type the narrative text for the introductory Text item in the Text item text field.
6. Type the narrative text for the list items in the List item text fields.
7. Type the prompt wording in the Prompt text field.

8. Specify associated text, graphics, or animations as required for the List items.
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9. To create a text associated material, you select the Text checkbox and complete the Text field.

10. To specify associated graphic material, you select the Graphic checkbox (this adds a Graphic
Reference(s) button, a Graphic Direction field, and an Alt text checkbox) and complete the
Graphic information by

a. specifying graphic directions in the Graphic Direction text field
b. specifying screen grabs using the Graphic References feature (if appropriate), and
c. specifying alternative text in the Alt text field (if appropriate).

11. To specify associated animation material, you select the Graphic checkbox (this adds a Graphic
Reference(s) button, a Graphic Direction field, and an Alt text checkbox) and complete the
Animation information by

a. specifying animation directions in the Graphic Direction text field (be sure to state clearly
that you want an animation)

b. specifying screen grabs using the Graphic References feature (if appropriate), and
c. specifying alternative text in the Alt text field (mandatory).
12. Add audio production notes as required for the Text item.

13. If the list items include associated text, add audio production notes as required for each piece of
associated text.

14. Preview the page to ensure that it doesn't contain any text overruns.

15. Save the course.

You can change the default Explore List page setup by
e associating code or syntax with the introductory Text item
e setting a highlight to trigger on a piece of code or syntax when an associated List item is clicked
e changing the width of the text containers
e adding a launch box
e including character dialog

Associating code or syntax with an Explore List
To associate code or syntax with an Explore List, you complete these steps:

1. Select the Code/Syntax checkbox associated with the introductory Text item.

2. Click the Edit Code/Syntax button to open the Code/Text Editor. A Text Item tabbed page will be
created within the Code/Text Editor.
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3. To add code

a. The Code checkbox should be selected by default in the Text Item tab in the Code/Text
Editor. If not, you should select it.

b. Enter the code you want to display in the Code pane for the relevant Text item or List
item.

Note: The maximum number of characters permitted in a code line is 65. The
maximum number of lines of code to be written at any one time is 28. This is based
on the assumption that the font size is set to 12pt.

4, To add syntax
a. Click the Add Syntax button.
b. Enter your syntax in the Syntax pane.
c. Determine whether or not you want to display code as well as syntax with that Text item.

i. If youwant to display both code and syntax simultaneously with the Text item,
ensure the Code checkbox is selected and enter your code in the Code pane.

ii. If you want to display syntax only, clear the Code checkbox to disable to Code
pane.

5. Click the Save button to save your changes and close the Code/Text Editor.

Setting a code or syntax highlight to trigger when an associated list item is clicked
To set a highlight on a piece of code or syntax to trigger when an associated list item is clicked, you
complete these steps:

1. Associate code or syntax with the Explore List page.

2. Select the code or syntax that you want to highlight.

3. Select the associated List item from the Trigger drop-down list.
4. Repeat for each List item.

5. Click Save.

Writing Tab Manual Writing_Tab_Manual
Last saved by: Fionnuala O'Donnell Date: 30 October 2014 Page 82 of 266



Explore Graphic

In a single frame, the time slots are numbered 1
through 32. Multifame time slots are configured
| inthese ways.

Click each time slot for more information on the
wayitis configured.

@ DS0 = Bdkbps
Time slot 1 carries only framing information. - ) ,
Time slots 2-16 and 18-32 contain the voice conversations.

|pso1 |pso2 [pso3 | .. [pso1e 0s018 ] . [Dso31 [pso3z |
o

|

Time slot 1 contains
framing information.

Time slot 17contains the
out-of-band
signaling information.

g

Developed Explore Graphic page in the Player

An Explore Graphic is an interactive radial navigation template that presents learners with a logical
grouping of related graphical elements that they can choose to interact with to access associated
material. The interactive graphical components can be parts of a single graphic, such as an application
interface, or a collection of individual graphics, such as a conceptual image. When the learner clicks each
interactive graphical component, which can be in the form of a hotspot or a label, the associated material
is displayed. The associated material may take one of these forms:

e text

e graphic

e animation
e code

e syntax, or

e acombination of any of the above

When you create a new Explore Graphic page, it contains a single Text item, with associated audio file,
and a Graphic Direction field, as well as two Hotspot/label fields, each of which has an associated Text
field by default. The page also contains a Prompt field. The text is set to display on the left of the page, in
a standard, non-draggable container.
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Add: Hotspot{label

[[JLaunch box [] Character dialog

Explore Graphic Temp!

[®Z] Audio file: t25_aud_0016.5px
Character: Narrator

Add: [ ] Keyboard sequence

In a single frame, the time slots are numbered 1

through 32. Multiframe time slots are configured in

these ways.

1. Text item

[[] CodefSyntax

Graphic reference(s):

Graphic Direction Add: [ | Alt text

%Repeatthe graphic with Time slot 1, Time slot 17, A ‘
[

and Time slot 2-16 and 18-32 as hotspots.

%

1. Hotspot/label []Publishlabel [ ] CodefSyntax
Add associated material: [ Graphic Text

Time slot 1

Text Audio file:t2S_aud_0017.spx Character:Narrator
Time slot 1 carries only framing information.

z. Hotspot/label [ ]Publish label [ ] CodefSyntax
Add associated material: [ Graphic Text

Time slots 210 16

Text [#: ] Audio file:t25_aud_0018.spx Character:Marrator
Time slots 2to 16 and 18 to 32 carry voice or data.

Explore Graphic Writing Tab in Synergy

To build an Explore Graphic page, you complete these steps:

1. Specify whether the page is static or draggable.

2. Add the required number of hotspot/labels to the page by clicking the Hotspot/label button.

Note: The page contains two hotspot/labels by default, and can include a

maximum of nine.

3. |If the labels are to be published for each hotspot, ensure the Publish label checkbox is selected.

Otherwise, clear this checkbox.

4. Type the narrative text for the introductory Text item in the Text item text field.

5. Type the label text for the hotspots in the Hotspot/label text fields.

Note: The Hotspot/label fields must be completed regardless of whether or not the
labels are being published. The text in these fields makes the hotspots accessible

for screenreader users.

6. Type the prompt in the Prompt text field.

7. Specify associated text, graphics, or animations for the hotspot/labels as required.

a. To create a text associated material, you select the Text checkbox and complete the Text

field.

b. To create a graphic associated material, you select the Graphic checkbox (this adds a
Graphic Reference(s) button, a Graphic Direction field, an Alt text checkbox, and a
Graphic Text button) and complete the Graphic information by
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i. specifying graphic directions in the Graphic Direction text field

i. specifying screen grabs using the Graphic References feature (if appropriate),

ii. specifying alternative text in the Alt text field (if appropriate), and

v. specifying graphic text using the Graphic Text feature (if appropriate).

c. To create an animation associated material, you select the Graphic checkbox (this adds a
Graphic Reference(s) button, a Graphic Direction field, an Alt text checkbox, and a
Graphic Text button) and complete the Animation information by

i. specifying animation directions in the Graphic Direction field (be sure to state
clearly that you want an animation)

ii. specifying screen grabs using the Graphic References feature (if appropriate),
iii. specifying alternative text in the Alt text field (mandatory), and
iv. specifying graphic text using the Graphic Text feature (if appropriate).

8. Add audio production notes as required for the Text item.

9. If the hotspot/labels include associated text, add audio production notes as required for each
piece of associated text.

10. Preview the page to ensure that it doesn't contain any text overruns.

11. Save the course.

You can change the default Explore Graphic page setup by
e associating code or syntax with the introductory Text item
e associating code or syntax with each hotspot/label field
e adding a keyboard sequence to the introductory Text item
e changing the width of the text containers
e adding a launch box
e including character dialog

Associating Code or Syntax with the introductory Text item
To set a piece of code or syntax to appear when an Explore Graphic is first displayed, you complete these
steps:

1. Select the Code/Syntax checkbox associated with the introductory Text item.

2. Click the Edit Code/Syntax button to open the Code/Text Editor.
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3. Within the Code/Text Editor, a Text Item tabbed page will have been created.
4. If you want to add code:

a. The Code checkbox should be selected by default in the Text Item tab in the Code/Text
Editor. If not, you should select it.

Note: The maximum number of characters permitted in a code line is 65. The
maximum number of lines of code to be written at any one time is 28. This is based
on the assumption that the font size is set to 12pt.

b. Enter the code you want to display in the Code pane for the relevant Text item or List
item.

5. If you want to add syntax:
a. Click the Add Syntax button.
b. Enter your syntax in the Syntax pane.
c. Determine whether or not you want to display code as well as syntax with that Text item.

i. If youwant to display both code and syntax simultaneously with the Text item,
ensure the Code checkbox is selected and enter your code in the Code pane.

ii. If youwant to display syntax only, clear the Code checkbox to disable to Code
pane.

6. Click the Save button to save your changes and close the Code/Text Editor.

Triggering code or syntax to appear when a hotspot is clicked
To trigger a piece of code or syntax to appear when a hotspot or label is clicked, you complete these

steps:
1. Select the Code/Syntax checkbox for the hotspot/label.
2. Click the Edit Code/Syntax button.
3. Add code or syntax to the hotspot/label as required.

4. The Code/Text Editor contains a Hotspot tab for each hotspot/label with a selected Code/Syntax

checkbox.
5. Click Save.
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Explore Code
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Developed Explore Code page in the Player

An Explore Code is an interactive radial navigation template that presents learners with a piece of code or
syntax that they can choose to interact with to access associated material. When the learner clicks a
hotspot on the code or syntax, the associated material is displayed in Text format.

When you create a new Explore Code page, it contains a single Text item, with associated audio file, and a
Graphic Direction field, as well as two Code Associated Text fields. The page also contains an Explore
Prompt field. The text is set to display on the left of the page, in a standard, non-draggable container.

Add: | Code Associated Text [JLaunch box [ ] Character dialog

. Audio file: t2_aud_0107.we
1. Text item Character: Marrator

Add: CodejSyntax

E Graphic reference(s):

Graphic Direction Add: [ ] Alt text

Explore Code Temp

The FLWR expression contains three element one:

constructors that generate elements or their values

dynamically|

l Code Associated Text (=] Audio file: t2_aud_0108.we
. Character: Narrator

The contents ofthe vacationCount element are
generated dynamically by writing the literal tag and
including a FLWR expression within themn that will be
evaluated when the XML is executed.

2. Code Associated Text [#=] Audiofile: t2_aud_0109.we
Character: Narrator

The vacationPrefs attribute ofthe custoner
elementis generated dynamically by writing the literal
aftribute and including a subexpression to be
evaluated when the XQuery is executed. In this case,
you use the count () function to return the number of
vacation preferences for each customer.

Explore Code Writing Tab in Synergy

To build an Explore Code page, you complete these steps:
1. Specify whether the page is static or draggable.

2. Ensure the Code/Syntax checkbox is selected.
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10.

11.

12.

13.

14.

Add the required number of Code Associated Text fields to the page by clicking the Code
Associated Text button.

Note: The page contains two Code Associated Text fields by default, and can
include a maximum of nine.

Type the narrative text for the introductory Text item in the Text item text field.

Type the associated text for the each clickable piece of code or syntax in the Code Associated Text
fields.

Type the prompt wording in the Explore Prompt text field.
Click the Edit Code/Syntax button.
Add code or syntax as required.

Select each piece of code or syntax that you want to set as a clickable object, and select the
appropriate Code Associated Text item from the Target drop-down menu.

Save your code or syntax and close the Code editor.

Add audio production notes for the Text item as required.

Add audio production notes for each piece of Code Associated Text as required.
Preview the page to ensure that it doesn't contain any text overruns.

Save the course.

You can change the default Explore Code page setup by

changing the width of the text containers
adding a launch box

including character dialog
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DrillDown

Each personal barrier creates a wall hetween
you and your creativity.

Personal

BEIFI'iEI‘S Chen is a software engineerwho's exploring
ways to break through her personal barriers to
creative thought.

Being
negative

Fearing
failure

Making
assumptions

Select the barriers to learn how to owercome
them and find out what Chen did to overcome

App[wng too gach ofthese barriers herself.
much logic

Developed Drilldown page in the Player

A Drilldown is an interactive radial navigation template that presents learners with a logical grouping of
related graphical elements that they can choose to interact with to access associated material. The
interactive graphical components can be parts of a single graphic, such as an application interface, or a
collection of individual graphics, such as a conceptual image. When the learner clicks each interactive
graphical component, which can be in the form of a hotspot or a label, the associated material is
displayed. The associated material builds up on screen over a series of pages.

When you create a new Drilldown page, it contains a single Text item, with associated audio file, and a
Graphic Direction field, as well as two Hotspot/label fields, each of which has an associated Drilldown
learning point. The page also contains a Drilldown title and Drilldown prompt field. The text is set to
display in a draggable container.

Writing Tab Manual Writing_Tab_Manual
Last saved by: Fionnuala O'Donnell Date: 30 October 2014 Page 89 of 266




Add: Hotspat/label | [~ cCharacter dialog

Wz | Audio file: t&_aud 0091 .spx | Graphic referencels):
Character: Marrator

&dd: [~ kKeyboard sequence [F Graphic [T CodefSyntax

Each personal harrier creates a wall between you
and your creativity.

1. Text item
Graphic Direction &dd: [~ Al text Graphic Text |

uggested: Show the organizational araphic asin ;l
reference. The hotspots shaould be the barriers.
Child pages could show each ofthe harriers being

. . . ) hroken down.
Chen is a software engineer who's exploring ways

to hreak through her personal barriers to creative o ]
thought. HS1: Being negative

HS2: Fearing failure
HS3: Making assumptions
HS54: Applving too much logic j

T 1. Hotspot/label [~ Fublish label
Being negative

i 2. Hotspot/label [~ Fublish label
Fearing failure

i 3. Hotspot/label [~ Fublish label
making assumptions

il 4. Hotspot/label [~ Fublish label
Applying too much logic

Drilldown title
Drilldown
Drilldown prompt

Selectthe harriers ta learn how to overcome them

Drilldown Writing Tab in Synergy
To build a Drilldown page, you complete these steps:
1. Add the required number of hotspot/labels to the page by clicking the Hotspot/label button.

Note: The hotspot/labels on the Drilldown base page may also be referred to as
anchors. The page contains two of these by default, and can include a maximum of
nine.

2. If the labels are to be published for each hotspot, ensure the Publish label checkbox is selected.
Clear the Publish label checkbox only if the graphic itself acts as a label, or if using Graphic Text
instead of labels.
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3. Type the narrative text for the introductory Text item in the Text item field.
4. Type the label text for the hotspots in the Hotspot/label text fields.

Note: The Hotspot/label text fields must be completed regardless of whether or not
the labels are being published. The text in these fields makes the hotspots
accessible for screenreader users.

5. Ensure the Drilldown title is set to “Drilldown”.

6. Type the prompt in the Drilldown prompt text field.

7. Add audio production notes as required for the Text item.

8. Right-click each Drilldown LP and select Add — Expos or Add — List to add child pages as required
9. Complete each child page.

10. Preview the entire Drilldown to ensure neither the base page nor the child pages contain any text
overruns.

11. Save the course.

You can change the default Drilldown page setup by
e associating code or syntax with the introductory Text item
e associating code or syntax with each child page
e adding a keyboard sequence to the introductory Text item

e including character dialog
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HTML

| Print | Contents |

Windows Forms architecture in Visual Basic .NET

Abstract

This article introduces Windows Forrs and outlines the class hievarchy on which forms
are based It summarizes new fectures associated with creating Windows Fovms in
VB NET.

Introduction

Console applications, ¥Web Forms, and Windows Forms are the three ways in the .NET
Framewaork in which you can create and maintain user interfaces.

Windows Forms provides a robust and advanced way of implementing Win32-like screens
for client-based applications. Because Windows Forms was originally developed for the
Visual J++ Windows Foundation Classes (WFC), it is a particularly mature .NET
technology.

Developed HTML page in the Player

The HTML template is used to integrate HTML-based topics into Synergy courses.

HTML File [] Description

Ip1ipagesinito.html

HTML 508 File [] Description

Transcript file

HTML Writing Tab in Synergy
This page contains three fields:
e HTML file
e HTML 508 file
e Transcript file
Each field has an associated Browse button to allow you to browse to the file you want to link to.
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There are four HTML Topic Types that you can integrate into Synergy using the HTML page:
e Article
e Self-assessment Exercise (single)
e Self-assessment Exercise (multiple)
e Text Object

Also, when you import a Software Simulation into Synergy, Synergy automatically uses the HTML page to
reference the task pages.

For more information on integrating HTML objects into Synergy, please refer to the IT HTML Object
Integration guideline.
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Sim Dialog

Debora works at an advertising agency. Her company has an
Incident Response Team, headed up by Lucy. Follow along as
Dehora speaks to Lucy about one of their colleagues, Brian.

Debora: | have a really bad feeling about something and |
was hoping | could talk to you about it. You know
Brian, the head graphic designer? Well he just

Use the Next Page button to continue, or select Skip to go to the next ghcganﬁﬁnogincjmeaggﬁ SREPGIELARNOCE WAL ey

page.
Lucy

*A
Developed Sim Dialog page in the Player

The Sim Dialog presents a simulated conversation or discussion between a number of people. It may also
take the form of a single person monolog or it can be used to present non-dialog content that is
supported by visual builds. The dialog builds up on screen as the page plays. And there may be a graphic
change as each new piece of dialog is displayed.

When you create a new Sim Dialog page, it contains an introductory Text item, with associated audio file
and Graphic Direction field, as well as two sets of Character/Label drop-down lists and Dialog text fields.
The Dialog text fields also have associated audio files. By default, the character name or label is set to
display with each piece of dialog and the graphic is set to appear on the left. There is no graphic change
with each dialog by default.
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Add: CharacterLabel Graphic for each dialog (%) Graphic Left (7) Graphic Right Character dialog Sim Dialog Temp

[#=] Audio file: t207_aud_DS86.we (2] Graphic reference(s):

1. Text item
Character: MNarrator

Graphic Direction Add: [ ] Alt text

Lucy Philips ~
SSP0O7273.jpy

Add:

Debora works at an advertising agency. Her company
has an Incident Response Team, headed up by Lucy.
Follow along as Debora speaks to Lucy about one of

their colleagues, Elrian| Ll Wage
SSPO7533.jpg v
l:haracter /Label Dialog (=] Audio file: t207_aud_0S87.we [(i2) Graphic reference(s):
Character: Debora o
Debora | Ihave areally bad feeling about something and |was ~ Oraphic Direction Add: L] Ak text
hoping | could talk to you about it. You know Brian, the Debora Wade ~
(v head graphic designer? Well he just stormed out of S5P07533 jpg - worried
the office, saying that nobody will ever push him v

around again.

l:haracl:er /Label Dialog Audio file: £207_aud_0S88.we (&) Graphic reference(s):
Character: Lucy o
Lucy + | Has anything else happened in the past that would Graphic Direction Add: [] Akt text
[a] lead you to believe thatthere is a bigger problem Lucy Philips ~
[w] here? SSP07273.jpo
Debora Wade
SSP07533.jpg v

Sim Dialog Writing Tab in Synergy
To build a Sim Dialog page, you complete these steps:

1. Determine whether or not the character name or label is to be published. Ensure the
Character/Label checkbox is selected if the character name or label is to be published. Otherwise,
clear the checkbox.

2. Determine whether or not a graphic change is desired for each piece of dialog. If a change is
desired, select the Graphic for each dialog checkbox. Otherwise, leave this checkbox clear.

3. Determine whether you want the graphic to appear to the left or right of the published page by
selecting the Graphic Left or Graphic Right radio button as appropriate.

a. Choosing Graphic Left provides a graphics area that measures 375 x 207 pixels, and
leaves a large space for dialog on the right of the screen.

b. Choosing Graphic Right provides a graphics area that measures 375 x 375 pixels and
leaves a smaller space for dialog on the left of the screen.

4. Ensure the Character dialog checkbox is selected if the page is being used to present dialog or
conversation. Otherwise, clear this checkbox.

Note: If the page is not to contain character dialog then the Character dialog
checkbox should be cleared and as a result of clearing this checkbox, the
Character/Label drop-down list changes to a Character/Label text field.

5. Enter the introductory text for the page in the Text item field.

6. If the page is being used to present dialog, select the Character name from the Character/Label
drop-down list, and enter the dialog text associated with that character name in each Dialog text
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field. Alternatively, if the page is not being used to present dialog, enter the text for the label in
the Character/Label text field and enter the text you want to associate with that label in the
Dialog text field.

7. Click the Dialog button to insert additional Dialog fields as required.

8. Add audio production notes and graphic direction for the introductory Text item and for the
Dialog fields as required.

9. Provide alt text if required.

10. Save the course.
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Try It

Overview

Ty it

Onthe Licenses screen, you need to specify the
details of a Check Point license for the SmanCenter
server. To do this, you can choose to add the details
directly or to fetch thern from a file.

IE = I Gisionllei I EHEE Inthis case, you want to fetch the license details from a
file in your My Documents folder.
Follow the directions in the step boxto complete the
task. Select the Show Me button at any time to view an
animation of any incomplete steps.

ow Me

| 0|

Step 10of 3
Fata FromFials pad. | Uk

C 1. Click Fetch From File

Note: The recommended way of managing licenses is using
SmartUpdate. This window can be used to manage local licenses only
on this machine.

*You can obtain license from Check Point User Center at:
hitp:/wwiw. checkpoint com/usercenter

Developed Try It page in the Player

Try Its are a practice strategy that allow learners to practice completing a task in a simulated version of a
software environment. Information about the task is presented in a Task box, and the steps that the
learner must complete are listed in a Steps box. Consulting the instructions presented in the Steps box,
the learner interacts with the simulated application and completes the Try It step or steps. The features
on the simulated application are programmed by Visual Developers to respond in the Player as they
would when acted upon by the learner in the application itself.

A Try It provides the functionality for the learner to perform click actions, text input paired with an
appropriate click action, menu-path selections, and drag-and-drop actions. However, auto-focusing of
text fields, click-and drag, and cursor changes cannot be supported.

Allowable Interactivity in Try Its
There are six classes of interactions currently supported in Try Its:

o clicking/selecting interface elements
e inputting of text into fields

e rollovers

e right-clicking

e double-clicking

e drag-and-drop

Note: Drag-and-drop is implemented as the ability to click a selected object, an
icon for example, and, holding the mouse down, drag it to a new destination or
onto another virtual object.
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Steps cannot finish on a user input action because text entered by the learner cannot be judged in
isolation. The inputted text can be judged only when linked to an interface element or the Player-supplied
Submit button.

For typing or keyboard interaction, you can ask the learner to use any of these keys:
e alphanumeric keys
e Spacebar
e Delete

Note: The Delete key only works on text that the learner enters in a field — it can't
be used to trigger an action, such as deleting a selected element.

Valid Steps: Selection of interface elements
e Select Format — Borders and Shading

e Select XML Document from the Save as type drop-down list and click Save

Valid Steps: Inputting of text into fields
e Type passwordl123 inthe Password text box and click OK

e Entermarketing.pptin the File name text box and click Save

Valid Steps: Right-clicking and Double-clicking
e Right-click the My Computer icon and select Properties

e Double-click the My Documents folder

Valid Steps: Rollovers
e Roll over the mini toolbar and click Bold

Valid Steps: Drag-and-drop
e Drag the Orientation.doc file into the New_Employee folder

The following interactions are not currently supported in Try Its and should not be used:
e typing multiple lines of text
e click-and-drag
e scrolling (using the scrollbar to move down the page)
® mouse pointer changes
e pressing unsupported keyboard keys
¢ highlighting/selecting text or objects (using click-and-drag method or Ctrl or Shift keys)

e auto-focusing of text fields
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Invalid Steps: Inputting of multiple lines of text into fields

Type the following code:
<html>
<body>
Text
</body>
<html>

Invalid Steps: Click-and-drag

Drag the horizontal page break to ensure that column F is included on Page 1 of the spreadsheet.

Invalid Steps: Scrolling

Scroll to the end of the screen and click Save.

Invalid Steps: Mouse-pointer changes

Roll over the top right corner sizing handle until the mouse point changes to a double-ended
arrow and then resize the graphic to 8cm wide.

Invalid Steps: Highlighting/Selecting

Highlight the Date field and the Location field.
Highlight the first row of the table.

Select the third word in the sentence.

Writing Tab Manual Writing_Tab_Manual
Last saved by: Fionnuala O'Donnell Date: 30 October 2014 Page 99 of 266



Add: [ Step ][ Code Step ]DLlse Submit Button Try it

i, Stem [#=] Audio file: t2_aud_0112.we Graphic reference(s):
. Character: Marrator
Graphic Direction Add: [v]Alt text

Add: [] CodejSyntax " pi_w 2 :
On the Licenses screen, you need to specify the el -
details of a Check Point license for the SmartCenter 7
server. To do this, you can choose to add the details -
directly or to fetch them from a file AR ek

¥ ’ The Licenses screen includes a table with [P ~

Address, Expiration Date, and SKU/Features
columns. It also includes a Fetch From File button,
an Add button, and a Delete button. ]

In this case, you want to fetch the license details from
a file in your My Documents folder.

l.Step[ Correct action ][ Correct Drag & Drop action ][ Input Field ] Graphic reference(s):

Add: [ ] Keyboard sequence Graphic [ Code/Syntax Graphic Direction Add: [ ] Al text
Click Fetch From File {013 - staﬁ A
[w] 014 - action
015 - result b

Correct action

Fetch From File

Try It Writing Tab in Synergy

When you add a Try It in Synergy, it contains a Stem (with associated Graphic Direction field), a single
standard Step field (also with an associated Graphic Direction field), and a Completion Text field.

To build a basic Try It page, you complete these steps:
1. Enter the stem text (task description or introduction) in the Stem field.
2. Click the Step button to add the required number of steps.

Note: A Try It can contain between one and five steps.

3. Provide the interactions for each step (correct actions, drag and drop actions, or input fields).

4. Enter the completion text (summarizing the task that has been completed) in the Completion text
field.

5. Provide any necessary graphic direction or graphic references for the Stem and for the individual
steps.

6. Include alt text for the stem or individual steps as required.

7. Save the course.

Writing Tab Manual Writing_Tab_Manual
Last saved by: Fionnuala O'Donnell Date: 30 October 2014 Page 100 of 266



Adding Correct Actions

1. Step [ Correct action ” Carrect Drag & Drop action ” Input field ] Graphic reference(s):
Add: Keyboard sequence Graphic [_] CodefSyntax Graphic Direction Add: [ Alt text
019 - start grab ~

SelectFile - Save
020 - File menu name rolled over

021 - File menu open, nothing selected
|022 - File menu open, Save selected

Keyboard sequence [ :
The keyboard alternative is press Ctri+S. A 023 - result - Save As dialog box open v

Correct action

File
o d

Correct action

&) gave

Try It Step with multiple Correct Actions in Synergy

Each Try It step, regardless of type, can consist of multiple actions. An action can be loosely defined as an
interaction with the simulated application. Take the two actions in a Try It standard step “Select File —
Save” for example. The first action is when the learner selects File and the second is when the learner
selects Save.

In Synergy, you need to specify both File and Save as correct actions within the Try It step. The designer
will then assign hotspots to both elements on the background interface. When the learner selects File,
the interface will change to display an open File menu.

To add correct actions to the Try It template in Synergy, you complete these steps:
1. Identify the correct actions for the step.
2. Click the Correct action button to add the required number of correct actions for each step.

Note: With standard Steps, there is no maximum limit to the number of correct
actions you can add by clicking the Correct action button. With user input and
Coding steps, there is one single correct action associated with each step. By
default, this correct action will be defined in the Correct action (input) field.

3. Enter each screen element's name in the Correct action field.

Examples
Correct: File
Incorrect: The File menu
Correct: OK
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Incorrect: The OK button

Adding Drag & Drop Actions

1. Step [ Correct action ][ Correct Drag & Drop action ][ Input Field ]
Add: [ ]Keyboard sequence [v]Graphic [ | Code/Syntax
Drag the Pictures folder to the |fc|lder

Correct Drag Object

Pictures

Correct Target
Documents

Try It Drag & Drop step in Synergy

Only standard Steps support drag-and-drop actions.
To facilitate a drag-and-drop action, you complete these steps:

1. Click the Correct Drag & Drop action button associated with the step.
This action creates Correct Drag Object and Correct Target fields within the Step.

2. Specify the name of the drag object in the Correct Drag Object field.

3. Specify the name of the location where the drag object is to be dropped in the Correct Target
field.

Note: The drag-and-drop action should only be used to move small interface
elements such as icons and file names. This is because in order to replicate or
simulate the drag-and-drop action, the Visual Developer must be provided with
graphics of both the active and inactive states of the drag object and the before
and dfter states of the drop object. If these objects are large, it means their
graphics will be large and this could cause the Try It to exceed its maximum page
size limit when completed by the Visual Developer.
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Adding Input fields

2. Step[ Correct action ” Correct Drag & Drop action ” Input Field l Graphic reference(s):

Add:

|4 Type Travel inthe File name text box and click

Save

[] Keyboard sequence Graphic [ Code/Syntax Graphic Direction add: [ ] Alt text

028 - start A
029 - Default file name text selected

030 - File name text box empty

031 - Travel typed

032 - Save clicked

033 - result b

(@)

Input field ["] Password Field

Alt text
[] Default Yalue [ | Focus

Travel File name

Correct action (input)

Save

Try It Step with Input field in Synergy

If the Try It standard Step involves typing, you add an input field or fields as follows:

1.

Click the Input field button. Synergy adds three fields to the step: Input field, Alt text, and Correct
action (input). If you select the Use Submit button checkbox, the Submit button will
automatically be assigned as the correct action for all user input and Coding steps in the Try It.
The Correct Action field will not be available for these steps.

In the Input field text field, enter the text to be typed.

In the Alt text field, enter the name of the field or interface element in which the text is being
typed.

In the Correct action (input) field, enter the name of the interface element that is being clicked or
selected to trigger validation of the text input.

You can add a maximum of two Input field text fields to a standard Step. Each input field will have
the same associated Correct action (input). This is to allow for situations where you may want a
learner to enter text in two separate locations on screen before clicking a user interface button to
validate the inputs. To add the second Input field text field to the step, you click the Input field
button again.

You can also customize the input field using the checkboxes provided:

Password field — Selecting the Password field checkbox specifies that any text typed in the input
field should be displayed as a series of asterisks.

Default Value — If the input field in the application interface contains text by default, you should
select the Default Value checkbox. This adds an Input field default text field, in which you provide
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that default text. When the input field is displayed in the Player, the default text will appear in it.
The learner can then replace the default text by typing in the field.

e Focus — If the focus of the page is required to jump automatically to the input field, you must
select the Focus checkbox to ensure this happens when the input field appears in the Player.

Setting up Input fields to work with the Submit button

Add: | Step || CodeStep |[¥]Use Submit Button Try b
ek .z:dio F::[e: I;Z_autd_ﬂznﬂ.we [(=7] Graphic reference(s):
aracter: Marrator
Graphic Direction Add: [v] Alt text
Add: [] Codefsyntax 2
Mow you add another word. 4
v
Alt text
A new document is open in Word. The text "Dear” A
has already heen added.
v
1. Step[ Correct action ” Correct Drag & Drop action “ Input field ] @ Graphic reference(s):
Add: [ ] Keyboard sequence Graphic [_] CodefSyntax Graphic Direction Add: Alk text
Type Customer (with a capital C) and click the 2
Submit hutton
B
Alt text
~

Input field ["] Password Field
[ Defaul value [ | Focus

Alt text

Customer blank

Completion text
The cursor moves to a new line.

Try It Step with Input field and Use Submit Button checkbox in Synergy

Some text entry actions require validation by pressing a keyboard key. However, Try Its do not support
the pressing of a keyboard key as a means to validate a text entry action. To facilitate the validation of a
text entry that requires a keyboard press, a Submit button is provided by the Player. The learner clicks the
Submit button to validate the step.

To set up an Input step to work with the Submit button, you complete these steps:

1. Select the Use Submit Button checkbox at the top of the Writing tab. This indicates to the Player
to embed a Submit button within the simulated interface of the Try It.

2. Inthe Step command, write “Type [the text to be entered] and click the Submit button.”
Alternatively, you could write “Type [the text to be entered] and click Submit."
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3. Enter the text to be typed into the Input field text field.

Note: Using the Submit button in this way is not recommended for GUI-based
content, and should only be used with GUI-based content when explicit permission
to do so has been obtained from the SkillSoft LD.

Code Steps are used to enable learners to enter the correct pieces of code into a code segment.

1. Click the Code Step button. This adds a Code Step, which contains a Code Step text field, a
Graphic Direction field, and a Correct action (input field). It also enables the Edit Code/Syntax
button on the page, if it hasn’t previously been enabled. And it adds a Step tabbed page for that
step to the Code/Text Editor.

2. Enter the step text in the Code Step text field.

3. Click the Edit Code/Syntax button to open the Code/Text Editor.

Code/Text Editor x|
Iwhite vz » i b ¥ o alp - ”Munospaced V\ b‘.; * Step:  <no selection> [] Case Sensitive

Step [1] | Step [2] | Step [3]

= [v]Code

Try It Steps in Code/Text Editor

4. Enter the code to be displayed for that particular step in the Code field on the relevant Step
tabbed page.

Note: By default, any code on screen will disappear when the step is complete. If
you want the code to persist on screen, you must re-enter it in the next step.

5. Select the code that you want the learner to type to complete the step.
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Code/Text Editor x|
‘white v i b ¥ o a |3 v - Monospaced v b} * Step: [] Case Sensitive

Step [1] | step [2] | Step[3]

It Code  [v] Code

«2xml version="1.0" encoding="UTF-8"72>
<xs:schema xmlns:xs = "http://www.w3.org/2001/XMLSchena™
elementFnrmDefault:"">

<xs:sinpleType name="ccNumberType™>
<xs:restriction base="xs:integer">
<xs:length wvalue="12"/>
</Xsirestriction>
</¥s:s3impleType>

<xs:simpleType name="phoneNumberType">
<xagirestriction base="xa:string”>
<xs:pattern walue="[0-9]{3}-[0-9]{3}-[0-9]{4}"/>
</xs:irestriction>
</®gisinpleType>

Save Cancel

Try It Step in Code/Text Editor, with selected text

6. Select the Step and Input number from the Step drop-down list in the Code/Text Editor.

Note: Each Code Step may have up to two Inputs. If you only want to associate one
input field with a particular code step, you just make a single selection from the
Step drop-down list.

Code/Text Editor @

‘White V.'12 v i b Z g a B \/ = f-Monospaced v bi) v Step: | <noselection> % [] Case Sensitive
<no selection>
Clear

Step [1] Input 1

Step [1] Input 2

step [1] | step [2] | Step [3]

Code

?xml version="1.0" encoding="UTF-3"2>
«<xs:schema xmlns:xs = "http://vww.w3.o0rg/2001/XMLSchena™
elenentFormDefault="cqualified">

Try It Step in Code/Text Editor, code assigned to a Step

7. If the text to be typed by the learner is case sensitive, select the Case Sensitive checkbox.
Otherwise, ensure this checkbox is cleared.

8. If the Code Step is the final step in the Try It, determine whether or not you want the code to be
displayed when the Completion Text is displayed. If you want the Code to be displayed with the
Completion Text, select the Result Code checkbox. Otherwise, ensure this checkbox is cleared.

9. Click the Save button to save your changes and close the Code/Text Editor.

10. Determine how judging of the input field is to be triggered. If you want the learner to click or
select an interface element to trigger judgment of the inputted code, complete the Correct action
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(input) text field. Otherwise, select the Use Submit Button checkbox to ensure that the Submit
button is used to trigger judgment.

Note: In the Player, only the input box or boxes associated with the first Code Step
are visible to learners. All other input boxes associated with subsequent Code Steps
in the Try It are hidden from view. They only become visible when the learner
reaches each Code Step and has successfully completed all other steps leading up
to that step. So in order to indicate to learners that there are further input boxes or
Code Steps for them to complete, the keywords MISSING CODE are used. In the
code associated with step one in the Code Editor, the learner replaces the correct
answers for subsequent steps in the Try It with the keywords MISSING CODE.

When writing the step command for a Code Step, be sure to provide a context to indicate to the learner
where the missing code piece or pieces should be inserted. For example, indicate the function or
procedure where the missing code should be inserted.

Example: Code Steps

Type buttonl.Text="Thank you’ to complete the Submit routine and click Submit

Type rmsadmin in the User name text box and click OK

You can change the default Try It page setup by
e associating code with the introductory Stem
e associating code with each Step

e adding a keyboard sequence to a Step or Steps.

In the Try It template, you can associate code with both standard and Code Steps. However, a learner will
only be able to interact with code presented in a Code Step. Code presented in association with a
standard step is for presentation purposes only.

You click the Edit Code/Syntax button to open the Code/Text Editor. The Code/Text Editor may contain
one or more tabbed pages — one for each page element which has its associated Code/Syntax checkbox
selected.

You enter the code to associate with each page element in its corresponding tab in the editor. For
example, you enter the code associated with Step [1] in the tab labeled Step in the Code/Text Editor.

If the Try It contains more than one Code Step, the tabs in the Code Editor would be labeled Step [x],
where x is the step number, for example Step [1].

The tabs in the Code Editor may correspond to a standard Step or a Code Step. To differentiate between

the two types of steps within the Code Editor, note that only a Code Step activates the Step Input
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functionality in the Step drop-down list in the editor. This functionality enables you to render elements of
the code as user-inputs.
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Expos Caption

Overview

Greet a customer correctly

VOou Know It

By areeting a customer correctly, you make the customer feel welcome. This goes a long way towards ensuring repeat business. When
greeting a customer you should always remember to:

Developed Expos Caption page in the Player

An Expos Caption template is part of the Expository strategy, which you use to present content in a non-
interactive manner. This template is used in Narrated Animation instead of the standard Expos template.
The main difference between the Expos Caption template and the standard Expos template is that in an
Expos Caption, the narrative text appears in the Caption area, rather than as onscreen text. This means
that more of the screen is used for graphic display.

Building a basic Expos Caption page

Add: | Caption Hotspot/label  [C]Launch box [ Animation  [] Character dialog
[#Z] Audio file: t92_aud_0134.5px (2] Graphic reference(s):
l' Caplion Character: Narrator

Add: [ Mote [ |Keyboard sequence Graphie [ CodefSyntax Bt et i B [ Saeelsd ]
Required: &
TEXT: Greet a custormer correctly

By greeting a customer correctly, you make the
customer feel welcome. This goes a long way
towards ensuring repeat business. When greeting a

customer you should always remember to: PEEPINE S

two people shaking hands (CSR and customer),
use these 2 characters for the following captions,
talking, smiling v

Caption (<] gg::::r ﬁ;:;_ﬂlﬁ.spx (2] Graphic reference(s):

aAdd: [JNote [] Keyboard sequence Graphic [ CodefSyntax Graphic Direction Add: [ |Alttext | Graphic Text I
Required: A
TEXT: Greetthe customer immediately

* greet the customer immediately

Graphic Suggestion: b

Expos Caption page in Synergy
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The steps for building a basic Expos Caption page are identical to those for building a standard Expos page
with two small exceptions.

Note: Please refer to the section on the standard Expos template for more
information on the steps involved in building a basic page.

First, you add Caption fields rather than Text items for the narrative text. To do this, you click the Caption
button.

Second, you may choose to include graphic text on the page, by clicking the Graphic Text button to add a
Graphic Text field. Then, in the Graphic Text field, you supply the wording you want the designer to
display.
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List Caption

Overview

Create a single goal for each category

3. discuss the categaries and clarify the goals, and e @

4. create a single goal for each category

Developed List Caption page in the Player

A List Caption is a logical grouping of non-interactive Text items.

A List Caption consists of
e a Caption, which includes an optional introductory paragraph and the list lead-in, and
e two or more separate List Caption items

The List Caption items can be bulleted or numbered, and they can build one-by-one (a build List) or
appear all at once (a nonbuilding List).

The List Caption template is used in Narrated Animation courses instead of the standard List template.
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Add:  Lisk ikem | Haotspat/label | I~ Launch box [T #nimation [~ Character dialog

List Caption Temp
[¥ Build list ¢ Bullzted ¥ Mumbered

1. Caption LI Aodio file:  t8_aud_0105.spx ;I araphic referenceis):

Characker: Marrakor o ) . .
add: [~ Mote [~ Keyboard sequence [ Graphic [ CodefSynkax T EREIiTe The3tE |
Estahlishing tearn goals collaboratively pravides a Beqmrgd: CIEElD 7 organ.lzatllnnal graphic ﬂ
framework for building a successful tearn that |Ilustr§t|ng.the.fuur steps - it W|Il.be used through
achieves its common goals. You can use a four-step ;?;;hfu?ﬂt:ijt?:;zzl-srhe steps are:
process to establish team goals: )

Step 2 Categorize goals
Step 3 Dizcuss the categories and clarify the goals
Step 4 Create a single goal for each category

Euild the text a5 described in the graphic text list
caption items.

Suggestion: Embed the graphic text in the graphic
I create an appropriate image to carry the text and
create the organizational graphic. j

fif 1. List Caption item Ell Audio file: t8_aud_D106,spx Character:Marrator ] | Graphic referencels):
Add associated material: [ Graphic [ CodefSynkax Graphic Direction Add: [~ Alk text Graphic Text |
- wirite goals guired: Add the graphic text to the graphic. ;l

=l

Graphic Text
i Step 1. Write goals

List Caption page in Synergy

The steps for building a basic List Caption page are identical to those for building a standard List page,
with two exceptions:

e You use a Caption field rather than a Text item field for the introductory narrative text. And you
add List Caption items rather than standard List items.

e You may choose to include Graphic Text on the page, by clicking the Graphic Text button to add a

Graphic Text field. Then, in the Graphic Text field, you specify the wording you want the designer
to display.

Note: Please refer to the section on the standard List template for more
information on the steps involved in building a basic page.
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Sim Dialog Video Caption

Note: This template was previously known as the Sim Dialog Caption.

skillshr Gt o)
16 bit Characteristics and Actions of an Innovation Leader :E;.I

To push innovation in his company, Jack decides to try a radical new approach, Follow along as he meets with Devin, the Development [
Department manager.

Select the Next Page button to go to the next page.
Devin  HiJack, what can | do for you?

Developed Sim Dialog Caption page in the Player

The Sim Dialog Video Caption presents a dialog between two or more characters in Video format orin a
simulated dialog format if the learner has disabled video. It may also take the form of a monolog,
depending on the context in which it is used. In the Video version of the page, the video and audio play
together. In the Simulated Dialog version, as the dialog audio plays, the visuals change on screen to
illustrate the non-verbal aspects of the dialog.

A Sim Dialog Video Caption template may also be used to present non-dialog content that is supported by
visual builds.

The only difference between a standard Sim Dialog and the Sim Dialog Video Caption template is the
presentation of the content. In a standard Sim Dialog, the dialog text builds up on screen as the
conversation or dialog progresses. In the Sim Dialog Video Caption, the conversation or dialog is
presented in video format if video is enabled. The dialog text is placed in the Caption field, and is not
displayed on screen unless the learner specifically chooses to display the Caption field. If video is disabled,
then static images appear onscreen instead. These graphics on screen may change with each new piece of
dialog. The dialog text is still contained in the Caption area when video is disabled.
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Edit Widea Timeline
\add: CharacterfLabel Graphic For each dialog

[z ] Audiofile: £193_aud 0022.spx
Characker: Marrator

Writing | Graphics

Character dialog

1. Caption

Add: [

To push innovation in his campany, Jack decides to
try & radical new approach. Fallow along as he meets
with Diewin, the Development Department manager.

Video
Platform Filename
desktop  t6_vid_0084
Scene Attire
office setting husiness attire

Yideo

Sim Dialog Video Caption Template

~
[(2] raphic reference(s): =}

Yideo & Graphic Direction add: [ Al text Graphic Text

CM: Jack and Devin T

Sl

Props
none required

character /Label Dialog [#2] Audio file: £193_aud_0023.5px

Characker: Devin

| Devin + | HiJack, whatcan | doforyou?

]

E] Graphic referenceis):

Yideo & Graphic Direction Add: [ &l text Graphic Text

Required: Devin, greeting Jack. ' ad)

Sl

Sim Dialog Video Caption page with video enabled in Synergy

The steps for building a Sim Dialog Video Caption page with video enabled are identical to those for
building a standard Sim Dialog page with four exceptions:

e You ensure the Video checkbox is selected.
e You use a Caption field rather than a Text item field for the introductory narrative text.

e You may choose to include Graphic Text on the page, by clicking the Graphic Text button to add a
Graphic Text field. Then, in the Graphic Text field, you specify the wording you want the designer
to display.

e You specify video-specific information, including Filename, Scene, Attire, and Props in the video

section of the page.

Wking | Graphics |

|add: Chatacter/Label &raphic For each dialog

1. Caption audio file: £193_aud 0022, spx
: Character: MNarrator

Add:

To push innoyvation in his company, Jack decides ta
try & radical new approach, Follow along as he meets
with Devin, the Development Deparment manager,

I:harat:ter /Label Dialog [®2] Audio file: £193_aud_0023 5px
Characker: Devin

| Devin w | HiJack, what can | doforyou?

]

Character dialog

[] videa

"1 | Graphic referencels):

Graphic Direction Add: [ ] Al text Graphic Text

CM: Jack and Devin ~

(2] Graphic referencels):

Graphic Direction Add: [ ] Alt text Graphic Text

Required: Devin, greeting Jack. el
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Sim Dialog Video Caption page with video disabled in Synergy

The steps for building a basic Sim Dialog Video Caption page with video disabled are identical to those for
building a standard Sim Dialog page with three exceptions:

e You ensure the Video checkbox is cleared.
e You use a Caption field rather than a Text item field for the introductory narrative text.

e You may choose to include Graphic Text on the page, by clicking the Graphic Text button to add a
Graphic Text field. Then, in the Graphic Text field, you specify the wording you want the designer
to display.

Note: Please refer to the section on the standard Sim Dialog template for more
information on the steps involved in building a basic page.
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Video Standard Caption

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

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, there is no introductory static screen (unlike the Video Sim Dialog). If captions are enabled they
display 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 dialogues, monologues, or any form of video content.

Writing Tab Manual Writing_Tab_Manual
Last saved by: Fionnuala O'Donnell Date: 30 October 2014 Page 116 of 266



Job Aids

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

The template also allows you to add 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, will cover the lower edge
of the video.

Writing

Grapi'nics‘ [ Eit video Timeline |

Add: | Capton | [V|LaunchButton [V]Characterlabel [V]Graphic for each caption [V] Character dislog [V] Video

Glaracterllabel Capton [#z] ;:rx;cﬁ; ;i;aens.ld_wo&spx [ 2] Graphic reference(s):
+ | Hello, I'm here for an interview. For the graphic Video & Graphic Direction Add: [ Alttext | GraphicText
designer position. -

")
Video

Platform Filename

desktop  t2_vid_0001 Width | 76815 Height 432:%

Scene Attire Props

office setting business altire none needed
@mmﬂ_luw Capti ;::;:; ;Z;r_owl.spx [ 2] Graphic reference(s):

Tarisa « | HiJames, its nice to meet you! I'm Tarisa, a project Video & Graphic Direction Add: | Alt text I Graphic Text |
(- manager here. How was the traffic on the way over -
=) here? Did you get caught up in those roadworks?

Video Standard Caption page with video enabled in Synergy

When you create a new Video Standard Caption page in a video-enabled course, video will be enabled by
default. The page contains one Caption field with associated audio file and Video and Graphic Direction
field. By default, the page is set to be a character dialog, with the character name or label set to display
with each caption. A video reference is created, and the default video size is the size set at the course
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level on the Video tab. There are fields to define the Scene, Attire, and Props to be used in the video.

There is no launch button by default.

To build the Video Standard caption page you complete these steps:

1. Determine whether the page will contain a launch button for opening an external HTML file. If so,
select the Launch Button checkbox. Otherwise leave the checkbox clear.

2. Decide if character names should display with each caption. Confirm the Character/Label
checkbox has been selected if names should be displayed, otherwise clear the checkbox.

3. Determine whether each new caption should have an associated graphic. It will by default. If you
do not want a new graphic with each caption clear the Graphic for each caption checkbox.

4. Determine whether the caption items will be spoken by characters or the narrator. If the captions
are to be read by the course narrator, clear the Character dialog checkbox. If some or all of the
captions will be spoken by characters, leave the checkbox selected.

5. Enter the text for the first caption in the initial Caption field, and click the Caption button to add
more fields as required.

6. Add shooting instructions for the video in the Scene, Attire, and Props fields, and in the Video &
Graphic Direction field for the first caption.

7. If any captions are to be spoken by characters, select the Character name from the
Character/Label dropdown list beside the caption item.

8. Add audio production notes, video & graphic direction, alt text, and graphic text for each caption
item as required.

9. If alaunch button has been enabled, select the text that should display on the button from the
dropdown list, then use the Browse button to select the file that should be launched.

Writing .Graphis
add: ‘ Caption | Launch Button [V] Character/Label [V| Graphic for each caption [V] Character dialog | | Video

’E}Chamcterﬂabel Caption

Narrator -

«

‘E.‘Characterlbabel Caption

Narrator -

()

[#=] Audio file: t2_aud_0010.spx [ 2| Graphic reference(s):

Character: Narrator ;
— — Graphic Direction Add: | | Alt text I Graphic Text j

-

(%] Audio file: t2_aud_0011.spx [2] Graphic reference(s):
Character: Narrator —
Graphic Direction Add: | | Alt text I Graphic Text ‘

-

Video Standard Caption page with video disabled in Synergy

Writing Tab Manual Writing_Tab_Manual
Last saved by: Fionnuala O'Donnell Date: 30 October 2014 Page 118 of 266



If you create the Video Standard Caption page in a course that is not video-enabled, video will be disabled
on the page. You can also choose to disable video on the page by clearing the Video checkbox.

The process of creating a video —disabled page is the same for creating a video-enabled page, except:
e The Video & Graphic Direction fields are renamed to just Graphic Direction

e There are no Scene, Props, and Attire fields to complete
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HTML Caption

Think about all of your customers. Who is it that you enjoy serving the most? Now consider why. Odds are, itis because the person makes @
it pleasantto do business, is fiendly, appreciative, and also keeps his or her part ofthe bargain after the deal is done. |.

N take the feelinn va have far that snacial custamer and hrina it tn vaurworknlace avane dav Trs tn eniny eprvinn vnur en-wnrkars the e

Developed HTML Caption page in the Player

The HTML Caption template allows you to import a Flash file into Synergy. The Flash development
environment enhances the look and feel of the learning material, and supports advanced animation

techniques to improve the continuity and flow of the presentation of the content.

HTML /Flash File [] Description

Imedia/misc/pd3.himl

HTML 508 File [ bescription

Transcript file

1. Caption [#5]) Audio file: t35_aud_0022.5px
Character: Narrator

Add: - Grapl

Think about all of your customers. Who is itthat you

enjoy senving the mosi? Now consider why. Odds

are, itis because the person makes it pleasant to do

business, is friendly, appreciative, and also keeps

his or her part of the bargain after the deal is done.

MNow, take the feeling you have for that special
customer and bring it to your workplace every day. Try
10 enjoy serving your co-workers the same way you
enjoy taking care of that customer.

HTML Caption page in Synergy

HTML Caption

[(£] Graphic reference(s):

Graphic Divection Add: [ ] Al text
Required: A~
[TEXT: Enjoy serving customers and co-workers

Graphic Suggestion:

paragraph 1:

- a CSR thinking about a nice smiling customer

- maybe show the customer

paragraph 2:

- the CSR smiling, talking to another customer but
thinking about or remembering the nice customer
~Then show the CSR with co-workers and looking

There are two stages to building a HTML Caption page. In the first stage, you must add the text and
graphic directions for the developer. Then, when the Flash file has been created, you must integrate it

into the Synergy course.

The steps in the first stage are:
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1. Add the narrative text to the Caption field. (Click the Caption button to add more Caption fields, if
necessary).

2. Add the graphic direction to guide the designer. You may also add Graphic references, Alt Text, or
Graphic Text if necessary.

The designer will then create the Flash file, using the HTML Caption template guideline.

In the HTML Caption page, you click the Browse button to go to the location outside of the course
structure where the Flash or SWF file you want to import is stored. On importing the SWF file, Synergy
will create a copy of the SWF file in the course structure and rename it with the Page ID. When you save
the course, Synergy will create the HTML file to go with the SWF file and give it the same name as the
SWEF file. Synergy automatically populates the HTML/Flash File field with the location of the HTML file
created.

Note: If you move the HTML Caption page to another location in the course,
Synergy will create a new copy of SWF file with the new page name. The HTML file
to go with the new SWF file will be created once the course is saved.

If after adding a SWF file to a HTML Caption page, you want to add the same file to
a different HTML Caption page in the course, you must browse to the original SWF
file stored outside of the course structure to add it. It’s not possible to use the copy
of the SWF file already stored within the course structure.
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Explore Graphic Caption

An Explore Graphic Caption is an interactive graphic list.

An Explore Grpahic Caption consists of
e a Caption, which includes an optional introductory paragraph and the list lead-in
e two or more separate Hotspot/Label items, and
e associated material for each Hotspot/Label item

The Explore Graphic Caption functions in the same way as a standard Explore Graphic, with one exception
—introductory text, the prompt, and associated text all appear in the Caption area instead of as onscreen
text.

The steps for building a basic Explore Graphic Caption page are identical to those for building a standard
Explore Graphic page, with two exceptions:

e You use a Caption field rather than a Text item field for the introductory narrative text.

e You may choose to include Graphic Text on the page, by clicking the Graphic Text button to add a
Graphic Text field. Then, in the Graphic Text field, you specify the wording you want the designer
to display.

Note: Please refer to the section on the standard Explore Graphic template for
more information on the steps involved in building a basic page.
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Rate Single

Overview

Ben's actions seem exireme.

How often do you think this type of situation
occurs in the warkplace?

Rate your response using the given scale,

— i —

Developed Rate Single page in the Player

A Rate Single is part of the Self-Evaluation strategy and is used to present Instructional content.

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 or Test modes and

there are no correct or incorrect responses. When the learner confirms their response, the Rate Single

presents non-judgmental feedback on their selection.

Building a Rate Single page

add: | Option [[] Character dialog

Rate Single Templ

@ Audio file: t2_aud_0030.we @ Graphic reference(s):

1. Text item
i Character: Narrator Graphic Direction Add: [ ] Ak text
H Graphic -
Ben's actions seem extreme. FELUE ) AL ST =
v

How often do you think this type of situation occurs
in the workplace?

1. Option Choice-specific feedback

ety often You say that these situations occur very often. This

is absolutely true. Acts ofworkplace violence may
be more commaon than you think. According to the
US Department of Labor's Occupational Safety
and Health Administration (OSHA), there are
about two million assaults and threats of violence
in the workplace every year. Continue to the next
page to learn more about what this figure
represents.

Rate Single page in Synergy
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When you create a new Rate Single page, it contains a Text item field (with an associated Graphic

Direction field) which contains the question. It also contains a Prompt field, and three sets of Options and

associated Choice-specific feedback fields.

To complete the page, you carry out the following:

1. Type the text for the question stem, prompt, options and feedback into the relevant fields.
2. Add up to two more Options (with associated Choice-specific feedback) if necessary, using the
Option button.
3. Specify graphic directions and alt text as required for the page.
4. Add audio production notes, or specify that the page includes character dialog, as required.
5. Preview the page for text overruns.
6. Save the course.
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Reflect Learner

Inyour organization, have you recently experienced change? What
was the change and how did you feel about it at the time? Can
you think of ways your organization could have improved on how
the change was managed, thereby allowing you to benefit more
from it?

Enter your thoughts in the field provided and then select the
Next Page button.

Developed Reflect Learner page in the Player

The Reflect Learner template is part of the Self-Evaluation strategy and is used to present Instructional

content.

The Reflect Learner enables the learner to pause and reflect on a question, problem, or situation and then
enter their thoughts and comments. The Player stores the comments — these comments can be recalled
later in a Reflect Self Compare page, and learners will be prompted to view or print any comments before

they exit the course.

[] Character dialog Reflect Learner Temp

(=] Audio file: t2_aud_0007 we [(2] Graphic reference(s):

1. Text item Character: Narrator
: Graphic Direction Add: [ Alt text

Add:

In your organization, have you recently experienced

change? What was the change and how did you feel 3
ahout it atthe time? Can you think of ways your
organization could have improved on how the change
was managed, thereby allowing you to benefit more
from it?

Reflective text prompt
Enter your thoughts in the field provided and then
select the Next Page button,

Unigque learner-entered response ID:
change_r01

Reflect Learner page in Synergy
When the Reflect Learner page is created, it contains

e AText item field, where the question will be entered
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e A Graphic Direction field and an Alt text checkbox
e A Prompt field (the text here will appear above the field where learners enter their response)

e A Unique learner-entered response ID field — you must enter an ID here. This will tag the learner’s
comment, allowing the Player to recall it later.

Note: The Unique learner-entered response ID must consist only of alphanumeric
character, spaces, underscores (_), or dashes (-) and be no longer than 20
characters.

You can also specify that this page includes character dialog, and enter audio production notes. You
should preview the page before continuing, to ensure that the text fits in the area available.
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Reflect Expert Compare

Reflect on how you perceive HR, and how vou think employees 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 some ofthese perceptions highlight the
traditional paper-processing functions of HR atthe expense of the ]
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.

Developed Reflect Expert Compare page in the Player

The Reflect Expert Compare template is part of the Self-Evaluation strategy and is used to present
Instructional content.

The Reflect Expert Compare enables learners to pause and reflect on a question, problem, or situation
and then enter their thoughts and comments. The instructional content of the page is presented in the
form of expert responses to the same question.

The expert opinion is any reliable source of knowledge, technique, procedure, process, or skill. It can take
the form of a direct quote, a best practice, an opinion, a consensus attitude, a method, a strategy, a
recommendation, and so on. The purpose is to enhance the learner’s experience by expanding the
instruction through the presentation of relevant information from an authoritative, recognized, and
proven source.
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[[] character dialog

Audio file: t2_aud_0009.we
Character: Marrator

1. Text item

Add:
Reflect on how you perceive HR, and how you think
employees perceive HR.

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

What do you think is the current perception of HR?

Reflect Expert Compare Temp

Graphic reference(s):
Graphic Direction Add: [ ] Alt text

Relevant text for the Expert opinion text (as per ~
Synergy hug of replacing this text)

Here are the views of some HR managers on the
current perceptions about HR. How do these
compare to yours?

1. HR doesn't have sufficient knowledge about the
organization or its strategic goals.

2. HR lacks leadership ability.

3. HR is reactive

4. HR functions dont change and HR has no vision

for change.

5. HR professionals are fad-chasers

6. HR is the law enforcer and paper-shufiling
hureaucrat in an organization. v

Reflective text prompt
Enteryour thoughts below, then click the Next Page
button to find out what HR managers have to say.

Reflect Expert Compare page in Synergy

Expert opinion text header
Here are the views of some HR managers on the
current perceptions ahout HR.

Expert opinion text

1. HR doesnt have sufiicient knowledge about the
organization or its strategic goals.

2. HR lacks leadership ability.

3. HR ig reactive.

4. HR functions dont change and HR has no vision
for change

5. HR professionals are fad-chasers

6. HR is the law enforcer and paper-shufiling
bureaucrat in an organization.

When the Reflect Expert Compare page is created, it contains
e aTextitem field, where the question will be entered
e a Graphic Direction field and Alt text checkbox
e a Prompt field (the text here will appear above the field where the learner enters their response)
e an Expert Opinion text field and an Expert Opinion text header field

The Expert Opinion only displays after the learner has clicked the Compare button on the page, but the

header is visible when the page first opens. The header may prompt the learner to click the Compare
button.

You may also specify that this page includes character dialog, and enter audio production notes. You
should preview the page before continuing, to ensure that the text fits in the area available.

The Player stores any comments entered in a Reflect page, and learners will be prompted to view or print
any comments before they exit the course.
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Reflect Self Compare

In summary, three specific characteristics of IT/husiness 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

adaptable IT infrastructures. Consider these characteristics and

how they might affect your customers.

[ 5 What did you think before?
¥/ ‘
AT

" ' b3
S . ’ﬁ
il

Developed Reflect Self Compare page in the Player

The Reflect Self Compare template is part of the Self-Evaluation strategy and is used to present

Instructional content.

The Reflect Self Compare enables learners to pause and reflect on a question, problem, or situation and
then enter their thoughts and comments. The response is then compared to the response they made to

the same question in an earlier Reflect Learner page.

[] Character dialog Reflect Self Compare Temp

. Audio file:  t2_aud_0050,we (72 Graphic reference(s):

: Character: Narrator o B
ey Graphic Direction Add: [ ] Al text
In summary, three specific characteristics of -
[Tibusiness alignment are the need for ROl analysis 2
of IT investments, consolidation of management =
tools, and a move toward adaptable IT
infrastructures. Consider these characteristics and
how they might affect your customers \
Learner entered text header Learner recalled text header
After reviewing this topic, what do you think your What did you think hefare?
customers want?

Previous learner-entered response ID:
IT_solution v
Reflect Self Compare page in Synergy
When the Reflect Self Compare page is created, it contains
e aTextitem field, where the question will be entered
e a Graphic Direction field and an Alt text checkbox
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e A lLearner entered text field (the text here will appear above the field where the learner enters
their response)

e A Learner recalled text field and header field

e Adrop-down list box where you select the unique learner-entered response ID for the earlier
Reflect Learner page

The recalled text displays after the learner has clicked the Compare button on the page, but the header is
visible when the page first opens. The header may prompt the learner to click the Compare button.

You may also specify that this page includes character dialog, and enter audio production notes. You
should preview the page before continuing, to ensure that the text fits in the area available.

The Player stores any comments entered in a Reflect page, and learners will be prompted to view or print
any comments before they exit the course.

Note: Once learners exit a course, all data entered by them in a Reflect page is
deleted and not stored.
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Click-in Graphic

Overview
This screengrab contains a number of problematic
elements.

jnounce-that the- latest endoursery of our product are Microsoft, and

Developed Click-in Graphic page in the Player

A Click-in Graphic question asks learners to select appropriate area(s) or object(s) in a graphic. These
areas are defined by hotspots on the graphic. One or more of the hotspots will represent the desired
correct response, and one or more of the hotspots will represent incorrect responses. The learner selects
the hotspots on the graphic and immediately gets feedback on their answer choice. Learners have one
attempt for every correct response defined in the question, plus two. (If there are three correct options,
learners have five attempts. If there is only one correct option, learners have three attempts.)

Click-in Graphic questions are identification-type questions that can be used to practice or test the
knowledge, comprehension, application, and analysis levels of learning. They are best used to test a
learner’s ability to identify a group of items that meet (or don’t meet) certain criteria, and which are best
presented visually.
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Add: [ Correct Option ] [ Incorrect Option ] [ Final Graphic Direction ] [[] character dialog Click-in Graphic Temp

1.8tem Audio flle: t5_aud_0397.we (2] Graphic reference(s):
' Character: Narrator o
A Graphic Direction Add: [ ] Al text
| ' N~
v
1. Correct Option [ | Graphic [ | Publish label Chaice-specific feedback
@1. Incorrect Option [ ] Graphic [_| Publish label Choice-specific feedback
@2- Incorrect Option [ | Graphic [ | Publish label Choice-specific feedback
Prompt

Click-in Graphic page in Synergy

When you add a Click-in Graphic question in Synergy, it contains
e aStem field (with associated Graphic Direction field)
e a Correct Option field (with associated Choice Specific feedback field)
e two Incorrect Option fields (each with an associated Choice Specific feedback field)
e aPrompt field
To build a basic Click-in Graphic page, you complete these steps:
1. Enter the stem text (task description or introduction) in the Stem field.
2. Enter the correct and incorrect option text, and the associated feedback.

3. Enter the prompt text.

You can enhance a Click-in Graphic question by
e adding or removing correct and incorrect options
e editing the default generic feedback
e adding audio production notes, or character dialog

e adding a final graphic
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If the Final Graphic Direction button is clicked, Synergy adds a new Graphic Direction field to the end of
the question.

E] Graphic referenceis):

Final Graphic Direction Add: [ | Alt text

Graphic Direction field

In this field you can instruct the developer to add a new graphic to the question, to be displayed with the
final feedback. A new graphic reference, and alt text, can be added at this point.
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Multiple Choice Wide

Question

Stage 4 for preventing sprain and strain injuries in the workplace [T Determining whether risks were eliminated or minimized
involves evaluating controls.

Which key steps are included in this stage? [T Ensuring no new risk factors were introduced

[T Creating a list of prohlematic tasks

[T Determining appropriate design controls

Choose mare than one option and then select Done. To deselect

an option, choose it a second time.

Developed Multiple Choice Wide page in the Player

Multiple Choice questions present the learner with
e aquestion or problem, described as the stem
e alist of options, which consists of correct answer choices and distracters (incorrect choices)

The learner is expected to select the best option(s) from those on the list. Multiple Choice questions are
the most frequently-used question type because they do a good job of testing knowledge,
comprehension, application, and analysis levels in the cognitive and affective domains, and they are easy
to score with machines.

A Multiple Choice question can take one of these formats:
e a multiple-answer Multiple Choice question, where at least two options are correct
e asingle-answer Multiple Choice question, where only one option is correct

e adichotomy question (a question where there are only two options, one of which is correct)
including True/False and Yes/No questions

Multiple Choice questions can be used to practice or test at the knowledge, comprehension, application,
and analysis levels of learning.

In the Multiple Choice Wide template, the question box stretches across the screen but there is no
graphic supported. This is to accommodate questions that include a lot of text in the stem and options.
Because this template is suitable for use when the learner doesn’t require a graphic to answer the
question, this is the most commonly used Multiple Choice template.
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Add: [T]Enable try again | Character dialog Multiple Choice Wide Templ|

1. Stem Audio file: £5_aud_0059.we Graphic reference(s):

Character: Marrator
Graphic Direction Add: [ ] Alt text

Add:
N
Stage 4 for preventing sprain and strain injuries in
the workplace involves evaluating controls. 3
Which key steps are included in this stage?
Correct 1. Option Choice-specific feedback
Determining whether risks were eliminated or This option is correct. Determining whether risks
minimized were eliminated or minimized is one of the key steps

in stage 4, which invalves ensuring that the controls
you've implemented are effective.

Correct 2. Option Choice-specific feedback
Ensuring no new risk factors were introduced This is a correct option. Ensuring that no new risk
factors were introduced by the controls you've
implemented is one of the key steps in stage 4.

Multiple Choice Wide question page in Synergy

When a Multiple Choice Wide question is created, it contains the three elements that you must complete

e aquestion stem — The stem should be phrased as a direct question or mild command (the
question options are not read in the audio track, so a partial sentence completed by an option
would not sound right).

e question options — The question options should be concise, and parallel. Repeated words should
be included in the stem. The options do not need to be complete sentences. At least one option
must be selected as correct — using the checkbox beside the option —and at least one option
must be incorrect.

e option feedback (only for practice questions) — Practice questions must include choice-specific
feedback for every option. The feedback should not be used to present new information, but
shouldn’t simply rephrase the option.

You can enhance a Multiple Choice Wide page by
e adding or deleting options
e editing the default generic feedback
e enabling Try Again (practice questions only)
e adding audio production notes, or character dialog

If the Enable Try Again checkbox is selected, learners will have two attempts to answer the question.
After the first attempt, they are told if their answers were incorrect or partially incorrect, but the correct
selections are not identified and detailed feedback is not available.

Writing Tab Manual Writing_Tab_Manual
Last saved by: Fionnuala O'Donnell Date: 30 October 2014 Page 135 of 266



Multiple Choice Standard

Question

Acompany sends 29 of its new employees to a special
training seminar on corporate ethics. The employees
come from various departments, and the fraining is
standard for all new employees.

Do these employees comprise a team?

© No
' Yes

" Mayhe

Choose the correct option and then select Done.

Developed Multiple Choice Standard page in the Player

Multiple Choice Standard questions present the learner with
e aquestion or problem, described as the stem
e alist of options, which consists of correct answer choices and distracters (incorrect choices)

The learner is expected to select the best option(s) from those on the list. Multiple Choice questions are
the most frequently-used question type because they do a good job of testing knowledge,
comprehension, application, and analysis levels in the cognitive and affective domains, and they are easy
to score with machines.

A Multiple Choice question can take one of these formats:
e amultiple-answer Multiple Choice question, where at least two options are correct
e asingle-answer Multiple Choice question, where only one option is correct

e adichotomy question (a question where there are only two options, one of which is correct)
including True/False and Yes/No questions

Multiple Choice questions can be used to practice or test at the knowledge, comprehension, application,
and analysis levels of learning.

The Multiple Choice Standard template allows you to include a graphic or screengrab to support the
question. You can choose a Draggable template layout, to support graphics that use the full width of the
screen.
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[JEnable try again [_] Character dialog

(%] Audio file: t5_aud_0114.we
Character: Narrator
Add: [] CodefSyntax

Acompany sends 29 of its new employees to a
special training seminar on corporate ethics. The
employees come from various departments, and the
training is standard for all new employees.

1. Stem

Do these employees comprise ateam?

Multiple Choice Standard Templ

[Z] Graphic reference(s):
Graphic Direction Add: [ Alt text

A group of people in a classroom A

Correct 1. Option
No

Choice-specific feedback
Mo is the correct option. These employees are not a
team because there are too many, they have no

common goals; and no mutual accountability. The
goals they have are to individually complete the
training, not to do it as a group.

Correct 2. Option Choice-specific feedback
Yes Yes is an incorrect option. YWhile each employee has
0l the same goal - to complete the seminar - there is
no common goal; the group is too large to be a team;

and there is no mutual accountability.

Multiple Choice Standard question page in Synergy

When a Multiple Choice Standard question is created, it contains the four elements that you must
complete:

e aquestion stem

e graphic direction for the designer (and Alt text checkbox)
e question options

e option feedback (only for practice questions)

The stem should be phrased as a direct question or mild command (the question options are not read in
the audio track, so a partial sentence completed by an option would not sound right)

The Multiple Choice Standard template always includes a graphic, so the designer should be given some
direction to the graphic contents. If the graphic contains information which will help the learner answer
the question, that information must also be supplied in the alt text. (If the graphic doesn't support the
learner, you could consider using a Multiple Choice Wide template.)

The question options should be concise, and parallel. Repeated words should be included in the stem.
The options do not need to be complete sentences. At least one option must be selected as correct —
using the checkbox beside the option —and at least one option must be incorrect.

Practice questions must include choice-specific feedback for every option. The feedback should not be
used present new information, but shouldn’t simply rephrase the option.

You can enhance a Multiple Choice Standard page by
e adding or deleting options
e changing the format to draggable
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e editing the default generic feedback
e enabling Try Again (practice questions only)
e adding audio production notes, or character dialog

The page is not set to draggable by default, but you can use this format when you need to use the full
width of the screen for your image.

If the Enable Try Again checkbox is selected, learners will have two attempts to answer the question.
After the first attempt, they are told if their answers are incorrect or partially incorrect, but the correct
selections are not identified and detailed feedback is not available.
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Multiple Choice Graphic Options

Question

Which ofthese parts ofthe body are prone to strain injuries?

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

~Done "

Developed Multiple Choice Graphic page in the Player
Multiple Choice questions present the learner with
e aquestion or problem, described as the stem
e alist of options, which consists of correct answer choices and distracters (incorrect choices)

The learner is expected to select the best option(s) from those on the list. Multiple Choice questions are
the most frequently-used question type because they do a good job of testing knowledge,
comprehension, application, and analysis levels in the cognitive and affective domains, and they are easy

to score with machines.

A Multiple Choice question can take one of these formats:
e amultiple-answer Multiple Choice question, where at least two options are correct
e asingle-answer Multiple Choice question, where only one option is correct

e adichotomy question (a question where there are only two options, one of which is correct)
including True/False and Yes/No questions

Multiple Choice questions can be used to practice or test at the knowledge, comprehension, application,

and analysis levels of learning.

The Multiple Choice Graphic Options template allows you to use graphics, rather than text, as the
guestion options. The question area takes up the whole of the page, and no other graphics are allowed on
the page. (A background graphic may be used.)
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Add: []Enable try again [ ] Character dialog

Audio file:  t5_aud_0058.we

1. Stem
Character: Narrator
Add:
Which ofthese pars ofthe body are prone to strain
injuries?

Multiple Choice Grap

Graphic reference(s):
Graphic Direction Add: [ | Al text

For all of these options, please show the parts of ~
the muscle and tendon diagram of the body, but
hreak them up into their individual pars. i |

Correct 1. Graphic option direction

Hand

Alt text
The hand

Correct 2. Graphic option direction
Elbow and forearm

Multiple Choice Graphic Options question page in Synergy

Choice-specific feedback

Itis correctto say thatthe hand is a commaon site for
strain injuries, because the hand contains muscles
and tendons.

Choice-specific feedback

Itis correctto say that the elbow and forearm are
commeon sites for strain injuries, hecause they
contain muscles and tendons.

When a Multiple Choice Graphic Options page is created, it contains a text field for the stem (and an

associated graphic direction field), and four options.

Each option contains

e a Graphic Direction field, where the option is described to the designer

e an Alt text field, where the option is described to the learner

e choice-specific feedback on that option

In this template, the question options are provided in the form of small graphics. Each answer option is
represented by a separate 90 by 90 pixel graphic. Alt text is provided for each graphic option to ensure

the question is accessible for screen reader users.

You can enhance a Multiple Choice Graphic Options page by

e adding or deleting options

e editing the default generic feedback

e enabling Try Again (practice questions only)

e adding audio production notes, or character dialog

If the Enable Try Again checkbox is selected, learners will have two attempts to answer the question.

After the first attempt, they are told if their answers were incorrect or partially incorrect, but the correct

selections are not identified and detailed feedback is not available.
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Multiple Choice Fill-in Code

public int getCustNumber(String name) {

Question -
int num = 0;
You need to instantiate a record instance using the try |
reference to RecordFactory. Which line of code Interaction ix = con.createlnteraction():
instantiates a new IndexedRecord object iRec with CciInteractionSpec iSpec = new CcilnteractionSpec():

f oy
the name "InputRecord"? iSpec.setSchena(user);

iSpec.setCatalogi(null);
i3pec.setFunctionName ("GETCUSTNUM") ;
RecordFactory rf = cf.getRecordFactory():

" IndexedRecord iRec =
rf.createIndexedRecord
("InputRecord™);

" IndexedRecord iRec =
cf.createIndexedRecord
("InputRecord”™);

(" IndexedRecord iRec =
rf.createMappedRecord("InputRecord™);

Choose the correct option and then select Done.

~ Done

Developed Multiple Choice Fill-in Code page in the Player

Multiple Choice questions present the learner with
e aquestion or problem, described as the stem
e alist of options, which consists of correct answer choices and distracters (incorrect choices)

The learner is expected to select the best option(s) from those on the list. Multiple Choice questions are
the most frequently-used question type because they do a good job of testing knowledge,
comprehension, application, and analysis levels in the cognitive and affective domains, and they are easy
to score with machines.

A Multiple Choice question can take one of these formats:
e a multiple-answer Multiple Choice question, where at least two options are correct
e asingle-answer Multiple Choice question, where only one option is correct

e adichotomy question (a question where there are only two options, one of which is correct)
including True/False and Yes/No questions

Multiple Choice questions can be used to practice or test at the knowledge, comprehension, application,
and analysis levels of learning.

The Multiple Choice Fill-in Code template presents the learner with a section code in a code window.
Part of the code section is missing, and the learner is presented with different pieces of code, one of
which will complete the code section successfully. The Multiple Choice Fill-in Code template is always
presented in Draggable format.

Writing Tab Manual Writing_Tab_Manual
Last saved by: Fionnuala O'Donnell Date: 30 October 2014 Page 141 of 266



Add: Distractor Option Enable try again Multiple Choice Fill-in Code

1. Stem Audio file:  £376_aud_0034.we (] Graphic reference(s):
Character: Marrator Graphic Directs add D Ak tecct
rapnic threction H ex
add: Code/Syntax >
' ) ) . MNone ~
You need to instantiate a record instance using the
reference to RecordFactory. YWhich line of code 3
instantiates a new IndexedRecord ohject iRec with
the name "InputRecord"?
1. Correct Option Choice-specific feedback

Correct. The createIndexedRecord method
generates an IndexedRecord object - named
"InputRecord".

See code editor for correct answer

1. Distractor Option Choice-specific feedback

Incorrect. You need to use the reference to
RecordFactory, notthe reference to the
ConnectionFactory, in order to instantiate an
IndexedRecord ohject .

IndexedRecord iRec = cf.createlndexedRecord
("InputRecord");

2. Distractor Option Choice-specific feedback

Incorrect. You use the createMappedRecord
method to create a MappedRecord instance, not an
IndexedRecord.

IndexedRecord iRec =
rf.createMappedRecord{'InputRecord™;
Multiple Choice Fill-in Code question page in Synergy

When a Multiple Choice Fill-in Code page is created, it contains a text field for the Stem, Distracter
Options, and Choice-specific feedback fields for both correct and incorrect options.

There is no text field for the Correct Option. The Correct Option is entered in the Code/Text Editor.

Note: Currently, the Multiple Choice Fill-in Code templates only support a single
correct answer.

The Stem should be phrased as a direct question or mild command (the question options are not read in
the audio track, so a partial sentence completed by an option would not sound right)

The Multiple Choice Fill-in Code page may include a graphic. The designer should be given some direction
to the graphic contents. If the graphic contains information which will help the learner answer the
question, that information must also be supplied in the alt text.

Practice questions must include choice-specific feedback for every option. The feedback should not
present new information, but shouldn’t simply rephrase the option.

The Multiple Choice Fill-in Code page presents the learner with a section of code, with one piece missing.
In the Writing tab, you use the Code/Text editor to enter the complete code. (See Section 6: Using the

Code Editor for more details on adding code)
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Codel/Text Editor @

| white viizv i h ¥ o af y — |Monospaed v b}_.'

Stem |

Code Add syntax

public int getCustNumber(String name) {
int num = 0;
try {
Interaction ix = con.createlnteraction():
CciInteractionSpec ifSpec = new CcilnteractionSpec();
iSpec.setichena(user);
iSpec.setCatalog(null);
iSpec.setFunctionNane ("GETCUSTNUM") »
RecordFactory rf = cf.getRecordFactory():
IndexedRecord iRec = rf.createIndexedRecord (“InputRecord”):

Cancel |

Multiple Choice Fill-in Code Code/Text Editor

You then select the code fragment that will be hidden from the learner, and click Correct answer. The
code fragment you have selected will be replaced with a blank field when the question is viewed in the
Player.

You can enhance a Multiple Choice Fill-in page by
e adding or deleting options
e editing the default generic feedback
e enabling Try Again (practice questions only)
e adding audio production notes

If the Enable Try Again checkbox is selected, learners will have two attempts to answer the question.
After the first attempt, they are told if their answers are incorrect or partially incorrect, but the correct
selections are not identified and detailed feedback is not available.
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Matching Standard Text

Question

A university Customer support center manageris |, |t ' S When a CSS hands offa

taking action to promote teamwork within her ﬁ el LD trouble resolution report for
team. The team provides the primary point of follow up, the receiving

contact and first level of support for calls and specialistis encouraged to ask
requests received by the support center. ﬂ gn:r:nfwslilégzs many questions

Match the actions that will promote tearmwork to [— One team member is an expert
examples the manager can use in this help C | Deliverwhatyou in the support center software,
center. One example will not be used. promise so she is asked to give mini

seminars atteam meetings

The manager finishes her
report on the dacumentation of
problems hy the end of the
husiness day, as the team
charter states

|_ A CSS attends classes atthe
university to improve her skills

s0 she can join the field
suppartteam

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

*

Developed Matching Standard Text page in the Player

Matching questions present the learner with a set of options and a set of targets. The learner must match
the options to the targets.

In a Matching Standard Text template, both options and targets are text strings.
You can configure the question so that

e Each option matches only one target

e More than one option can be matched to a single target

e Each option can be matched to multiple targets

e Some options may remain unmatched

However, all targets must be matched to at least one option.
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Add: []Enable try again [ | Reusable targets [ | Character dialog Suppress Shuffle: [ ] Options [ ] Targets Matching

1. Stem Audio file: t5_aud_0327.we (%) Graphic reference(s):
. Character: Narrator

Add: Graphic Direction Add: [ ] Alt text

Auniversity Customer support center manager is
taking action to promote teamwork within her team.
The team provides the primary point of contact and
first level of support for calls and requests received
by the support center.

Match the actions that will promote teamwork to
examples the manager can use in this help center.
One example will not be used.l

Dption Matching Option 1. Target
Practice active listening When a CSS hands off a trouble
& A resolution report for follow up, the

receiving specialistis encouraged to ask
many questions
Choice-specific feedback
This is an example of practicing active
listening. Active listening promotes
working together to resolve issues, and
asking guestions is a good way to listen
actively.

Matching Standard Text question page in Synergy

When a Matching Standard Text page is created, it contains a text field for the stem (with an associated
graphic direction field). It also contains four options, and four targets. Each option is a single text field;
each target is composed of a field for the target text, a field for choice-specific feedback, and a drop-
down list where the matching option is selected.

To build a Matching Standard Text page, you complete these steps:
1. Enter the question stem in the Stem field
2. Click the Option button to add the required number of options
3. Enter the option text in each Option field
4. Click the Target button to add the required number of targets
5. Enter the target text in each Target field

6. Specify a matching option for each target by making a selection from the Matching option drop-
down list associated with each one

7. Enter the choice-specific feedback for each target in its associated Choice-specific feedback field

You can enhance a Matching Standard Text page by
e adding or removing options and targets
0 You add items by clicking the Option or Target button at the top of the page.

0 You remove items by clicking the bin icon next to them.
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0 You are allowed to have a different number of options and targets.

e choosing the Wide format from the dropdown list at the top of the page. This makes the question
area slightly larger, giving you more room for text

e enabling Try Again (in practice questions only). If this is selected, learners have two attempts to
answer the question. After the first attempt, they are told if their answers were incorrect or
partially incorrect, but the correct selections are not identified and detailed feedback is not
available.

e enabling character dialog, or adding audio production notes
e adding graphic directions and/or alt text

e enabling Reusable targets. If this checkbox is selected, each target will have three Matching
Option dropdown lists, instead of one.

0 This means up to three options can be assigned to a single target.
0 The same option can be assigned to one, some, or all targets.
0 Each target must have at least one option assigned to it.

e suppressing shuffle for either the options or the targets by selecting the appropriate Suppress
Shuffle checkbox.

0 You suppress the automatic shuffling of options or targets if they are required to appear
in a specified order. By default, both columns (options on the left and targets on the
right) in a matching question get shuffled. However sometimes we might want learners to
match concepts that have an implied order, where to have to consider each thing out of
order is unnatural and may be add a level of unnecessary confusion to the task.
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Matching Standard Graphic

Overview

Question

Match the meanings with the examples of body language.

ﬂ horedom, fatigue, or emotional canflict
il confidence, asseriveness, and dominance

C | fear, anger, or surprise

D | defensiveness or anxiety

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

Done . |
Developed Matching Standard Graphic page in the Player

Matching questions present the learner with a set of options and a set of targets. The learner must match
the options to the targets.

In a Matching Standard Graphic question, the options are text strings, but they are matched to graphic
targets. Each target must be matched to a correct option, but some options may be unused.

Building a Matching Standard Graphic question

Add: [ Option ] [ Target ] [v] Enable try again [ | Character dialog = Suppress Shuffle: [ | Options [ ] Targets Matching Standard Graphic Ti
1. Stem Audio file: t5_aud_0311.we Graphic reference(s):
Character: Narrator o
add - Graphic Direction Add: [ ] Alt text
B Graphit = =
~
Match the meanings with the examples of body |
language. v‘
El Option EI‘ atching Option 1. Graphic target direction

A boredamn, fatigue, or emotional conflict ‘B—v; A person with his hands facing down.
Alt text
The person has his hands out with his
palms facing downwards.
Choice-specific feedback
A palms-down gesture is generally seen as
a sign of confidence, assertiveness, and
dominance. You are likely to see paoliticians
using this type of body language when they
are giving election speeches.

Matching Standard Graphic question page in Synergy
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When a Matching Standard Graphic page is created, it contains a text field for the stem (with an

associated graphic direction field). It also contains four options, and four targets.

Each option is a single text field; each target contains a number of items: a Graphic target direction field,

where the target is described to the designer; an Alt text field, where the target is described to the

learner; choice-specific feedback on that target.

To build a Matching Standard Graphic page, you complete these steps:

1.

Enter the question stem in the Stem field

Click the Option button to add the required number of options
Enter the option text in each Option field

Click the Target button to add the required number of targets

Enter the graphic direction for the target in each Graphic Target Direction field, remembering that
graphic targets measure 90 by 90 pixels

Enter the alt text for the Graphic Target in the Alt text field

Specify a matching option for each target by making a selection from the Matching option drop-
down list associated with each one

Enter the choice-specific feedback for each target in its associated Choice-specific feedback field

You can enhance a Matching Standard Graphic page by

Adding or removing options and targets
0 You add items by clicking the Option or Target button at the top of the page
0 You remove items by clicking the bin icon next to them
0 You are allowed to have a different number of options and targets

Enabling Try Again (in practice questions only). If this is selected, learners have two attempts to
answer the question. After the first attempt, they are told if their answers were incorrect or
partially incorrect, but the correct selections are not identified and detailed feedback is not
available.

Enabling character dialog, or adding audio production notes
Adding graphic directions and/or alt text to the stem

Suppressing shuffle for either the options or the targets by selecting the appropriate Suppress
Shuffle checkbox.

0 You suppress the automatic shuffling of options or targets if they are required to appear
in a specified order. By default, both options and targets in a matching question get
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shuffled. However sometimes we might want learners to match concepts that have an
implied order, where to have to consider each thing out of order is unnatural and may be
add a level of unnecessary confusion to the task.
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Rank/Sequence

Question

Say you're a CSAworking for a photocopier .
company. A number of different customers have ﬂ distractor
called with complaints about their photocopiers.

Rank their complaints in order of importance. ﬂ Customer with semvicing

agreement has a broken
photocopier

ﬂ Regular customer without
servicing agreement has a
broken photocopier

HENANANEN

ﬂ Customer calls to ask about
purchasing a new photocopier

i’ Custamer calls to say that their
photocopier has a paper jam

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

*

Developed Rank/Sequence page in the Player

In a Rank/Sequence question, the learner is presented with a set of options and must arrange them in the
correct order. This question type is very similar to a Matching Standard Text question, except thatin a
Ranking question the targets are always places in a sequence.

Add: | Option ["] Enable try again [] Character dialog { 1 2 | Starting Number

[#=) Audio file: £376_aud_0048.we Graphic reference(s):

1. Stem Character: Narrat
aracter: Narrator
T Graphic Direction Add: [ ] Al text
Say you're a CSA woarking for a photocopier rio6E = {
company. A number of different custormers have v/
called with complaints about their photocopiers.
Rank their complaints in order of importance.
A. Option Sequence Alt text {indicate sequence)
Regular customer without servicing : the second mostimportant complaint.
agreement has a broken photocopier 2 v

Choice-specific feedback

Aregular custormer without a servicing agreement
takes second priority as they are regular and their
problem is guite urgent. However, they don't have a
service agreement so their call cannot take priority
over customers who have an agreement.

Rank/Sequence question page in Synergy

When a Rank/Sequence page is created, it contains a stem text field (and associated graphic direction
field), four options, and four targets — places in a sequence.
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Each option is composed of an option text field and a choice-specific feedback field. The target is
composed of a drop-down list box, where the matching option is selected, and an alt text field.

To build a Rank/Sequence page, you complete these steps:
1. Enter the question stem in the Stem field
2. Click the Option button to add the required number of options
3. Enter the option text in each Option field

4. Specify a sequence number for each option by making a selection from the Sequence drop-down
list associated with each one

5. Enter the choice-specific feedback for each option in its associated Choice-specific feedback field
6. Enter the alt text for each option in the Alt text field, indicating its sequence number.

Note: In ranking/sequencing questions the alt text is required to relay the position
of the option in the ranked series. This alt text must be written for each ranking
option and is appended to other text generated automatically by the player. For
example, if the options are stages, the alt text would be “the first stage”, “the
second stage”, and so on. The alt text is a sentence fragment because it is added to
text automatically generated by the Player.

You can enhance a Rank/Sequence question by

e Adding or deleting options — there must be between 2 and 6 options, and there is a matching
place in the sequence for each option

e Enabling Try Again (in practice questions only). If this selected, learners have two attempts to
answer the question. After the first attempt, they are told if their answers were incorrect or
partially incorrect, but the correct selections are not identified and detailed feedback is not
available.

e Enabling character dialog, or adding audio production notes
e Adding graphic directions and/or alt text to the stem
e Specifying a starting number other than 1 for the sequence

0 Enter the required starting number in the Starting Number spin box
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Short Answer Text

Guestion

An automotive company is evaluating oas mileage for a
new car. To meet custamer expectations, the car must
get 30 miles per gallon (MPG), plus ar minus 2 MPG.
The company has tested ten vehicles and found a
mean of 30.1 MPG and an estimated standard
deviation of 0.65. What is the Cpkvalue? Round your
ansgwer to two decimal places.

Type your answer and select Done.

. fUSL-X X-LSL)
C, =min ;
| “Dune... | pk ( 30 30

Developed Short Answer Text page in the Player

In a Short Answer Text question, the learner is asked a question, and must type the answer into an
onscreen text box. There are no answer options for the learner to choose between, which makes this a
more difficult question for the learner to answer. It also means that you must be more precise when
framing the question, ensuring learners know whether their answer should be in the form of words or
numbers, or whether punctuation and other special characters should be used.

In the Short Answer Text question, the space for the answer is part of the onscreen box that contains the
question and prompt. (Contrast with the Short Answer Graphic below.)

When a Short Answer Text question is created, it contains a Text item field for the stem (and associated
graphic direction), a Correct Answer Display field, and a choice-specific feedback field.

Audio file:  £376_aud_0096.we Graphic reference(s):

1. Text item
Character: Marrator

Graphic Direction Add: [ ] Alt text

Add: [] Code/Syntax

| M
v

1. Correct Answer Display Choice-specific feedback (applies to all correct answers)

Short Answer Text question page in Synergy

The stem, correct answer, and feedback fields must be completed.
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The Correct Answer Display is the answer that will be given as correct if the learner’s answer is wrong.
The Short Answer Text template allows you to specify more than one possible correct answer to the
question, but only one can be shown with the question feedback, the answer in this field.

You can enhance a Short Answer Text question by

e Adding additional correct answers. The question stem should direct the learner to the correct
format to use when answering the question, but you can support other answer formats by adding
additional correct answers. If the answer you are looking for is “Sixth”, for example, you could
add “6th” and “6” as additional correct answers. If the answer should be “7.8”, you could also
support “7.80”, and so on.

You can specify up to eight additional correct answers, but you should not need this many. The
question stem should direct the learner how to answer the question.

e Adding a specific incorrect answer. In some situations, there is a common mistake that people will
make when answering the question. You can add a specific incorrect answer that matches the
result of this common mistake, and then specific feedback associated with that mistake. For
example, if the learner has to multiply two numbers, 3 and 3, a common mistake would be to add
them instead. You could add a specific incorrect answer "6", and feedback that says “Incorrect.
You must multiple the numbers, not add them.”

e Enabling Try Again (in practice questions only). If this is selected, learners have two attempts to
answer the question.

Note: It is recommended that Short Answer Text questions in Practice mode should
allow two tries.

e Appending generic incorrect feedback (in practice questions only) to cover instances where the
learner chooses not to enter an answer or gives an incorrect answer that has not been specified
within the Writing Tab. Assuming that Try Again is enabled:

0 The first generic incorrect feedback should provide a hint

0 The second generic incorrect feedback should provide the rationale for the correct
answer.

You append generic feedback by clicking the Edit generic feedback button on the Writing tab. This opens
the Edit generic feedback dialog window. An example of appended feedback is given below.
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! Edit generic feedback I

Generic Feedback - First Try Incorrect
That"s incorrect.

he difference hetween the UISL and LSL should :|
he divided by sixtimes the estimated standard
deviation. -

Generic Feedback - First Try Partially Correct
That"s partially correct.

H B

Generic Feedback - First Try Correct
That's correct.

. 2l
=

Generic Feedback - Second Try Incorreckt
That"s incorrect.

he difference between the UISL and LSL is ﬂ
divided by sixtimes the estimated standard
deviation. Using the farmula, (FFa- P21 M 64 .27 = j

Generic Feedback - Second Try Partially Correct
That"s partially correct.

E
=

Generic Feedback - Second Try Correct
That's correct.

=l
=

: Save |

It is generally unnecessary to append feedback for correct answers, as there may not be much you would
say differently about the correct answers in generic feedback that you would in choice-specific feedback.
If choice-specific feedback is provided for the correct answer, it may not be necessary to provide
additional correct feedback.
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Short Answer Graphic

Wavelength meters

it |

S

Question

The diagram shows part of a sine wave representing a

]

. radio wave with a frequency of 100 MHz. Using the
f formula for calculating wavelength from frequency,
/ / calculate the wavelength in meters of a wave of 100

MHz.

Type your answer and select Done.

Frequency 100MHz ™ | :

In /"|

Developed Short Answer Graphic page in the Player

In a Short Answer Graphic question, the learner is asked a question, and must type the answer into an
onscreen text box. There are no answer options for the learner to choose between, which makes this a
more difficult question to answer. It also means that you must be more precise when framing the
question, ensuring the learner knows whether their answer should be in the form of words or numbers,
or whether punctuation and other special characters should be used.

In the Short Answer Graphic question, the space for the answer is not part of the question box. It can be
integrated into a graphic, or a section of code displayed on the page.

Add: I Correct Answer I [ Specific incorrect: l [TJEnable try again [ ] Character dialog [ | Case sensitive Short Answer Graphic Temp/
e audio file: £376_aud_0052.we Graphic reference(s):
Character: Narrator Graphic Direction Add: [ | Al text
Add: Code/Syntax - '

Show a graph illustrating a sine wave. Base onthe A
graphic in the original user input question in the
Practice Strategies topic on the Meccano

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

calculate the wavelength in meters of a wave of 100 BlEIEEEEIE] =
MHz. |
1. Correct Answer Display Choice-specific feedback {applies to all correct answers)

Using the formula for calculating wavelength from
frequency, the wavelength of a wave of 100 MHz is
3004100, which gives 3 meters.

See code editor for correct answer

Short Answer Graphic question page in Synergy

When a Short Answer Graphic question is created, it contains a Text item field for the stem (and
associated graphic direction) and a choice-specific feedback field. The Stem and Choice-specific feedback
fields must be completed.
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Code/Text Editor X
'White v ‘E\:} i b z g a B \/ = ;Mnnespaced ;‘ b}-

Stem

Code | Addsyntax

Short Answer Graphic question in Code/Text Editor

There is no Correct Answer field in the main writing pane. The correct answer is defined in the Code/Text
Editor.

When the correct answer has been entered, you select it, and click the Correct answer button.

The text you have selected is highlighted. You can save your changes and close the Code/Text Editor.

You can enhance a Short Answer Graphic question by

e Adding additional correct answers. The question stem should direct the learner to the correct
format to use when answering the question, but you can support other answer formats by adding
additional correct answers. If the answer you are looking for is “Sixth”, for example, you could
add “6th” and “6” as additional correct answers. If the answer should be “7.8”, you could also
support “7.80”, and so on.

You can specify up to eight additional correct answers, but you should not need this many. The
guestion stem should direct the learner how to answer the question.

e Adding a specific incorrect answer. In some situations, there is a common mistake that people will
make when answering the question. You can add a specific incorrect answer that matches the
result of this common mistake, and then specific feedback associated with that mistake. For
example, if the learner has to multiply two numbers, 3 and 3, a common mistake would be to add
them instead. You could add a specific incorrect answer "6", and feedback that says “Incorrect.
You must multiply the numbers, not add them.”
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e Enabling Try Again (in practice questions only). If this is selected, learners have two attempts to
answer the question.

Note: It is recommended that Short Answer Graphic questions in Practice mode
should allow two tries.

e Appending generic incorrect feedback (in practice questions only) to cover instances where the
learner chooses not to enter an answer or gives an incorrect answer that has not been specified
within the Writing Tab. Assuming that Try Again is enabled:

0 The first generic incorrect feedback should provide a hint

0 The second generic incorrect feedback should provide the rationale for the correct

answer.

You append generic feedback by clicking the Edit generic feedback button on the Writing tab. This opens
the Edit generic feedback dialog window. An example of appended feedback is given below.
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Edit generic feedback

Generic Feedback - First Try Incorreck
That's incorrect.

ou need to enter the script that enables the -
Cracle mail sererto receive e-mail mMessages
rom PLASGL procedures hl

Generic Feedback - First Try Partially Correct
That's partially correct.

H R

Generic Feedback - First Try Correct
That's correct.

Generic Feedback - Second Try Incorrect
That's incorrect.

ou enterutlmail. sql to complete the code. ;I

Generic Feedback - Second Try Partially Correct
That's partially correct.

Generic Feedback - Second Try Correct
That's correct.

[ Gancel ] swe |

It is generally unnecessary to append feedback for correct answers, as there may not be much you would
say differently about the correct answers in generic feedback that you would in choice-specific feedback.
If choice-specific feedback is provided for the correct answer, it may not be necessary to provide
additional correct feedback.
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SkillCheck

‘m? \ H9-0 - January Holiday Deals - Microso” heck 1

o

/ Home Insert Page Layout References Mailings Review
— Next you want to use the mini toolbar to apply italics to

= iF the document heading. You have already selected the

agp heading.

& Calibri [Body]
=3 B I U - abe

Calibri (Boc #4111 '~ A"
Clipboard — N
BiI E¥-A-E

TN Perform the step to complete the task.

] Styles ]

&
Memo: Internal Distribution Only ) I
Steps

The steps in the SkillCheck will be listed here as you
= 3nightsforthe price of 2 in Paris, France CampIstinam)
»  Childrentravel free onall vacation packagestoFlorida

* Cruise packages extendedfrom 7nightsto 10 nights at no el

Thismonth we are pleasedto offerthefollowingfantasticdeals:

Forattention of Store Managers:

Please ensure all employees are briefed onthe details onthis month’s deals.

Developed SkillCheck page in the Player

A SkillCheck question presents the learner with a simulated application interface, and gives them a task
(or key steps from a task) to complete. This is not a full simulation — only some elements of the interface
are active. But there is enough interaction to allow the learner to complete the specified task, and to
react to some of the more common mistakes. The task is presented in a SkillCheck box. As the learner
completes each step in the task, it is listed in a Steps box.

A SkillCheck provides the functionality for the learner to perform click actions, text input paired with an
appropriate click action, menu-path selections, and drag-and-drop actions. However, auto-focusing of
text fields, click-and drag, and cursor changes cannot be supported.

There are six classes of interactions currently supported in SkillChecks:
e clicking/selecting interface elements
e inputting of text into fields
e rollovers
e right-clicking
e double-clicking
e drag-and-drop

Note: Drag-and-drop is implemented as the ability to click a selected object, an
icon for example, and, holding the mouse down, drag it to a new destination or
onto another virtual object.)
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Steps cannot finish on a user input action because text entered by the learner cannot be judged in
isolation. The inputted text can be judged only when linked to an interface element or the Player-supplied
Submit button.

For typing or keyboard interaction, you can ask the learner to use any of these keys:
e Alphanumeric keys
e Spacebar

e Delete (this only works on text that the learner enters in a field — it can't be used to trigger an
action, such as deleting a selected element)

Valid Steps: Selection of interface elements

Select Format — Borders and Shading
Select XML Document from the Save as type drop-down list and click Save

Valid Steps: Inputting of text into fields

Type passwordl123 in the Password text box and click OK
Enter marketing.pptin the File name text box and click Save

Valid Steps: Right-clicking and Double-clicking

Right-click the My Computer icon and select Properties
Double-click the My Documents folder

Valid Steps: Rollovers

Roll over the mini toolbar and click Bold

Valid Steps: Drag-and-drop

Drag the Orientation.doc file into the New_Employee folder

The following interactions are not currently supported in SkillChecks and should not be used:
e typing multiple lines of text
e click-and-drag

e scrolling
(using the scrollbar to move down the page)
e mouse pointer changes
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e pressing unsupported keyboard keys

e highlighting/selecting text or objects
(using click-and-drag method or Ctrl or Shift keys)

e auto-focusing of text fields

Invalid Steps: Inputting of multiple lines of text into fields

Type the following code:

<html>
<body>
Text
</body>
<html>

Invalid Steps: Click-and-drag

Drag the horizontal page break to ensure that column F is included on Page 1 of the spreadsheet

Invalid Steps: Scrolling

Scroll to the end of the screen and click Save

Invalid Steps: Mouse-pointer changes

Roll over the top right corner sizing handle until the mouse point changes to a double-ended
arrow and then resize the graphic to 8cm wide

Invalid Steps: Highlighting/Selecting

Highlight the Date field and the Location field
Highlight the first row of the table

Select the third word in the sentence
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add: Code Step | [ ] Use Submit Button Skillcheck

e audio file:  £376_aud_0083.we Graphic reference(s):
Character: Narrator Graphic Direction Add: Al text
Add: [[] Codefsyntax P '
- ~
Mext you want to use the mini toolbar to apply italics iSigstart
to the document heading. You have already selected B
the heading. Alt text
You have already selected the heading. The mini ~
toolbar is semi-fransparent.
v
Generic incorrect feedback (required to append) Generic correct feedback (optional to append)
The step to apply italics to the heading is listed in the You have successfully used the mini toalbar to apply
Steps box. Italics to the heading.
1. Step [ Correct action l[ Correct Drag & Drop action ” Input field ] Graphic referencefs):
Add: Keyboard sequence Graphic [ ] CodefSyntax Graphic Direction Add: [ ] Al text
Rollover the mini toolbar and click the ltalics button 015 - start- mini taolbar transparent b
016 - mini toolbar rolled over
017 - Ralics button highlighted
Keyboard sequence 018 - Italics hunqn pressed
The keyboard alternative to apply italics is Ctrl+l. ~ 019 - ltalics applied - Result M
Choice-specific feedback
3 Firstyou need to activate the mini toolbar and then

apply the Italics formatting.

SkillCheck question page in Synergy

When you add a SkillCheck in Synergy, it contains a Stem, two standard Steps, and generic feedback
fields. The Stem text field has an associated Graphic Direction field. Each Step includes a text field, an
associated Graphic Direction field, and a Choice-specific feedback field.

To build a basic SkillCheck page, you complete these steps:
1. Enter the stem text (task description) in the Stem field.
2. Click the Step button to add the required number of steps.

Note: A SkillCheck can contain between one and five steps.

3. Provide the interactions for each step (correct actions, drag and drop actions, or input fields).

4. Enter the choice-specific feedback for each step. This feedback, and a Try Again button, displays if
the learner completes a step incorrectly.

5. Enter the Generic incorrect feedback in the correct field. If the learner doesn't complete all steps
correctly, they will be told how many steps were correct, and this feedback will display.

6. Provide any necessary graphic direction or graphic references for the Stem and for the individual
steps.

7. Include alt text for the stem or individual steps as required.

8. Save the course.
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Adding Correct Actions
Each SkillCheck step, regardless of type, can consist of multiple actions.

1. StepE Correct action j[ Correct Drag & Drop action ” Input Field ]
Add: [ ] Keyboard sequence Graphic [] CodefSyntax

hd]

Correct action Add:

SkillCheck Step with Correct action in Synergy

An action can be loosely defined as an interaction with the simulated application. Take the two actions in
a SkillCheck standard step “Select File — New” for example. The first action is when the learner selects File
and the second is when the learner selects New.

In Synergy, you need to specify both File and New as correct actions within the SkillCheck step. The
designer will then assign hotspots to both elements on the background interface. When the learner
selects File, the interface will change to display an open File menu.

To add correct actions to the SkillCheck Synergy template, you complete these steps:
1. Identify the correct actions for the step
2. Click the Correct Action button to add the required number of correct actions for each step.

Note: With standard Steps, there is no maximum limit to the number of correct
actions you can add by clicking the Correct Action button. With user input and
coding steps, there is one single correct action associated with each step. By
default, this correct action will be defined in the Correct action (input) field.

3. Enter each screen element's name in the Correct action field. For example, File or OK. (Do not
enter "The File menu" or "The OK button".)

Adding Incorrect Actions
The SkillCheck template will automatically create hotspots on the page for each correct action (and these
hotspots are positioned by the Visual Designer).

Correct action Add: | Incorrect |

Incorrect

SkillCheck Correct action with Incorrect action in Synergy

If this is the only active hotspot on the page, there is no way for the learner to get the question wrong —
they can simply click all over the page until they find the hotspot. Incorrect actions are question foils, like
incorrect options in a Multiple Choice question. They create active hotspots on the page that the learner
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can click, but shouldn’t. As with incorrect options in Multiple Choice questions, the incorrect actions
should be plausible, but unambiguously incorrect.

e Anincorrect action can only be added beside an existing correct action — the Correct action area
includes an Add Incorrect button.

e Each correct action may have one or two defined incorrect actions.
e The Incorrect action field should contain the screen element name (like a Correct action field).

Adding Drag & Drop Actions
Only standard Steps support drag-and-drop actions.

Add: [ Incorrect object ” Incorrect target ]
Correct Drag Object

Correct Target

SkillCheck Drag & Drop action in Synergy

To add a correct drag-and-drop action, you complete these steps:

1. Click the Correct Drag & Drop action button associated with the step. This action creates Correct
Drag Object and Correct Target fields within the Step.

2. Specify the name of the drag object in the Correct Drag Object field.

3. Specify the name of the location where the drag object is to be dropped in the Correct Target
field.

Note: The drag-and-drop action should only be used to move small interface
elements such as icons and file names. This is because in order to replicate or
simulate the drag-and-drop action, the Visual Developer must be provided with
graphics of both the active and inactive states of the drag object and the before
and after states of the drop object. If these objects are large, it means their
graphics will be large and this could cause the SkillCheck to exceed its maximum
page size limit when completed by the Visual Developer.

To add an incorrect drag-and-drop action, you complete these steps:

1. Click the Incorrect object button to add an Incorrect object field beside the Correct Drag Object
field.

2. Specify the name of the drag object that learners can but shouldn’t drag in the Incorrect object
field.

Note: Each Correct Drag Object may have one or two defined incorrect drag
objects.
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3.

4.

Click the Incorrect target button to add an Incorrect target field next to the Correct Target field.

Note: Each Correct Target may have one or two defined incorrect targets.

Specify the name of the target field that learners can but shouldn’t drop a drag object on here.

Adding Input fields

Input field [] Password Field

Alt text
[] Default Yalue [ ] Facus

Correct action (input) Add:

SkillCheck Step Input field in Synergy

If the SkillCheck standard Step involves typing, you add an input field or fields as follows:

1.

Click the Input field button. Synergy adds three fields to the step: Input field, Alt text, and Correct
action (input) and an Incorrect button. If you select the Use Submit button checkbox, the Submit
button will automatically be assigned as the correct action for all user input and Coding steps in
the Try It. The Correct Action field will not be available for these steps.

In the Input field text field, enter the text to be typed.

In the Alt text field, enter the name of the field or interface element in which the text is being
typed.

In the Correct action (input) field, enter the name of the interface element that is being clicked or
selected to validate the text input.

Click the Incorrect button. This adds an Incorrect field beside the Correct action (input) field.

Enter the name of the user interface element that a learner can but shouldn’t click to validate the
input action in that field.

With each Correct action (input) field, you can associate a maximum of two Incorrect fields. You can also

add a maximum of two Input fields to a standard Step. Each input field will have the same associated

Correct action (input) and Incorrect actions. This is to allow for situations where you may want a learner

to enter text in two separate locations on screen before clicking a user interface button to validate the

inputs. To add the second Input field text field to the step, you click the Input field button again.

You can also customize the input field using the checkboxes provided:

Password field — Selecting the Password field checkbox specifies that any text typed in the input
field should be displayed as a series of asterisks.

Default Value — If the input field in the application interface contains text by default, you should
select the Default Value checkbox. This adds an Input field default text text field, in which you
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provide that default text. When the input field is displayed in the Player, the default text will
appear in it. The learner can then replace the default text by typing in the field.

Focus — If the focus of the page should jump automatically to the input field, you must select the
Focus checkbox to ensure this happens when the input field appears in the Player.

Setting up Input fields to work with the Submit button
Some text entry actions require validation by pressing a keyboard key. However, SkillChecks do not

support the pressing of a keyboard key as a means to validate a text entry action. To facilitate the

validation of a text entry that requires a keyboard press, a Submit button is provided by the Player. The

learner clicks the Submit button to validate the step.

To set up an Input step to work with the Submit button, you complete these steps:

Writing | Graphics

iAdd:[ Step ” Code Step ]Lls

I
SkillCheck Use Submit Button checkbox in Synergy

1. Select the Use Submit Button checkbox at the top of the Writing tab. This indicates to the Player
to embed a Submit button within the simulated interface of the SkillCheck.
2. Inthe Step command, write “Type [the text to be entered] and click the Submit button.”
Alternatively, you could write “Type [the text to be entered] and click Submit."
Input field : [] Password Field

Alt text
[] Defaulk Yalue [ ] Focus

SkillCheck Input field in Synergy

3.

Enter the text to be typed into the Input field text field.

Note: Using the Submit button in this way is not recommended for GUI-based
content, and should only be used with GUI-based content when explicit permission
to do so has been obtained from the SkillSoft LD.

Code Steps are used to enable learners to enter the correct pieces of code into a code segment.

2. Code Step (2] Graphic reference(s):
add: [ ] Keyboard sequence Graphic Graphic Direction Add: [ ] Alt text
[ﬁ] ~
v
Choice-specific feedback

SkillCheck Code Step in Synergy
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1. Click the Code Step button. This adds a Code Step, which contains a Code Step text field (with an
associated Graphic Direction field), a Choice-specific feedback field and a Correct Action (input
field). It also enables the Edit Code/Syntax button on the page, if it hasn’t previously been
enabled. And it adds a Step tabbed page for that step to the Code/Text Editor.

2. Enter the step text in the Code Step text field.

3. Click the Edit Code/Syntax button to open the Code/Text Editor.

Code/Text Editor X
whte  v|izv 7 B % 0 a B o — |Monospaced v | BB v step: <noselections - [] Case Sensitive
Step [2]-‘

["]Result Code Code

SkillCheck Code Step in Code/Text editor

4. Enter the code to be displayed for that particular step in the Code field on the relevant Step
tabbed page.

Note: By default, any code on screen will disappear when the step is complete. If
you want the code to persist on screen, you must re-enter it in the next step.

5. Select the code that you want the learner to type to complete the step.
6. Select the Step and Input number from the Step drop-down list in the Code/Text Editor.

Note: Each Code Step may have up to two Inputs. If you only want to associate one
input field with a particular code step, you just make a single selection from the
Step drop-down list.

7. If the text to be typed by the learner is case sensitive, select the Case Sensitive checkbox.
Otherwise ensure this checkbox is cleared.

' Step [2] | Result Code |

Result Codel V] Code
SkillCheck Result Code checkbox in Code/Text editor
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8. If the Code Step is the final step in the SkillCheck, determine whether or not you want code to be
displayed when that step is completed. If you want code to be displayed with the final step, select
the Result Code checkbox and enter the code in the Result Code tab. Otherwise, ensure this
checkbox is cleared.

9. Click the Save button to save your changes and close the Code/Text Editor.

10. Determine how judging of the input field is to be triggered. If you want the learner to click or
select an interface element to trigger judgment of the inputted code, complete the Correct action
(input) text field. Otherwise, select the Use Submit Button checkbox to ensure that the Submit
button is used to trigger judgment.

Note: In the Player, only the input box or boxes associated with the first Code Step
are visible to learners. All other input boxes associated with subsequent Code Steps
in the SkillCheck are hidden from view. They only become visible when the learner
reaches the Code Step and has successfully completed all other steps leading up to
that step. So in order to indicate to learners that there are further input boxes or
Code Steps for them to complete, the keywords MISSING CODE are used. In the
code associated with step one in the Code Editor, the learner replaces the correct
answers for subsequent steps in the SkillCheck with the keywords MISSING CODE.

When writing the step command for a Code Step, be sure to provide a context to indicate to the learner
where the missing code piece or pieces should be inserted. For example, indicate the function or
procedure where the missing code should be inserted.

Example Code Steps

Type buttonl.Text="Thank you’ to complete the Submit routine and click Submit

Type rmsadmin in the User name text box and click OK

You can change the default SkillCheck page setup by

associating code with the introductory Stem
e associating code with each Step
e adding a keyboard sequence to a Step or Steps

e adding generic correct feedback. This is a short sentence telling the learner they have successfully
completed their task

e editing the tab order

Displaying Code in a SkillCheck

In the SkillCheck template, you can associate code with both standard and Code Steps. However, a
learner will only be able to interact with code presented in a Code Step. Code presented in association
with a standard step is for presentation purposes only.
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You click the Edit Code/Syntax button to open the Code/Text Editor. The Code/Text Editor may contain
one or more tabbed pages — one for each page element which has its associated Code/Syntax checkbox
selected.

You enter the code to associate with each page element in its corresponding tab in the editor. The tabs in
the Code Editor are labeled Step [x], where x is the step number, for example Step [1]. You enter the code
associated with Step [1] in the tab labeled Step in the Code/Text Editor.

The tabs in the Code Editor may correspond to a standard Step or a Code Step. To differentiate between
the two types of steps within the Code Editor, note that only a Code Step activates the Step Input
functionality in the Step drop-down list in the editor. This functionality enables you to render elements of
the code as user-inputs.

Editing Tab Order

[5] Edit Hotspot Tab Order @

Step 1 v

v

Correct Action 2

Correct Action 3

Close

SkillCheck Edit Hotspot Tab Order dialog box

During a SkillCheck step, there are active hotspots on the screen — one for each action that has been
defined, correct or incorrect. The learner can navigate to these hotspots using the mouse, or by using the
Tab key to cycle through the hotspots. If the user is navigating using the mouse, they can visit the
hotspots in any order. However, if they are tabbing through the hotspots then they will visit the hotspots
in the order you define. This order should relate to the location of the hotspots in the interface, rather
than the correct action always being the first hotspot, followed by the first incorrect action, then the
second.

To define the hotspot order:
1. Click the Edit Hotspot Tab Order button.
2. Select the Step you want to edit from the first dropdown menu.
3. Select the action you want to edit from the second dropdown menu.

4. Click an action in the list, and use the Up and Down arrows to raise or lower it in the tab order.
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5. Click the Close button when you are finished.
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Question Set

Questions
You are an IT manager in a large corporation. You need to ensure

security in your department and therefare need to familiarize
yourself with key encryption and block cipher modes of operation.

First, you need to identify the correct keys to encrypt.

To do this, answer these questions in order.

Developed Question Set page in the Player

The Question Set template allows writers to create a set of related questions on a single subject. It is

useful in cases where there is too much content in a learning objective to be adequately tested by a single
question.

The individual questions in the Question Set stand alone. There may be an over-arching scenario, but
there should only be weak continuity between the questions. If you want there to be a strong connection
between the questions, you should use one of the Case Study templates.

[] Character dialog Question Set

1. Stem [#Z] Audio file: t376_aud_0064.we Graphic reference(s):

Character: Marrator
Graphic Direction Add: [ ] Alt text

Add: - crephic [] CodefSyntax - ' - : |
You are an IT manager in a large corporation. You :::[;W images ofencryption (keys, security locks, 5|

need to ensure security in your department and
therefore need to familiarize yourself with key
encryption and hlock cipher modes of operation.

First, you need to identify the correct keys to encrypt.

Prompt
To dothis, answer these questions in order.

Question Set page in Synergy

When a Question Set is created, it contains a Stem field (with associated Graphic Direction field) and a
Prompt field. The stem field establishes the activity the learner is being asked to practice, and the prompt
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directs the learner to answer the questions. The prompt is often standardized, either “Questions may be
selected in any order” or “To do this, answer the questions in order”.

The Question Set may contain between two and five questions. To add a question to the set, you right-
click on the Question set node, select Add Child Page, and then choose the child page to add from the
sub-menu. (Or you can open the Add menu and select Child Page.)

The question types you can add are:
e Click-in Graphic
e Multiple Choice Wide
e Multiple Choice Standard
e Multiple Choice Graphic Options
e Multiple Choice Fill-in Code
e Matching Standard Text
e Matching Standard Graphics
e Rank/Sequence
e Short Answer Text
e Short Answer Graphic
e SkillCheck

The Question Set allows you to nest questions. You can’t add a further level of nesting, because that
would be too confusing for the learner. So Case Studies, Question Sets, and RolePlays may not be added
to a Question Set.
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Drag and Drop Activity

Activity

There are three hazardous mechanical motions you may encounter Rotating Reciprocating Transverse
while working with machines in the workplace - rotating,
reciprocating, and transverse maotion.

Drag each hazardous motion to the machine that presents it.

Some machines may present more than one hazardous motion,
and some hazardous motions may match to mare than one
machine.

When finished, selectDone.

Done

_\Q\\_
8 7~
- . 8

Developed Drag and Drop Activity page in the Player

Drag and Drop Activities present the learner with
e aquestion or problem, described in the stem
e one or more draggable graphic options
e one or more targets to which the options may be dragged

The whole activity is graphic-rich and very flexible. The starting positions for the options and targets are
completely under the control of the designer; options and targets will be different sizes in different
questions (though all options in a question will be the same size); and the background graphic may

convey information. Unlike most Synergy questions, there is no shuffling of options or targets in a Drag
and Drop Activity. Everything has a fixed location.

A Drag and Drop Activity may take the following forms:
e asingle reusable option that is dragged to different target areas
e aset of options that must be matched to a set of targets

e multiple options that are dragged to a small number of reusable targets

There are three phases to the Drag and Drop Activity:

1. The Activity stage, where the learner is prompted to match the options and targets correctly.
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2. The Feedback stage, where the learner receives overall feedback and can receive choice-specific
feedback. The learner may then return to the Activity stage or advance to the Final Answer stage.

3. The Final Answer stage where the learner is presented with summary text and graphic. The
graphic may show the correct matches, or a result image.

The Activity should be high-impact content, tailored to the specific course rather than built to a standard
design template. The adaptability of the activity means it can be used to test higher learning levels in an
engaging way.

Writing | Graphics Standard »  TargetlayoutOption: 1 » Column{s) TargetSize: 2 «
Add: | Option Target /| Reusable targets || Immediate feedback | [] Timed Activity |30 Sec. | [C] Add Tooltips
1. Stem (%) ﬂﬁle:. ;ﬁ,au:;DSlﬁ.spx Graphic reference(s):
e P e Graphic Direction Add: [V]Alttext | GraphicText |
B Graphic bl -
See reference: Machine_Guarding_start png -

There are three hazardous mechanical motions you
may encounter while working with machines in the
workplace - rotating, reciprocating, and transverse
motion.

Alt text
The sixtypes of machines to consider are a metal =«
cutter, metal sheet roller, valve handle, material

Drag each hazardous motion to the machine that

cosonk it table, gears, and transmission beit. s
P ‘ Graphic Text
Three hazardous motions
Some machines may present more than one @

@\

hazardous motion, and some hazardous motions
may match to more than one machine,

L!J = Machines

(Ld]
@ & Valve handle
-
(@] A Option (2] Graphic reference(s): | |Matching Option(s): A, B
Graphic Option Direction =0 T VA 1. Target Add: (/] Graphic =] Graphic reference(s):
INo graphic. This is a text option -] K E Graphic Target Direction
. 2 L Visual of a metal cutter. -
Graphic Text
[EJ Rotating L Ll
=b Graphic Text
@ Metal cutter

Alt text -
|Rotating -

Alt text
Metal cutter: a machine with either vertical plates -
that move up and down or a rotating cutter.

Choice-specific feedback

A metal cutter presents a rotating shearing or
crushing hazard. It may also present a reciprocating
hazard if it moves in an up-and-down motion.

Drag and Drop Activity page in Synergy

When a Drag and Drop Activity page is created, it contains a text field for the Stem and a Graphic
Direction field. There is one Option, with Graphic Option Direction and Alt Text fields, and one Target,
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with Alt text and Choice-specific feedback fields. There is a text field for the Choice-specific feedback
prompt, and a text field and Graphic Direction field for the Final Answer.

To build a Drag and Drop Activity, you complete these steps:
1. Enter the question stem in the Stem field.
2. Enter the graphic direction for the overall activity in the initial Graphic Direction field.

3. Enable alt text if necessary. Since these activities are very graphic-intensive they are likely to need
detailed graphic direction and alt text.

4. Click the Option button as many times as necessary to add the required number of options.
5. Add Graphic Directions and Alt text for each option.
6. Click the Target button to add the required number of targets.

7. Add Alt text for each target. The target may itself be a graphic element, in which case you must
select the Graphic checkbox and add the necessary Graphic Direction.

8. Specify the matching option for each target by making a selection from the option list beside that
target. Some targets may be foils, in which case they won’t have a matching option.

9. Add choice-specific feedback for each target in the associated fields.
10. Enter a prompt for the choice-specific feedback in the Choice Specific Feedback Prompt field.
11. Enter activity summary text in the Final Answer field.

12. Add Final Graphic Direction to describe the Final Answer image.

The default mode for a Drag and Drop Activity is the same as a standard CCA question. The learner has
unlimited time available to answer the question, and can change their answer as often as they like until
they click the Done button.

The Activity also supports a Timed mode. When the Timed Activity checkbox on the Writing tab is
selected, the learner must complete the activity before the timer on the page runs out. The timer may be
set for between 10 and 90 seconds (the default is 30). When the time elapses the activity is judged on the
matches made so far.

There is also an Immediate feedback checkbox on the Writing tab. When this is selected, each match is
judged as soon as the option is dropped on the target. If the match is correct, positive audio feedback is
played, and the option is locked in place. If the match is incorrect, negative audio feedback plays, and the
option is removed.

The two modes can be combined.
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All of the option graphics in a particular activity must be the same size, but the size can differ from activity
to activity. When the first option graphic is added by the designer, that sets the option size for the page,
and all subsequent options must be the same size.

The options in an activity are reusable. This does not need to be specified by the writer, the writer can
always select the same option as a match for multiple targets.

The default is for each target to hold a single option. The target area is therefore the same size as an
option. There is a Reusable targets checkbox on the Writing tab. If you select this, each target can be
matched to multiple options. The target area will expand automatically when multiple options are
selected for the target, and all target areas will increase at the same time, even if only one is matched to
two options.

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 behaviour 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.

Graphic text can be added at multiple points in the activity
e The activity background graphic
e Each draggable option
e Eachtarget area
e The Final Answer graphic

You may also select the Add Tooltips checkbox on the Writing pane. This adds tooltip fields to all options
and targets. The tooltips were primarily added for Localization support, because translated graphic text
may be too large to fit the activity layout. Tooltips may also be used in English courses to discern the
image information if the graphics alone are not enough. Note if tooltips are used, direction should be
given in the Stem field to select each image to see the tooltip text. The direction should be worded as
“Select each image to see its label, if needed”.

Tooltip text should be kept short, bearing in mind the demands of localization. The tooltip has a
maximum width of 200 pixels, and will wrap at that point. However there is a hard limit in the Player of
two lines per tooltip. The Player will break the width limit before adding any extra lines. This can lead to
tooltips extending off the side of the screen. Note when tooltips are added, all tooltips fields must be
populated as sporadic empty fields cause problems for the Player.

Whether adding graphic text or tooltips, remember that the Drag and drop activity is supposed to be a
visual, graphic-based activity. Any onscreen text should appear in support of the graphics. If you find
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yourself writing more than a few words of onscreen text per element you should reconsider your activity
design.

You can enhance a Drag and Drop activity by
e Adding or removing options and targets
O You add items by clicking the Option or Target button at the top of the page
0 You remove items by clicking the bin icon next to them
0 You are allowed to have a different number of options and targets
e Adding audio production notes to the Stem (the Stem is the only voiced part of the activity)

e Choosing a different text field layout. The default text object layout has a width of 390 pixels. The
Wide layout is 770 pixels. The height of the text object is determined by the text, the box will
grow to accommodate all the text, and shrink if text is removed.

Note: This is true of Synergy 1.23.36. In a future build the designer will be able to set the
height and width of the text box, and the text will scroll if necessary.

e Adding an animation to the Final Answer stage

e Editing the generic feedback
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Case Study Templates

Overview

Case Study

Malltronic is a small Internet insurance firm, founded in 1997,
Malltronic has a very successful customer support section, and
you are the team lead. Your team recently had a CSS retire, and
you are beginning the recruitment process to fill the vacancy.

Recognize and overcome any obstacles to your team's success
by answering the questions in order.

I Question 1. | Question 2 | Quesfion 3 I

Developed Case Study Standard page in the Player

In a Case Study, the learner is presented with a scenario and asked a set of questions that relate to it. This
allows the writer to test complex learning objectives that can’t be adequately tested by a single question.

Case Studies are similar to Question Sets; however there are two important differences between the
templates:

e in a Case Study, the learner can return to the opening scenario at any time, and use the
information there to answer the question

e in a Case Study, the questions will develop the same scenario, and the learner should be directed
to answer the questions in order

There are six different types of Case Study. All use the same model of presenting a scenario in an
introductory page and asking a series of questions related to this scenario. They differ in the way that
scenario is presented in the introductory page.

The six Case Study types are
e (Case Study Standard
e (Case Study Explore List
e Case Study Explore Graphic
e (Case Study Simdia
e (Case Study Simdia Video Caption

e (Case Study Serial Multiple Choice
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The Case Study may contain up to five questions. To add a question to the set, you right-click on the Case
Study node, select Add Child Page, and then choose the child page to add from the sub-menu. (Or you
can open the Add menu and select Child Page)

The question types supported are the same as in a Question Set:
e Click-in Graphic
e Multiple Choice Wide
e Multiple Choice Standard
e Multiple Choice Graphic Options
e Multiple Choice Fill-in Code
e Matching Standard Text
e Matching Standard Graphics
e Rank/Sequence
e Short Answer Text
e Short Answer Graphic
e SkillCheck

Note: The Case Study Serial Multiple Choice doesn't support these question types.
This is explained in detail in the relevant section of this handbook.
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Case Study Standard

Overview

Case Stuty

Malltronic is a small Internet insurance firm, founded in 1997,
Malltronic has a very successful customer support section, and
you are the team lead. Your team recently had 2 CSS retire, and
you are beginning the recruitment process to fill the vacancy.

Recognize and overcome any obstacles to your team's success
by answering the questions in order.

Developed Case Study Standard page in the Player

The Case Study Standard is the basic case study format. The introduction contains a single, non-
interactive Text item that the learner can return to view at any time.

Building a Case Study Standard
[] Character dialog Case Study Standard

1. Textitem L2 xir:il: . tnsa_rerl:td;tlsaa.we (7= Graphic reference(s):
Add: | Graphic [] CodefSynkax Graphic Direction Add: [ ] Alt text
generic Malltronic image A

Malltronic is a small Internet insurance firm, founded
in 1897. Malltronic has a very successful customer
support section, and you are the team lead. Your
team recently had a CSS retire, and you are
beginning the recruitment process to fill the vacancy.

Case study prompt
Recognize and overcome any obstacles to your
team's success by answering the questions in order.

Case Study Standard page in Synergy

When a Case Study Standard is created, it contains a single Text item field (with associated Graphic
Direction field), and a Prompt field. The Text item field can contain multiple paragraphs, but no new Text
items can be added. The prompt text should make it clear to the learner whether the questions must be
answered in order or not.

Enhancing a Case Study Standard page
You can change the default Case Study Standard page setup by

e changing the width of the text containers

e adding character dialog
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Case Study Explore List

Case Study

Imagine your organization is undergoing scrutiny
when it comes to security protocols, and you are
the CEQ.

® Gene, the CIO

* Donald, the IT manager

» Rex the security manager

® Marsha, the product developer

(&)
“Ive just detected a hacker in our system. It
appears damage is minimal, but | canttell if he
or she gained access to sensitive company
information. | need to frack down the sources of
security breaches."

Select each of your employees' names to discover
what their concerns are. Then answer the
questions in order.

Developed Case Study Explore List page in the Player

In a Case Study Explore List, the home page for the case study is an Explore List type page. The learner is
presented with a series of Text items and can click each item to read more detailed associated text. This
allows you to present more information than the Case Study Standard page.

Add: Character dislog () Bulleted () Numbered Case Study Explore List
1. Text item @ Audio file: t5_aud_0336.we Graphic reference(s):
Character: Narraar Graphic Direction Add: [ ] Al kext
Add: saphie [] CodefSyntax - :
~
Imagine your organization is undergoing scrutiny
when it comes to security protacols, and you are the 3
CEOQ. —
l' List kem Text Audio file:t5_aud_0337.we Character:Gene
Add associated material: ] Text [_] Graphic “I'm trying to figure out how to protect sensitive
Gene, the CIO company data, while allowing access to authorized
hd employees, partners, and customers. Ideally, I'd like
to require authorization from me personally, but that
would cripple the business.”
2. List ikem Text Audio file:tS_aud_0338.we Character:Donald
Add associated material: [v] Text [] Graphic "I'm installing software that will allow unrestricted
|a]Donald, the IT manager wireless uploading and downloading of corporate
hd data. This will help productivity, but could be
dangerous without clear policies on how to protect
this data.”

Case Study Explore List page in Synergy

The Case Study Explore List page is built like a standard Explore List page — it contains the same default
fields, and the same optional additions. The only difference is that the Prompt field on this page is a Case
Study Prompt — as well as directing learners to view the associated material, it tells them to answer the
case study questions.
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Case Study Explore Graphic

Case Study

You are preparing to interview for the position of
senior accounting clerk. Select the learning aid
Senior Accounting Clerk to review some of the job
requirements for this job. You have many
application forms and want to screen them down to
amanageable number.

1894-1996, Accounting certificate.

1996-2000, Pen Community College, Pensions
Clerk.

2000-2003, Temporary senior accounting clerk
responsible for computerized accounting
records.

Select each name to review extracts from each
candidate's application. Then answer the
guestions, in order.

Developed Case Study Explore Graphic page in the P

layer

In a Case Study Explore Graphic, the home page for the case study is an Explore Graphic type page. The

learner is presented with a series of graphic hotspots, with or without labels, and they can click each item

to read more detailed associated text.

Add: | Hotspot/label

(%] Audio file: t5_sud_0342.we
Character: Narrator

[] character dialog

1. Text item

Add:

You are preparing to interview for the position of
senior accounting clerk. Selectthe learning aid
Senior Accounting Clerk to review some ofthe joh
requirements for this joh. You have many application
forms and want to screen them down to a
manageable number.

Case Study Explore Graphic
(=] Graphic reference(s):
Graphic Direction Add: [ | Alt text
~

| €

[T 1. Hotspot/label [] Publish label
Add associated material: [ | Graphic Text

Emily

Case Study Explore Graphic page in Synergy

Text (2] Audio file:tS_aud_0343.we Character:Narrator

1994-1996, Accounting cettificate.

1996-2000, Pen Community College, Pensions
Clerk.

2000-2003, Temporary senior accounting clerk
responsible for computerized accounting records.

The Case Study Explore Graphic page is built like a standard Explore Graphic page — it contains the same

default fields, and the same optional additions. The only difference is that the Prompt field on this page is

a Case Study Prompt — as well as directing learners to view the associated material, it tells them to

answer the case study questions.
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Case Study SimDia

Overview
Case Study

You are talking with Imogene, a ClO with Gulliver, Inc. Ater only
three years, her company has grown from 50 to over 1000
employees, and she is struggling to keep up with IT
requirements. Determine which key customer requirement she is

Narrator:  Our company was growing so fast, itwas all |
could do to keep up. | admit | authorized many IT
purchases to solve specific problems, just to get

illustrating in her following staterments. by.
Narrator:  However, now that our growth has leveled out, we
Review the case study, then answer the questions that follow. have to streamline our IT operations.

Developed Case Study SimDia page in the Player

In a Case Study SimDia, the home page for the case study is a SimDia type page. The learner follows along
while two or more characters discuss an issue, and then answers questions related to the situation.

Building a Case Study SimDia

Add: | Dialog ["] characterjLabel [] Graphic for each dialog Character dialog Case Study Simdia
1. Text tem (=] xacﬁtl:r ' :15;:::;0121.14\!6 (=] Graphic reference(s):
B ' Graphic Direction Add: [ ] Alt text
Add: Graphic
: " " ] ¥
You are talking with Imogene, a CIO with Gulliver, Inc. ey concept: leamer is tal‘klng with Imogene =
(could be on the phone or in person).
After only three years, her company has grown from 2
50 to over 1000 employees, and she is struggling to
keep up with IT requirements. Determine which key
customer requirement she is illustrating in her
following statements.
E bialog audio file: t5_aud_0122.we [2] Graphic reference(s):
Character: Narrator Gromhic Directs Add: [] Ak text
Our company was growing so fast, itwas all | could ophic Direction ' &
do to keep up. | admit | authorized many IT purchases Imogene N
[¥lto solve specific problems, just to get by.
v

Case Study SimDia page in Synergy

The Case Study SimDia page is built like a standard Sim Dialog page — it contains the same default fields,
and the same optional additions.
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Case Study SimDia Video Caption

Overview

| sample topic el
Fallow along as Alex, an anline advertiser, and Lucy, a marketing manager far a technology e-zine, discuss a new campaign. 2
Review the case study, then answer the questions that follow.
AlE I've been gaoing over the details of your company's contract, and frankly, It isn't good enough.

Developed Case Study SimDia Video Caption page in the Player

In a Case Study SimDia Video Caption, the home page for the case study is a Sim Dialog Video Caption

type page. The learner follows along while two or more characters discuss an issue, and then answers

questions related to the situation.

Building a Case Study SimDia Video Caption

Witing

Edit Wideo Timeline

|
Graphics |

CharacterLabel Graphic For each dialog Character dialog

Video Case Study Simdia Video Caption Temp

@ Audio file: £3_aud_0011.spx

1. Caption
Characker: MNarrator

Add: Graphic
Follow along as Alex, an online advertiser, and Lucy,

a marketing manager for a technology e-zine,
discuss a new campaign.

Video
Platform Filename
deskbop  13_vid_0023

Scene Attire

office husiness wear

E] Graphic referenceds):

Yideo & Graphic Direction Add: [] Alt text Graphic Text

A~

b

Props
none required

Eharacterflahel Dialog E] Audio file: £3_aud_0012.spx

Characker: Alex

Ive heen gaing over the details afyour company's

contract, and frankly, it isn't good enough.
]

E] Graphic reference(s):

Yideo & Graphic Direction Add: Alk text Graphic Text

Required: Alex, Angry, making choppy hand »~
gestures

b
Alt text
Alexiz angry and is making chapping, jerky »~
gestures with his hands.

b

Case Study SimDia Video Caption page in Synergy
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The Case Study SimDia Video Caption page is built like a Sim Dialog Video Caption page — it contains the
same default fields, and the same optional additions.
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Case Study Serial Multi Choice

Case Study
You have been asked to select some competency statements for the
position of a human resources assistant. You have a list of some of

the task requirements for the job. Now choose the responses which
bestindicate an effective competency statement.

Select Explore mode to try all possible options without being scored.
Choose Score mode to test your own performance.

: § I TScore. |
Developed Case Study Serial Multi Choice start page in the Player

The Case Study Serial Multiple Choice template presents the learner with a scenario and a set of Multiple
Choice questions related it. These questions must be viewed in sequence. The learning objective being
tested is broken down into a set of attributes, and each question in the sequence tests one of these

attributes. The questions are not marked "correct", "incorrect", and "partially correct". Instead, the
learner’s answer is given a rating, ranging from "Appropriate" to "Catastrophic".

Case Study

©  Reports will be accurately word processed by the job
holder.

¢ The job holder will word process reports with correct
spelling and grammar.

Task Requirements
Compiles and types reports from employment records using a
word processor--uses good English.

Select each answer choice to explore responses and feedback.

Developed Case Study Serial Multi Choice question page in the Player

Learners have a choice between answering the questions in Explore or Score mode. In Score mode, the
learner chooses an answer to each question, is given feedback, and moves on automatically to the next
page. In Explore mode, the learner can view the feedback for as many options as they choose, and move
on to the next question whenever they like.
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The Case Study Serial Multi Choice is used to practice making decisions, problem-solving strategies,
processes in a flowchart, and how to create graphics or charts. It can also be used in dialog scenarios,
where the learner is interacting with another character.

Case Study Serial Multi Choice

[#Z] Audio file: t5_aud_0285.we (=] Graphic reference(s):
Character: Narrator
Add: Character dialog

You have been asked to select some campetency
statements for the position of a human resources
assistant. You have a list of some ofthe task
requirements for the job. Now choose the responses
which best indicate an effective competency
staternent.

1. Text item
Graphic Direction Add: [ ] Alt text

Characteristics
Attributes

Attributes

0 using the active voice 4
1 ysing action verbs 5
2 writing specific competencies 6

3 writing measurahle competencies

Case Study Serial Multi Choice page in Synergy

When a Case Study Serial Multi Choice template is created, it contains a Text item field, with associated
Graphic Direction field. The Text item field can contain multiple paragraphs, but no new Text items can be
added.

The page also contains a dropdown menu, allowing you to choose between three types of characteristic.

Attributes are the characteristics that are tested by the Multiple Choice questions in the Case Study. Each
question tests the learner’s mastery of an attribute, and the combination of attributes is a tested learning
objective. The attributes should be sentence fragments. (See Feedback pages section below for details.)

Characteristics

Ratings

0 Appropriate
1 Fair
2 Inappropriate

3 Catastrophic

Case Study Serial Multi Choice ratings characteristics

Ratings are a required characteristic. There are four ratings set by default — Appropriate, Fair,
Inappropriate, and Catastrophic.
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Characteristics

Thveshoid g

Threshold

Threshold %: (1-100)

(=] Audio file: t5_aud_0284.we 0

Character: Marrator
Add: Character dialog

Threshold Response Text

Threshold Feedback:

@ Graphic referencels):
Graphic Direction Add: [ | Al text

Case Study Serial Multi Choice Threshold settings

The Case Study may contain a Threshold value. If the learner’s percentage score in the Case Study falls
below this threshold (or the learner selects an option with a rating of Catastrophic), the Case Study ends
immediately and a Threshold feedback page appears. This page may contain Threshold response text,
Threshold feedback, and a feedback graphic. (See Feedback pages section below for details.)

Threshold Scoring
Learners begin a Case Study Serial Multiple Choice with the highest score possible. Each Response Choice
has a rating associated with it, and each rating has a point value:

e Appropriate: O points
e Fair: 1 point
e Inappropriate: 2 points

Points are deducted from the starting high score as the learner progresses through the Case Study; for
each appropriate answer, no points are deducted; for each fair answer, 1 point is deducted, and so on.
Once the learner falls below the passing percentage, the Case Study is terminated and the learner is
encouraged to try again.

To set scoring:

1. Determine the starting high score by multiplying the number of child pages in the Case Study
Serial Multiple Choice by 3 to get a starting high score.

2. Determine an acceptable passing percentage. If a learner has a percentage score less than the
passing percentage at any time throughout the Case Study, he is forced to exit.

3. Determine the threshold score by multiplying the starting high score as discussed in Step 1 by the
passing percentage decided upon in Step 2.

Writing Tab Manual Writing_Tab_Manual
Last saved by: Fionnuala O'Donnell Date: 30 October 2014 Page 188 of 266



Example

In this example, a Case Study has five child pages.

Starting high score: 5 (# of child pages) x 3 = 15

Acceptable passing percentage: 60%

Threshold score: 15 (starting high score) x 60% (passing percentage) =9

In this same example, to trigger an exit of the Case Study (threshold set at 60%), the learner can
make the following choices:

Scene 1: Learner chooses the Fair response; subtract 1, total score is now 14 (93%)

Scene 2: Learner chooses the Inappropriate response; subtract 2, total score now 12 (80%)
Scene 3: Learner chooses the Inappropriate response; subtract 2, total score now 10 (67%)
Scene 4: Learner chooses the Fair response: subtract 1, total score now 9 (60%)

This score triggers the display of the threshold exit response and feedback, and the Case Study
Serial Multiple Choice ends. Higher passing percentages make it more likely that learners will
trigger the Threshold exit option. Thresholds should be set higher when the actual consequences
of inappropriate responses would result in a premature end to the interaction.

To add a child page to a Case Study Serial Multi Choice template, right-click the page node and select Add
Child Page - Serial Branch.

[ ] Character dialog Serial Branch

Audio file:  t5_aud_0304.we "% | Graphic reference(s):

1. Text item
Character: Narrator

Graphic Direction Add: [ | Alt text
A person typing on a computer kevhoard. A

Add:

Task Requirements
Compiles and types reports from employment
records using a word processor--uses good English.

Response Choices {4 max)

Reparts will be accurately word processed by the job
holder.

The job holder will word process reports with correct
spelling and grammar.

Case Study Serial Multi Choice Serial branch page in Synergy
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Each Serial Branch page contains a Text item field (with associated Graphic Direction field) and four
Response Choice fields. No additional Text items or Response Choices can be added. At least two
Response Choices must be entered, the third and fourth are optional. You also have the option of using
character dialog in the question.

Response Choices {4 max) 2. Response Audio Text : | Audio file: t5_aud_0307.we
’ Character: Narrator

Reports will he accurately word processed by the job
P y P e Add: ¥ Graphic
holder.
This is an active voice statement of this knowledge

and skill competency.
The job holder will word process reports with correct

spelling and grammar.

L | Graphic reference(s):
Graphic Direction Add: [ Alttext

person typing on a computer keyboard ;[
[

Response Attribute Response Rating
|D - using the active voice ﬂ ID - Appropriate ﬂ

Response Feedback Text
Good. This statement uses the active voice

Case Study Serial Multi Choice Serial Branch page Response Choice settings

When a Response Choice field is selected, a set of associated options and text fields is displayed.

First, select the Response Attribute and Response Rating from the drop down lists. The Response
Attribute is the learning element being tested by the question. Every Response Choice in a question must
have the same Response Attribute, because they are all testing the same thing. There are four possible
Response Ratings — Appropriate, Fair, Inappropriate, and Catastrophic. At least one of the Response
Choices should have an Appropriate rating, as the most correct answer. The other Response Choices can
have any combination of other ratings. Multiple responses can have the same rating, and not all of the
ratings need to be used.

If the learner selects a response with a Catastrophic rating in Score mode, the Case Study ends
immediately. The learner doesn’t see the remaining questions because this answer disqualifies them from
continuing the scenario. Accordingly this option should only be used for options that really are disastrous
—answers to interview questions that would effectively end the interview, for example, or responses to
health and safety situations that would endanger the learner in real life.
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Case Study

& Repors will be accurately word processed by the job
holder,

" The job holder will word process reports with correct
spelling and grammar.

You need to use a more active voice in writing this knowledge and
skill competency.

Poot. This is using the passive voice.

Developed Case Study Serial Multi Choice question feedback page in the Player

The Response Audio Text will display in the same position on the page as the question did. This text
should relate the question to the attribute that was tested. The Response Feedback Text is more detailed
feedback. It rates the learner’s response, and explains why the response merited that rating.

There are two feedback pages that may be presented to the learner at the end of a Case Study Serial
Multi Choice. Both pages are only shown if the Case Study is taken in Score mode. The Threshold
feedback page is shown if the learner selects an option that has been rated Catastrophic, or a
combination of options that takes their score below the threshold. The standard feedback is shown after
all questions have been answered, or after the Threshold feedback page.

Characteristics

Threshold &3

Threshold

Threshold %: (1-100)
99

Threshold Response Text Audio file: t5_aud_0284.we
Character: Narrator

3 Graphic i
Add : i Character dialog A Threshold Feedback:
"‘r‘qu u‘b\nnus!\f dgn‘t know what you're talking about. You have not managed fo select appropriate
This discussion is over.” competency statements. Remember, comptency

statements should clearly describe the skills needed
for the position. You'll now be exited from the

Graphic reference(s): RolePlay.
Graphic Direction Add: [ ] Alt text
»|
|
Case Study Serial Multi Choice Threshold settings
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Case Study

& Repors will be accurately word processed by the job
holder,
¢ The job holder will word process reports with correct
spelling and grammar.
L

"“You ohviously don't know what you're talking about. This
discussion is over."

You have not managed to select appropriate competency
statements. Remember, comptency statements should clearly
describe the skills needed for the position. You'll now be exited from
the RolePlay.

Econtiue=)

Developed Case Study Serial Multi Choice Threshold feedback page in the Player

The Threshold feedback page shows the last question the learner answered, and up to three feedback
items: Threshold Response Text, Threshold Feedback, and a feedback graphic. If the Case Study has been
in the form of a dialog, the Threshold Response text may be a final statement that ends the dialog. The
Threshold Feedback is not voiced, and is not in character — it is impersonal guidance for the learner.

Remember that the Threshold responses could be triggered at any time in the Case Study. They should be
generic, i.e. not referring to any particular question in the Case Study.

Case Study

Summary
Content attributes on which you did well:

® Lsing the active woice
Caontent attributes on which you need improverment:

® writing measurable competencies

® writing specific competencies

® sing action verhs
Summary of choices:

1 Appropriate
0 Fair
3 Inappropriate

Select Try Again to re-enter the Case Study from the heginning, or
select the Hext Page hutton to continue the course.

. e

Developed Case Study Serial Multi Choice standard feedback page in the Player

The standard Case Study feedback is shown after all questions in the Case Study have been answered, or
after the Threshold feedback page if that has been triggered. This page shows the content attributes on
which the learner needs to improve as a series of bullet points.
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Single Path RolePlay

RolePlay

You're the general manager of a small electronics manufacturer,
Recently, your company began working on a new project to develop
aline of small and affordable portable music players. You've already
linked plans with people by putting together the projectteam.

The project is a few weeks into the schedule, butitisn't on track
creatively. After a team meeting, you're speaking with your project
manager, Anna.

SelectExplore mode to try all possible options without being scored.
Chonse Score mode to test your own performance.

Explore __Score . VideoOn

Developed Single Path RolePlay start page in the Player

The Single Path RolePlay template presents the learner with a dialog-based scenario and a set of Multiple
Choice questions related to that scenario. These questions must be viewed in sequence. The learning
objective being practiced or tested is broken down into a set of attributes, and each question in the
sequence practices or tests one of these attributes. The questions are not marked "correct", incorrect"”,
and "partially correct". Instead, the learner’s answer is given a rating, ranging from "Appropriate" to
"Catastrophic".

Learners have a choice between answering the questions in Explore or Score mode. In Score mode, the
learner chooses an answer to each question, is given feedback, and moves on automatically to the next
page. In Explore mode, learners can view the feedback for as many options as they choose, and move on
to the next question whenever they like.

RolePlays can be developed with video enabled or with video disabled. When video is disabled, all images
in the RolePlay are presented as static images. When video is enabled, with the exception of the visuals
associated with the opening and closing pages, all visuals within the RolePlay are presented in video
format. However, the learner can choose to turn the video off and revert to a static presentation format if
desired.

The Single Path RolePlay template is always used to present interactive dialogs. Non-dialog scenarios
should be presented in the Case Study Serial Multi Choice template.
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Video Single Path Roleplay Temy

1. Text item [#] Audio file: t47_sud_D00D.spix [72] Graphic reference(s):
. Character: Narrator

Add: Character dialog

‘You're the general manager of a small electronics
manufacturer. Recently, your company began
working on a new project to develop a line of small
and affordable portable music players. Youve already
linked plans with people by putting together the
projectteam

Video & Graphic Direction Add: [ ] Alt text
CM: Anna N

The project is a few weeks into the schedule, butit
isn't on track creatively. After a team meeting, you're
speaking with your project manager, Anna

Scene Attire Props
Office scene Anna is professionally dressed. Mone required.

Characteristics
Attributes w

Attributes

0 soliciting the input of the people invalved 4 changing consequences of actions
1 asking probing guestions 5
2 debating and validating assumptions 6

3 inviting open and candid communication

Single Path RolePlay start page in Synergy

When building a Single Path RolePlay, you must first decide whether you want it to be video-enabled or
not. To ensure the Single Path RolePlay is video-enabled, you select the Video checkbox.

Note: You must first ensure that video is enabled at course level. Otherwise, the
Video checkbox will be disabled.

If you wish to disable Video in the Single Path RolePlay, you clear the Video checkbox.

By default, the Single Path RolePlay is added with two pages:

e Single Path RolePlay — this is the introductory page to the RolePlay, and is used to set the scene,
and specify the attributes, ratings, and threshold for the RolePlay.

¢ Single Path RolePlay Branch — this is a child page in the RolePlay. You can add more Single Path
RolePlay Branch pages as necessary to create the RolePlay. It is on these Branch pages that the
learner interacts with the RolePlay.

When Video is enabled in a Single Path RolePlay, all of the Graphic Direction fields are renamed as Video
& Graphic Direction. On the Single Path RolePlay page, three new fields are added: Scene, Attire, and
Props. And on the individual Branch pages, a Video section is added containing Platform information and
a Filename field.
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To complete the Single Path RolePlay page, you must follow these steps:

1. Determine whether or not video should be enabled on the page by selecting or clearing the Video
Checkbox as appropriate

2. Enter the introductory text in the Text Item field

3. Complete the Graphic Direction field (or Video & Graphic Direction field, and Scene, Attire, and
Props fields if video is enabled)

4. Edit the Characteristics of the Single Path RolePlay (See Editing RolePlay Characteristics for
detailed information on how to do this.)

The Single Path RolePlay template contains a drop-down list, allowing you to choose between three types
of characteristic:

e Attributes
e Ratings, and

e Threshold

Characteristics
Attributes v

Attributes

0 soliciting the input of the people involved 4 changing consequences of actions
1 asking probing questions 5

2 debating and validating assumptions [

3 inviting open and candid communication
Single Path RolePlay Attributes characteristics

Attributes are the characteristics that are practiced or tested by the Multiple Choice questions in the
RolePlay. Each question practices or tests the learner’s mastery of an attribute, and the combination of
attributes is a learning objective. The attributes should be sentence fragments. (See Feedback pages
section below for details.) To add an attribute, you simply type the attribute text in one of the Attribute
fields (0 through 6). You should complete these fields in numerical order, starting with 0. At a minimum
one attribute must be provided for the RolePlay.
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Characteristics

Ratings __Jg

Ratings

0 Appropriate
1 Fair

2 |nappropriate

3 Catastrophic

Single Path RolePlay ratings characteristics

Ratings are a required characteristic. There are four ratings set by default — Appropriate, Fair,
Inappropriate, and Catastrophic. These ratings should not be edited.

Characteristics
Threshold

Threshold

Threshold %o: (1-100)

Threshold Response Text [#z] Audiofile: t5_aud_0388.we
Character: Marrakor

Add: | Character dialo
: Threshold Feedback:
Graphic referencels):
Graphic Direction Add: [ ] Al text
s
w

Single Path RolePlay Threshold settings

The RolePlay may contain a Threshold value. If the learner’s percentage score in the RolePlay falls below
this threshold (or the learner selects an option with a rating of Catastrophic), the RolePlay ends
immediately and a Threshold feedback page appears. This page may contain Threshold response text,
Threshold feedback, and a feedback graphic. (See Feedback pages section for details)

Threshold Scoring
Learners begin a Single Path RolePlay with the highest score possible. Each Response Choice has a rating
associated with it, and each rating has a point value:

e Appropriate: 0 points
e Fair: 1 point

e |nappropriate: 2 points
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Points are deducted from the starting high score as the learner progresses through the RolePlay; for each

appropriate answer, no points are deducted; for each fair answer, 1 point is deducted, and so on. Once

the learner falls below the passing percentage, the RolePlay is terminated and the learner is encouraged

to try again.

Setting Scoring
To set scoring in a RolePlay:

1.

Determine the starting high score by multiplying the number of child pages in the Single Path
RolePlay by 3 to get a starting high score.

Determine an acceptable passing percentage. If a learner has a percentage score less than the
passing percentage at any time throughout the RolePlay, he is forced to exit.

Determine the threshold score by multiplying the starting high score as discussed in Step 1 by the
passing percentage decided upon in Step 2.

Example

In this example, a RolePlay has five child pages.

Starting high score: 5 (# of child pages) x 3 =15

Acceptable passing percentage: 60%

Threshold score: 15 (starting high score) x 60% (passing percentage) =9

In this same example, to trigger an exit of the RolePlay (threshold set at 60%), the learner can
make the following choices:

Scene 1: Learner chooses the Fair response; subtract 1, total score is now 14 (93%)

Scene 2: Learner chooses the Inappropriate response; subtract 2, total score now 12 (80%)
Scene 3: Learner chooses the Inappropriate response; subtract 2, total score now 10 (67%)
Scene 4: Learner chooses the Fair response: subtract 1, total score now 9 (60%)

This score triggers the display of the threshold exit response and feedback and the RolePlay ends.
Higher passing percentages make it more likely that learners will trigger the Threshold exit
option. Thresholds should be set higher when the actual consequences of inappropriate
responses would result in a premature end to the interaction.

The Single Path RolePlay is created with one Branch page or child page. To add another child page to the

RolePlay, you complete this step:

Right-click the page node and select Add Child Page - Single Path RolePlay Branch.
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Character dialog Single Path Roleplay Branch Temj

. Audio file: £47_aud_0002.spx (2] Graphic reference(s):
’ Character: Narrat
add: Sracen TarEer Video & Graphic Direction Add: Al bext
CM: Anna ~

"It's good to talk to you. | think that meeting went really

well" Suggestion: Anna is pleased.

Alt text
Anna says, happily A

Video

Platform Filename
deskbop  147_vid_0033

Response Choices {4 max)

I'm glad you're happy. | do want to talk to you about
how everything's going. This is your firsttime as a
project manager, and yvou have a number of new
team members from other departments

You're very enthusiastic. That's great. | really wanted
1o talk to you about the project and how you think
everything is going.

To help you along, | took some notes. Il make sure
you get a copy ofthemn so you can incorporate my
suggestions about running the project.

Single Path RolePlay Branch Page in Synergy

Each RolePlay Branch page contains a Text item field (with associated Video & Graphic Direction, Video
Platform and Video Filename fields) and four Response Choice fields.

No additional Text items or Response Choices can be added. At least two Response Choices must be
entered, the third and fourth are optional.

The Video Platform field is auto-populated and reflects the platform for which the video has been
enabled for. The Video Filename is populated by the visual designer and reflects the filename of the video
segment that should be played on the RolePlay Branch page.

The Character dialog checkbox is selected by default. This should not be cleared — the Single Path
RolePlay template should always present a character dialog.

Note: If you need to practice conceptual content that is not character-driven, and
wish to use the type of serial questioning employed in the Single Path RolePlay, the
Case Study Serial Multi Choice is a suitable alternative template.

Single Path RolePlay Branch pages contain a single Text Item and associated (Video &) Graphic Direction
field, as well as a Video section if video is enabled. They also contain four Response Choice fields.

When you click each Response Choice field, a number of associated fields and settings are displayed:
e Response Audio Text field, with Audio Production Notes button and Graphic checkbox
e Response Attribute drop-down list
e Response Rating drop-down list

e Response Feedback Text field
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e Video section (if video is enabled) with Platform information and Filename field

Response Choices (4 max)

I'm glad vou're happy. | do want to talk to you about
how evergthing's going. This is your firsttime as a
project manager, and you have a number of new
team members from other departments.

You're very enthusiastic. That's great. | really wanted
to talk to you about the project and how you think
everything is going.

To help you along, | took some notes. Il make sure
vou get a copy of them so you can incorparate my
suggestions about running the project.

Video

Platform Filename
desktop 147 _vwid_0034

Single Path RolePlay Response Choice settings

1. Response Audio Text (#] Audio file: t47_aud_0004,spx
: Character: Marrator

Add: [] Graphic

"The team is mostly engineers. Butwe also have
members from the Accounting and Product
Development Departments. The team is progressing
nicely."

Graphic reference(s):
Yideo & Graphic Direction Add: Alk kext
CM: Anna A~
Suggestion: Anna is pleased,l
-
Alt text
Anna says, pleased ~
v

Response Attribute Response Rating

0 - soliciting the input of the people involved % | |0 - Appropriate %

Response Feedback Text

This is an appropriate response. It's important to
seek the input of people involved in operations and
encourage them with cross-functional collabaration.

To complete a Single Path RolePlay Branch page, you follow these steps:

1. Enter the opening dialog from the RolePlay Character (or one of the Characters) in the Text Item

field.

2. Provide Audio Production notes as necessary for this Text Item, indicating at a minimum the

Character name, and also indicating any pronunciation notes, or information about voice or tone

as required.

3. Complete the Video & Graphic Direction field, indicating the Character name at a minimum

4. Select the Alt Text checkbox, and in the Alt Text field that appears, provide alt text indicating
which character is speaking, and providing information on their voice, actions, and tone as

required.

5. Determine how many Response Choices are required

6. For each Response Choice that is required, select the Response Choice field and enter the text for
the Response Choice. This text is the answer or response that the learner makes to the

Character’s dialog in the Text Item.

Note: Response Choices are not automatically randomized by the Player, so you
must ensure that you add them in a random order. In other words, make sure that
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the first choice is not always the Appropriate choice, and the second choice not
always the Fair choice, etc.

7. Inthe Response Audio Text field, enter the Character’s dialog response to the learner’s Response
Choice.
The Response Audio Text will display in the same position on the page as the question did. This
text should relate the question to the attribute that was practiced or tested. The Response
Feedback Text is more detailed feedback. It rates the learner’s response, and explains why the
response merited that rating.

8. For video-enabled courses, or for static courses where you require a graphic change with the
Character’s response, you must select the Graphic checkbox associated with the Response Audio
Text field, and provide (Video &) Graphic Direction indicated the Character name and any other
relevant information.

9. Select the appropriate attribute for the Response Choice from the Response Rating drop-down
list.
The Response Attribute, indicated using the Response Attribute drop-down list, is the learning
element being practiced or tested by the question. Every Response Choice in a question must
have the same Response Attribute, because they are all practicing or testing the same thing.

10. Select the appropriate rating for the Response Choice from the Response Rating drop-down list.
There are four possible Response Ratings — Appropriate, Fair, Inappropriate, and Catastrophic.
These are indicated using the Response Rating drop-down list. At least one of the Response
Choices should have an Appropriate rating, as the most correct answer. The other Response
Choices can have any combination of other ratings. Multiple responses can have the same rating,
and not all of the ratings need to be used.

If the learner selects a response with a Catastrophic rating in Score mode, the RolePlay ends
immediately. The learner doesn’t see the remaining questions because this answer disqualifies
them from continuing the scenario. Accordingly this option should only be used for options that
really are disastrous — answers to interview questions that would effectively end the interview,
for example, or responses to health and safety situations that would endanger the learner in real
life.

11. Enter the narrator’s feedback to the learner in the Response Feedback Text field.
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RolePlay

¢ I'mglad you're happy. | do want to talk to you about how
everything’s going. This is your firsttime as a project
manager, and you have a number of new team members
from other departments.

(O You're very enthusiastic. That's great. | really wanted to talk
to you about the project and how you think everything is
going.

() To help you along. | took some notes. Il make sure you
~ geta copy ofthem so you can incorporate my suggestions
about running the project

“Its good to talk to you. | think that meeting went really well.”

Choose the correct option and then select Done.

Exit RolePlay
Developed Single Path RolePlay question page in the Player

RolePlay

I'm glad you're happy. | do wantto talk to you about how
evenything’s going. This is your firsttime as a project
manager, and you have a number of new team members
from other departments.

You're very enthusiastic. That's great. | really wanted to talk
to you about the project and how you think everything is
going.

To help you along, | took some notes. Il make sure you
get a copy of them so you can incorporate my suggestions
about running the project.

“Well, some things are going well, but we also have a few issues.

This is a fair response. You were seeking Anna's input about
operations, but you didn't encourage her to talk about cross-
functional collaboration.

Exit RolePlay | Continue
Developed Single Path RolePlay question feedback page in the Player
There are two feedback pages that may be presented to the learner at the end of a Single Path RolePlay:
e Standard Feedback, and
e Threshold Feedback

Both pages are only shown if the RolePlay is taken in Score mode. The Threshold feedback page is shown
if learners select an option that has been rated Catastrophic, or a combination of options that takes their
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score below the threshold. The standard feedback is shown after all questions have been answered, or
after the Threshold feedback page.

Providing Content for the Standard Feedback page

RolePlay

RolePlay Summary
You completed 3 of 5 RolePlay pages.
Content attributes on which you need improvement:
® debating and validating assumptions
® asking prohing questions
® soliciting the input of the people involved
Summary of choices:

0 Appropriate
1 Fair
2 Inappropriate

Select Try Again to re-enter the RolePlay from the beginning, or
select the Next Page button to continue the course.

Developed Single Path RolePlay standard feedback page in the Player

The content on the Standard Feedback page is generated automatically by the Player using the attributes
information and the choices that the learner made during the RolePlay. The standard RolePlay feedback is
shown after all questions in the RolePlay have been answered, or after the Threshold feedback page if
that has been triggered. This page shows the content attributes the learner needs to improve on as a

series of bullet points.
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Providing content for the Threshold Feedback page

Characteristics
Threshald » |

Threshold

Threshold %: (1-100)

Threshold Response Text (#] Audio file: t47_aud_0001.spx 60
Character: Narrator

Add: rap Character dialog
| really don't know what you want me to do”

Threshold Feedback:
You need to review leveraging people and practice in
business execution.

Graphic reference(s):
Yideo & Graphic Direction Add: Alk text

M: Anna A
uggestion: Anna is unhappy
‘ M|
Alt text
nna says, unhappily. |
bl
Video

Platform Filename
desktop  t47_vid_0032

Single Path RolePlay Threshold settings

RolePlay

Perhaps your assumptions about the design creativity of
the engineers wasn't realistic. Do you think 3 more cross-
functional team might help things? What about Owen from
Graphic Design?

You could pull in someone from the Graphic Design
Department. | think that might be a good addition to the
team. What about Owen?

I'l be sending in Owen from Graphic Design to be on the
team and help with the creative angle.

"l really don't know what you want me to do.”

You need to review leveraging people and practice in business
execution.

Exit RolePlay | _Continue

Developed Single Path RolePlay Threshold feedback page in the Player

The Threshold feedback page shows the last question the learner answered, and up to three feedback
items:
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Threshold Response Text
Threshold Feedback, and

a feedback video (or static image and text) segment

The Threshold Response text is a final statement that ends the dialog. The Threshold Feedback is not

voiced, and is not in character —it is impersonal guidance for the learner.

Remember that the Threshold responses could be triggered at any time in the RolePlay. They should be

generic, not referring to any particular question in the RolePlay.

To provide the content for the Threshold RolePlay page, you must complete these steps:

1. On the Single Path RolePlay page (parent page), select Threshold from the Characteristics drop-
down list.

2. Inthe Threshold Response Text, provide response dialog from the Character to end the RolePlay.

3. Ensure the Character dialog checkbox is selected.

4. Provide Audio Production Notes indicating the Character name at a minimum, and providing
information on tone and voice as necessary.

5. Provide (Video &) Graphic Direction and accompanying alt text to indicate who the Character is,
and what their tone, voice, and actions are if required.

6. Indicate the Threshold % in the Threshold %: (1-100) field. (See Threshold Scoring for information
on how to determine this percentage.)

7. Inthe Threshold Feedback field, provide final feedback for the learner from the narrator.
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Multi Path RolePlay

Overview

RolePlay

MNow, use what you have learned about communicating decisions to
effectively convey a decision for your hoss.

You're an admin professional at an aerospace company. Your boss,
Sam, recently made a decision that all direct reports must submit
formal, hi-weekly status reports from now on, so that evenything is
documented in an organized structure.

Sam leaves it up to you to communicate the decision to others in the
department. You decide to start with Amy, and you schedule a
meeting with her.

‘Select Explore mode to try all possible options without being scored.
‘Choose Score mode to test your own performance.
. Explore | | Score | . VideoOn [

Developed Multi Path RolePlay start page in the Player

The Multi Path RolePlay template presents the learner with a dialog-based scenario, and a set of Multiple
Choice questions related to that scenario. The RolePlay is based on one or more learning attributes, and
each question practices one of these attributes. Note the Multi Path RolePlay template cannot be used as
a test strategy.

The questions in the RolePlay are not marked "correct”, "incorrect"”, and "partially correct". Instead, the
learner’s answer is given a rating, of "Appropriate", "Fair", or "Inappropriate". The learner is told how
their answer rated as part of the feedback to each question, and at the end of the RolePlay these ratings
are totaled.

Learners have a choice between answering the questions in Explore or Score mode. In Score mode, the
learner chooses an answer to each question, is given feedback, and moves on automatically to the next
page. In Explore mode, learners can view the feedback for as many options as they choose, and move on
to the next question whenever they like.

RolePlays can be developed with video enabled or disabled. When video is disabled, all images in the
RolePlay are presented as static images. When video is enabled, with the exception of the visuals
associated with the opening and closing pages, all visuals in that RolePlay are presented in video format.
However, the learner can choose to turn the video off and revert to a static presentation format if
desired.
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RolePlay Lead In

Scene 1

sGIEDIED)
AT, Siiusasmne=as

Scene 2 Scene 4
Scene 3

(A)(B)(C)\ (»)(e) (<) EDIEDIED

Scene 5 Scene 6 \ / Scene 7
(r H e Hc) (+ H 8 H @ |
/

Scene 10
Scene 8 Scene 9 Scene 11

(A)(QHLQZ (A )X e H =) J!DHII

RolePlay
Summary

Multi Path RolePlay structure

The distinguishing feature of a Multi Path RolePlay template is that the questions the learner sees, and
the order the questions appear in, are determined by the learner's own actions. The graphic above shows
the relationship of the questions in a sample Multi Path RolePlay. Every learner will see the question in
Scene 1 first. One answer brings them to Scene 2, another answer brings them to Scene 3, and the other
answer brings them to Scene 4. The paths may converge again, depending on the answers given, or they
may separate completely.

When a Multi Path RolePlay is created, one child page is created automatically, a Multi Path RolePlay
Branch. This is the first question that the learner will answer, and it is the only child page that is attached
directly to the base page.

In a Multi Path RolePlay Branch page, learners have a choice of responses. For each response choice you
create, you must add a child page to the RolePlay Branch. Each child page is associated with a response —
if the learner selects the first response, they will receive feedback and then move to the first child page. If
they select the second response they will move to the second child page, and so on.

There are three possible child pages you can create:

e A RolePlay Branch page with response choices. Each response must have an associated child
page, so the learner will continue through the RolePlay

e AlJump To page. This child page has no content; it sends the learner on to another Branch page.

e A RolePlay Branch page with no response choices. Also known as an End page, this ends the
learner’s progress through the RolePlay.
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e '1/1) - Multi Path Roleplay
—- [ P22 (RolePlay) - Multi Path Roleplay Branch
[= P23 (RolePlay) - Multi Path Roleplay Branch
! P24 (RolePlay) - Multi Path Roleplay Branch
~ (3) P25 (RalePlay) - Jump to [P29]
';_"" P26 (RolePlay) - Multi Path Roleplay Branch
() P27 (RolePlay) - Jump to [P24]
(=) P28 (RolePlay) - Jump to [P29]
= P29 (RolePlay) - Multi Path Roleplay Branch
: % P30 (RolePlay) - Jump to [P31]
[=} P31 (RolePlay) - Multi Path Roleplay Branch
% P32 (RolePlay) - Jump to [P33]
= P33 (RolePlay) - Multi Path Roleplay Branch
% P34 (RolePlay) - Jump to [P36]
P35 (RolePlay) - Multi Path Roleplay Branch
- P36 (RolePlay) - Multi Path Roleplay Branch
+ P37 (RolePlay) - Multi Path Roleplay Branch
% P40 {RolePlay) - Jump to [P37]
[ P41 (RolePlay) - Multi Path Roleplay Branch
= P42 (RolePlay) - Multi Path Roleplay Branch
P43 (RolePlay) - Multi Path Roleplay Branch
(3) P44 (RolePlay) - Jump to [P31]
Multi Path RolePlay structure in Synergy outline pane

The Multi Path RolePlay child pages can develop a very complicated structure. The screengrab above
shows the node and child pages as seen in the Outline pane. The Branch pages use the standard page
icon, and the Jump to pages are represented as an arrow in a circle.

P21 - Multi Path Roleplay

File

X

0.0 0.0 10
P24
END
32

3.0 + .
P35
END

END

- explaining decision clearly and thoroughly

- being positive and convincing

- letting people know how the decision will affect them

- keeping your cool, showing respect, and not getting drawn into debate

W= o

Multi Path RolePlay flowchart in Synergy

If you select the RolePlay start page, and select View — Flowchart, Synergy will create a diagram of the
RolePlay structure. The three page types are represented by different shapes —
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e A RolePlay Branch page with response choices is represented by a diamond
e AlJump To page is represented by a circle

e ARolePlay Branch page with no response choices is represented by a rectangle (and contains the
word END).

At the bottom of the diagram is a legend, explaining the attributes in the diagram. (In the RolePlay above,
gather information about the problem is attribute 0)

The diagram should be read from the top down. The first object in the diagram is a diamond, representing
the opening Branch page. There are two or more paths from this Branch page, leading to other Branch
pages or Jump to pages. There are two numbers beside each path, in the format x,y, where x is the
attribute number, and y is the rating — 0 is Good, 1 is Fair, and 2 is Inappropriate. The numbers 1,2 beside
a path indicate that this path is testing attribute 1, and is rated Inappropriate.

[] Character dialog video Multi Path Roleplay Tem

[®] Audio file: t17_aud_D000.spx [72] Graphic reference(s):

1. Text item
Character: Marrator

Yideo & Graphic Direction Add: [ ] Alt text
ICM: Amy ~

Add:

MNow, use what you have learned about
communicating decisions to effectively convey a
decision for your boss.

You're an admin professional at an aerospace
company. Your boss, Sam, recently made a decision
that all direct reports must submit formal, bi-weekly
status reports from now on, so that evenything is
documented in an organized structure

Sarn leaves it up to you to communicate the decision
to others in the department. You decide to start with
Ay, and you schedule a meeting with her.

Scene Attire Props
Office scene Amy is professionally dressed. MNone required.

Characteristics
Attributes

Attributes
0 explaining decision clearly and thoroughly 4
1 being positive and convincing 5

letting people know how the decision will affect

2
them

keeping your cool, showing respect, and not getting
drawn into debate

Multi Path RolePlay start page in Synergy

When building a Multi Path RolePlay, you must first decide whether you want it to be video-enabled or
not. To ensure it is video-enabled, you must ensure the Video checkbox is selected.

Note: You must first ensure that video is enabled at course level. Otherwise the
Video checkbox will be disabled.

By default, a Multi Path RolePlay is added with two pages:

Writing Tab Manual Writing_Tab_Manual
Last saved by: Fionnuala O'Donnell Date: 30 October 2014 Page 208 of 266



e Multi Path RolePlay — this is the introductory page to the RolePlay, which is used to set the scene
and specify the attributes and ratings for the RolePlay.

e Multi Path RolePlay Branch — this is a child page in the RolePlay. You can add more Multi Path
RolePlay Branch pages as necessary to create the RolePlay. It is on these branch pages that the
learner interacts with the RolePlay.

When video is enabled in a Multi Path RolePlay, all of the Graphic Direction fields are renamed as Video &
Graphic Direction. On the Multi Path RolePlay page, three new fields are added: Scene, Attire, and Props.
And on the individual Branch pages, a Video section is added containing Platform information and a
Filename field.

To complete the Multi Path RolePlay page, you must follow these steps:

1. Determine whether or not video should be enabled on the page by selecting or clearing the Video
checkbox as appropriate

2. Enter the introductory text in the Text Item field. This field can contain multiple paragraphs, but
no new Text Items can be added.

3. Complete the Graphic Direction field (or Video & Graphic Direction field, and Scene, Attire, and
Props fields if video is enabled)

4. Edit the Characteristics of the Multi Path RolePlay (See Editing RolePlay Characteristics for
detailed information on how to do this.)

Characteristics
Attributes

Attributes
0 explaining decision clearly and thoroughly 4
1 being positive and convincing 5

letting people know how the decision will affect

2 them

keeping your cool, showing respect, and not getting
drawn into dehate

Multi Path RolePlay Attributes characteristics

The Multi Path RolePlay template contains a drop-down list, allowing you to choose between two types of
characteristic:

e Attributes, and

e Ratings
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Attributes are the characteristics that are practiced by the Multiple Choice questions in the RolePlay.
Each question practices the learner’s mastery of an attribute, and the combination of attributes is a
learning objective. The attributes should be sentence fragments. (See Feedback pages section below for
details.) To add an attribute, you simply type the attribute text in one of the Attribute fields (0 through 6).
You should complete these fields in numerical order, starting with 0. At a minimum, one attribute should
be provided for the RolePlay.

Characteristics

Ratings
0 Appropriate
1 Fair

2 |nappropriate

Multi Path RolePlay ratings characteristics

Ratings are a required characteristic. There are three ratings set by default — Appropriate, Fair, and
Inappropriate. These ratings should not be edited.

RolePlay

¢ Hi Amy. I'm afraid | have some bad news. Sam has made
a decision that nobody is going to like.

(7 Hi, Amy. Sam has decided he wants everyone to submit
muore status reports. He always seems to want a little
more detail than may seem necessary.

& Hi, Amy. | want to get your reaction about a decision Sam
has made. He wants everyone who reports directly to him
to submit status reports twice a week.

“You wanted to talk to me? What's up?”

Choose the correct option and then select Done.

| ExitRolePlay |

Developed Multi Path RolePlay question page in the Player
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Character dialog Multi Path Roleplay Branch Ten
1. Text item Audio file: £17_aud_0002.5px (2] Graphic reference(s):
Character: Narrat
add: srecer RarEer ¥Yideo & Graphic Direction Add: Alt text
: CM: Amy A
z P e un ]
vou wanted to talk to me? What's up?] s uggestion: Amy looks happy.
“
Alt text )
Amy says S

Video

Platform Filename
desktop  t17_vid_0086

Response Choices (4 max)

Hi, Amy. I'm afraid | have some bad news. Sam has
made a decision that nobody is going to like.

Hi, Amy. Sam has decided he wants everyone to
submit more status reports. He always seems to
want a little more detail than may seem necessary

Hi, Amy. I'want to get your reaction about a decision
Sam has made. He wants everyone who repors

directly to him to submit status reports twice a week.

Multi Path RolePlay Branch Page with Response Choices in Synergy

The Multi Path RolePlay is created with one Branch or Child page. To add another child page to the

RolePlay, you complete this step:

e Right-click the page node and select Add Child Page — Multi Path RolePlay Branch

Then you must determine whether the Branch page is to be developed as a regular Branch page with

response choices, or as an End page, which is a Branch page with no response choices.

Note: Whether or not you complete the Response Choice fields, determines

whether the page is a regular Branch page or an End page.

Each RolePlay Branch page has the same format. It contains a Text item field (with associated Video &

Graphic Direction, Video Platform, and Video Filename fields) and four Response Choice fields.
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Multi Path RolePlay Branch page, with responses

RolePlay

Hi, Amy. I'm afraid | have some bad news. Sam has made
a decision that nobody is going to like.

Hi, Amy. Sam has decided he wants everyone to submit
more status reports. He always seems to want a little
more detail than may seem necessary.

Hi, Amy. | want to get your reaction about a decision Sam
has made. He wants everyone who reports directly to him
to submit status reports twice a week.

"Oh, great”
Fair. You've told Amy what the decision is, but you've also included
your opinion. Moreover, you should be more clear about what “more”™
means.
__ExitRolePlay | _Continue _

Developed Multi Path RolePlay question feedback page in the Player

Response Choices (4 max) 2. Respanse Audio Text Audio file: £17_aud_000S,5px
. . Character: Marrator
Hi, Amy. I'm afraid | have some had news. Sam has Add: G .
made a decision that nobody is going 1o like. ¢ [] Graphic
"0Oh, great”

Hi, Amy. Sam has decided he wants everyone to
submit more status reports. He always seems to
want a little more detail than may seem necessary.

Graphic ref; i
Hi, Amy. | want to get your reaction about a decision @ tapkhic referencels)
Sam has made. He wants everyone who repors Yideo & Graphic Direction Add: Alt text

directly to him to submit status reports twice a week. M: Amy A
uggestion: Amy looks distressed
4
Alt text
Distressed, Amy says ~
v
Response Attribute Response Rating
0 - explaining decision clearly and thoroughly ~ | |1-Fair v

Response Feedback Text

Fair. You've told Amy what the decision is, butyou've
also included your opinion. Moreover, you should be
mare clear about what "more" means.

Video

Platform Filename
desktop  117_vid_0088

Multi Path RolePlay Response Choices settings

You can add multiple paragraphs to the Text item, but no additional Text items or Response Choices can
be added. At least two Response Choices must be entered, the third and fourth are optional.

Because the order of Response Choices on a Branch page is directly related to the order of Child pages
within the RolePlay in Synergy, the Player cannot randomize the display of Response Choices on a Branch
page. So to increase the challenge for the learner, the order of Appropriate, Fair, and Inappropriate -rated
responses must be varied.
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The Video Platform field is auto-populated and reflects the platform for which the video has been
enabled for. The Video Filename is populated by the visual designer and reflects the filename of the video
segment that should play on the RolePlay Branch page.

The Character dialog checkbox is selected by default. When a Response Choice field is selected, a set of
associated options and text fields is displayed.

Multi Path RolePlay Branch page, without responses
RolePlay

I you don't mind, I'd like to talk to Sam about this. | think | could
change his mind.”

| ExitRolePlay . Continue
Developed Multi Path RolePlay Branch page without responses, in the Player
Character dialog Multi Path Roleplay Branct
1. Text item xlrt;lzﬂ: :Jl;;::;_ﬂﬂﬂ.spx Graphic reference(s):
e ' ¥ideo & Graphic Direction Add: [] Alt text
CM: Amy L] |

"If you don't mind, I'd like to talk to Sam about this. |

think | could change his mind.” Suggestion: Amy looks determined

Alt text B
Amy says with determination Al
|
Video
Platform Filename
deskiop  t17_vid_0121
Response Choices (4 max)
Multi Path RolePlay Branch page without responses, in Synergy
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The last page in every path through a RolePlay must be a Multi Path RolePlay Branch page, with no

response choices. The Text item field should be completed, and associated Video & Graphic direction

field.

Each Multi Path RolePlay should have at least two possible endings — one successful and one

unsuccessful. You can add other possible endings to support more detailed feedback if you want.

Multi Path RolePlay Branch pages contain a single Text Item and associated (Video &) Graphic Direction

field, as well as a Video section if video is enabled. They also contain four Response Choice fields.

When you click each Response Choice field, a number of associated fields and settings are displayed:

Response Audio Text field, with Audio Production Notes button and Graphic checkbox
Response Attribute drop-down list

Response Rating drop-down list

Response Feedback Text field

Video section (if video is enabled) with Platform information and Filename field

To complete a Multi Path RolePlay Branch page, you follow these steps:

1. Enter the opening dialog from the RolePlay Character (or one of the Characters) in the Text Item
field.

2. Provide Audio Production notes as necessary for this Text Item, indicating at a minimum the
Character name, and also indicating any pronunciation notes, or information about voice or tone
as required.

3. Complete the Video & Graphic Direction field, indicating the Character name at a minimum

4. Select the Alt Text checkbox, and in the Alt Text field that appears, provide alt text indicating
which character is speaking, and providing information on their voice, actions, and tone as
required.

5. Determine whether the page is a Branch page or an End page. If the page is an End page, no
further action is required. If the page is a Branch page, you must add Response Choices, as
outlined in the remaining steps.

6. Determine how many Response Choices are required

7. For each Response Choice that is required, select the Response Choice field and enter the text for
the Response Choice. This text is the answer or response that the learner makes to the
Character’s dialog in the Text Item.

Note: Response Choices are not automatically randomized by the Player, so you
must ensure that you add them in a random order. In other words, make sure that
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the first choice is not always the Appropriate choice, and the second choice is not
always the Fair choice, etc.

8. Inthe Response Audio Text field, enter the Character’s dialog response to the learner’s Response
Choice.
The Response Audio Text will display in the same position on the page as the question did. This
text should relate the question to the attribute that was practiced or tested. The Response
Feedback Text is more detailed feedback. It rates the learner’s response, and explains why the
response merited that rating.

9. For video-enabled courses, or for static courses where you require a graphic change with the
Character’s response, you must select the Graphic checkbox associated with the Response Audio
Text field, and provide (Video &) Graphic Direction indicating the Character name and any other
relevant information.

10. Select the appropriate attribute for the Response Choice from the Response Rating drop-down
list.
The Response Attribute, indicated using the Response Attribute drop-down list, is the learning
element being practiced or tested by the question. Every Response Choice on a given Branch page
must have the same Response Attribute, because they are all practicing or testing the same thing.

11. Select the appropriate rating for the Response Choice from the Response Rating drop-down list.
There are three possible Response Ratings — Appropriate, Fair, and Inappropriate. These are
indicated using the Response Rating drop-down list. At least one of the Response Choices should
have an Appropriate rating, as the most correct answer. The other Response Choices can have
any combination of other ratings. Multiple responses can have the same rating, and not all of the
ratings need to be used.

12. Enter the narrator’s feedback to the learner in the Response Feedback Text field.

Jump To Page

Please enter jump to page | p31 v

Multi Path RolePlay Jump To page in Synergy

Jump to pages contain a single drop-down list. The options in this list are the Multi Path RolePlay Branch
pages in the Multi Path RolePlay. The Jump To page must lead to one of these pages — either a Branch
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page with Response Choices, where the learner will answer another question, or a Branch page without
Response Choices, where the RolePlay will end.

To add a Jump To page, you complete these steps:
e Right-click a Multi Path RolePlay Branch page, and select Add Child Page - Jump to
e Select the appropriate Branch page from the Please enter jump to page drop-down list

Feedback pages
When a Multi Path RolePlay is taken in Score mode, it ends with a Summary page, giving learners
feedback on their overall performance.

RolePlay

RolePlay Summary
Content attributes on which you need improvement:

*® keeping your cool, showing respect, and not getting drawn
into debate

* heing positive and convincing
* gxplaining decision clearly and thoroughly

Summary of choices:

1 Appropriate
2 Fair
2 Inappropriate

Developed Multi Path RolePlay Summary page in the Player

The content on the Feedback page is generated automatically by the Player using the attributes
information and the choices the learner made during the RolePlay. The feedback page is displayed after
the learner has completed a path in the RolePlay. This feedback page shows the content attributes the
learner needs to improve on as a series of bullet points.
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Summary and Summary Layout 2

Overview

Managing requirements is an important part of a business
analyst's role in a project. The project manager and team
rely on the business analyst to control the requirements
scope, and handle any changes that may need to be made.
As the project solution is hased on requirements, this is a
vital role in project success.

In this lessaon, you will learn how to contral requirements
scope through the use oftools such as traceability matrices.
You will also learn how to evaluate and guantify the project
and product through the use of project and product metrics.
Finally, you will learn how to manage requirements change
in a logical and controlled manner.

Developed Summary page in the Player

The Summary page is used at the end of an Instructional topic to summarize the content of the topic,
clarifying what the learner should have found out during the topic.

Choosing between Summary and Summary Layout2

Ateam consists of people with complementary skills who
use a common approach and are committed to a common
goal. They also hold themselves mutually accountable for
achieving that goal.

You can promote teamwork by practicing active listening,
sharing knowledge and resources, and delivering on what
you promise to do.

Summary page in Synergy graphics tab
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Summary

Atearn consists of people with complementary skills who use
a common approach and are committed to a commaon goal.
They also hold themselves mutually accountahle for achieving
that goal.

You can promote tearnwork by practicing active listening,
sharing knowledge and resources, and delivering on what you
promise to do.

Summarylayout2 page in Synergy graphics tab

The SummarylLayout2 template was added during a revision of the Player templates in 2009. There are
two differences between the templates:

e Inthe SummarylLayout2 template, the text area includes a Summary heading
e The Graphics area in the Summary template is slightly larger

Every path should use either the Summary template or the SummaryLayout2 template throughout. Check
with the Learning Designer if you are unsure which template is being used in your current path.

The Summary and SummarylLayout2 templates are identical in the Writing tab.

Add:  [] Launch box [] Character dialog Summary Layout2
1. Tesxt em (%] g:da f:e: Ntz_au::l_l:luBT.we [(£] Graphic reference(s):
aracter: Marrator
add: Graphic Direction Add: [ ] Alt text
~
Atearn consists of people with complementary skills
who use a commaon approach and are committed to B

a common goal. They also hold themselves mutually
accountable for achieving that goal.

YYou can promote teamwork by practicing active
listening, sharing knowledge and resources, and
delivering on what you promise to dn,\

Summary/SummarylLayout2 page in Synergy

They contain a Text item field, with an associated Graphic Direction field. No new Text item fields can be
added to the page.

You may add a launch box to the end of the Summary, or specify that the page uses character dialog.
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Exercise Overview

Overview

@M

In this exercise, you're required to use Microsoft Word Help in a given
scenario.

This involves the following tasks:

® choosing the appropriate Help feature

® using the Help feature

Developed Exercise Overview page in the Player

The Exercise Overview page is used at the beginning of an Exercise topic to inform the learner which tasks
they must complete to complete the exercise.

Building an Exercise Overview

Add: | List item List introduction [] character dialog [ Buid list Exercise Overview Tem

1. Exercise Statement Audio file: t742_aud_0000.we (15 ) Graphic reference(s):
. Character: Marrator
e Graphic Direction Add: [V] Alt text

Add: araphic
. . § . . MNone »~
In this exercise, you're required to use Microsoft Word -
Help in a given scenario,| &
Alt text

This topic teaches you how to perform tasks using &
Microsoft Word. The topic simulates the Microsoft
ord interface and guides you through the tasks.
The topic does not simulate screenreader
interaction. But instruction in how to perform each
task is fully accessible. The instruction includes
mouse and keyboard commands. When you have
completed the topic, you can practice the task that
you have learned about using the real application.

|

ist introduction

This involves the following tasks:

1. List item

choosing the appropriate Help feature
[»]

2, List item
(&) ysing the Help feature

Exercise Overview page in Synergy
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The Exercise Overview page can only be added to Exercise Overview Learning Points.

When a new Exercise Overview is created, it contains an Exercise Statement (with associated Graphic
Direction field), a list introduction, and two List items. The List items are presented in a building list, by
default.

The Exercise Statement field should be a short statement of the overall goal of the exercise. It should
start, “In this exercise you’re required to...”

The List items will appear as bullet points, following the List introduction. They should be sentence
fragments, starting with a key verb. Each List item corresponds to a Task point in the exercise.

You can change the default Expos page setup by

including character dialog
e changing to a non-building List
e add more List items to support more tasks

e reorganize list items. The Up and Down arrows beside each List item allow you to raise or lower
items in the task list.

If the following exercise uses a simulated application interface, the following standard text should be
added to the Alt text field associated with the Exercise Statement:

This topic teaches you how to perform tasks using <application name>. The topic simulates the
<application name> interface and guides you through the tasks. The topic doesn't simulate
screenreader interaction. But instruction in how to perform each task is fully accessible. The
instruction includes mouse and keyboard commands. When you have completed the topic, you
can practice the task that you have learned about using the real application.

The correct application name must be added where necessary.
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i Exercise Statemeni (%= Audio file: t306_aud_0000.we Graphic referenceis):

Character: Marrator
st Graphic Direction add: [ ] alt text

Add: :
none

In this exercise, you're required to use namespaces
and multiple schemas)

List introduction

This involves the following tasks:

1. List item [«:] Audio file: t806_aud_0001.we Character:Marrator

specifying a namespace for a schema
b

2. List item [ #Z ] Audio file: t806_aud_0002.we Character:Narrator

N reusing a schema in the same namespace

Exercise Overview page with two list items in Synergy

If the exercise only contains one task, click the trashcan icon beside the List introduction. This removes
the List introduction and the two list items below.

S (%] Audio file: t806_aud_0016.we [ ] Graphic reference(s):

Character: Narrator
" " Graphic Direction Add: [ ] Alt text
In this exercise, you're required to use namespaces
and multiple schemas.
This involves specifying a namespace far a schema.

<

Exercise Overview page with one list item in Synergy

The Exercise Statement should be rewritten to include the task definition.
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Section 6: Working with the Code Editor

Introduction

The Code/Text Editor is a component of the Synergy toolset. It enables you to display code and syntax in
pages in a Synergy topic. It is primarily used in the creation of coding topics. A coding topic can be defined
as a type of Instruction topic that focuses on teaching learners how to work with and build code. “Code”
encompasses two types:

e Conventional programming languages such as Java, Visual Basic
e Command-line languages such as Cisco, Linux

Coding topics, like any other type of instructional topic, deal with both theory and practice, that is, they
present both conceptual and demonstration content. They enable learners to build a conceptual
understanding of the code by exploring the background to the code, by familiarizing themselves with the
code format, its syntax and rules. They also enable learners to gain hands on experience of using the code
by building or modifying a code segment. Most coding topics begin by teaching concepts about the code
under discussion and then go on to provide opportunities for the learner to put these concepts into
practice.

Code-Enabled Templates

To facilitate the incorporation of both conceptual and demonstration content in a coding topic, Synergy
provides a number of code-enabled templates. A code-enabled template is one which has the Code/Text
Editor functionality available to it.

e Expos

e List

e Explore List

e Explore Code

e Explore Graphic

o Trylt

e Multiple Choice Standard

e Multiple Choice Fill-in Code
e Short Answer Graphic

e Short Answer Text

e SkillCheck
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e (Question Set

Choosing to Add Code or Syntax

(=] Audio file: t2_aud_0030.we
Character: Marrator

Add: [ Note [ ] Keyboard sequence Graphic [] CodefSyntax

Two-factor authentication is used to strengthen the
authentication process. This requires a
comhination of two or three authentication items -
such as using both an ATM card and a PIN - to
authenticate the user|

1. Text item

Text Item with associated Code/Syntax checkbox

If a template supports the use of code, it will contain a Code/Syntax checkbox for each page item that can
have associated code. This checkbox is selected by default on the Explore Code and Multiple Choice Fill-in
Code templates, because those templates should always contain code. In other templates, the checkbox
is unselected by default.

[#=] Audio file: t2_aud_0030.we
Character: MNarrator
Add: [ Mote [ |Keyboard sequence  Ciooi Code/Syntax
Two-factor authentication is used to strengthen the
authentication process. This requires a
combination of two or three authentication items -
such as using hoth an ATM card and a PIN - to
authenticate the user.

1. Text item

Edit Code/Syntax |
Text Item with selected Code/Syntax box. Edit Code/Syntax button is available

When the Code/Syntax checkbox is selected, an Edit Code/Syntax button will be visible at the end of the
page. This button opens the Code/Text Editor.

| [Edi CodeSyntax | |

Edit Code/Syntax button showing code or syntax has been added

Note: If the Edit Code/Syntax button contains a red square, it means that some
code or syntax has already been added to the Editor.
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Adding Code in the Code/Text Editor

Code/Text Editor X

whte  v|lizv] i b ¥ 0 a By — |Monospaced v| B v [EE -

Text Item |

row [v] Code Add syntax

[ Save H Cancel |

The Code/Text Editor

The Code/Text Editor contains a menu bar of buttons that allow you to change the formatting of your
code or syntax, or to add special characters.

There are tabs for every item on the page that includes code. In this example, only one item on the page
has a selected Code/Syntax checkbox, and so there is only one code tab.

Code/Text Editor %]

whte wv/[2v| 7 b ¥ 0 a B  — Monospaced v| BB ¢ [

Text Item [1] | Text Item [2] | Text Item [3]|

Code | Addsyntax

The Code/text Editor with three tabs

If there are multiple items on the page with associated code, there will be multiple tabs in the Code/Text
Editor.
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Codel/Text Editor EI

whte  wjizv] i h % 0 a By — |Monospaced v B«

Text Item |

Cade grow Code Add syntax

K2xml wersion="1.0" encoding="UTF-8"2>
<xs:schema xmlns:xs = "http://wuw.w3.org/2001/XML5chena"™
elenentFormDefault="qualified">

<x3:8impleType name="ccNumberType'>
<x3:restriction base="Xs:integer">
<xs:length value="12"/>
</Xs:restriction>
</x8:sinpleType>

<xs:simpleType name="phoneNumberType">
<xs:restriction base="xs:string”>
<xs:pattern value="[0-9]{3}-[0-9]{3}-[0-9]{4}"/>
</xsirestriction>
</¥s:8inpleTypes

Code/Text Editor containing code

To enter code in the Code/Text Editor, type it into the text field (in the appropriate tab) and click Save. If
you click the Cancel button, the Code/Text Editor will close without saving the text you entered.

B <?xnl wersion="1.0" encoding="UTF-8"2>
Sayyou are developing schemas for use by a
tra\‘{gl company. ping ¥ <xs:schema xmlns:xs = "http://www,.w3.org/2001/XMLSchena”

elementFormDefault="qualified">
Firstyou create the modular customners.xsd

schema to store generic customer information. <xs:sinpleType name="cclunberType">
This schema does not belong to a namespace. <xs:restriction base="xs:integer">
It specifies elementForwDefault as <xs3:length wvalue="12"/>

qualified so namespace defaulting can be
used. It declares several global types such as
cclunberType, personType, and
addressType. It also declares a global . " .
customer element that uses these types. <xs:siwpleType name="phoneNuuberType™>

<¥s:restriction base="xs:string">

<xs:pattern walue="[0-9]{3}-[0-9]{3}-[0-9]{4}" />

<fxs:restriction>

</xs:sinpleTypes>

<fxs:restriction>
</¥3:3impleType>

Code window in graphics area

The code displays in a code window in the graphics area.

Note: The maximum number of characters permitted in a code line is 65. The
maximum number of lines of code to be written at any one time is 28. This is based
on the assumption that the font size is set to 12pt.

Note: When structuring a piece of code into columns, for example, do not use the
Space key to create the separation between code elements. Press Ctrl + the Tab key
to introduce tab spaces. Every tab equates to four line spaces.
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You click the Add Syntax button in the Code/Text Editor to display syntax with a page element. This
button is available on every code tab in the Code/Text Editor, so if there are multiple items on the page
with associated code you can choose to add syntax to each item.

Code/Text Editor 3

Texk Item

whie v|12v] § B ¥ 0 a By — |Hewetca v| By

A

|2

Code | Addsyntax

Syntax 1

[ Save H Cancel ]

Code/Text Editor with Syntax field

1. Clicking the Add Syntax button opens a new Syntax text field in the lower part of the Code/Text

Editor.

You can add multiple, separate syntax items to a single text item, by clicking the Add
Syntax button again.

You can remove a syntax item by clicking the Delete this syntax item button on the
syntax tab.

2. If you want to display syntax only, and no code, with the text item, you can deselect the Code
checkbox in the tab.
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Code/Text Editor x|

whte  vl[izv] i b F 6 a By - [Monospeced v| b+ -
Text Item
Code groww  [] Code

Synkax 1

=¥s:unigue name="item name"=
=¥s:selector xpath="¥Path expression"f=
=xsMield xpath="xPath expression"/=
=g unigque= |

[ Save ][ Cancel |

Code/Text Editor with syntax but no code

3. To add the syntax, you simply type into the Syntax text field, and click Save.

You use the xs:unique element by creating a

simple unigueness declaration. You use the ﬂ_
xpath attribute of its selector subelement to

identify the element far which you want to define a <¥s:unigue name="item name"=

unigueness constraint. You also use the xpath =xg:selector xpath="XPath expression"/=

aftribute ofthe £ield subelement to identify <xs-field xpath="¥Path expression"/=

which of that element's child elements or
aftributes must have a unique value.

s unigues=

Syntax window in graphics area
The syntax displays in a Syntax window in the graphics area.

Alt text

If the narrative fails to make explicit the relationship between the code being talked about on screen and
code that is highlighted in a graphic, alt text is required to make the relationship available to the screen
reader user. In this example, alt text is required to make the location of the customer.xsd schema
accessible to the screen reader user. Alt text, in this case, should be written to refer explicitly to the
relationship and supply any tie-in phrases needed to place the information in an intelligible context.

Writing Tab Manual Writing_Tab_Manual
Last saved by: Fionnuala O'Donnell Date: 30 October 2014 Page 227 of 266



2 Text item [E] fudio files E2_aud_0131.we Graphic referencels):

Character; Marrator G hic Directi add Al text
raphic Direction g e
Add: [ Mote [ |Keyboard sequence iaraphic CodefSyntax P

Ea
Then you specify the customers.xsd schema
location and close the tag. -
Alt text
To do thig, you enter L
"hitpcfiisnny. easynomadtravel comiSchemasicusto
mers xsd'f= hud

Alt text added to explain code

Example

Typical lead-ins for the Alt text for code reads: “The code to do this is:”, “The pre-supplied code
is:” or “You’ve already added this code”.

Formatting Code and Syntax
Text in the Code/Text Editor, whether code or syntax, can be formatted using the controls in the menu
bar. This allows you to add special characters, and to change

e background color
e fontsize

e fontstyle

e font color

e highlight color

The Reset button at the bottom of the Code/Text Editor allows you to undo any formatting changes you
have applied. Any text you have entered will remain in the Editor, but will use the default settings.

Code/Text Editor

‘White v 12 v

White

Black
Transparent

The Color drop-down list in the Code/Text Editor

Code

The Code/Text Editor enables you to set the background color of a code segment to one of three different
colors:

e awhite background is used for conventional programming languages such as Java or Visual Basic

e the black background is used when writing command-line code
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e atransparent background is used when you want learners to working within the live
programming environment. The Visual Developer can drop the transparent Code pane onto a
screengrab of the programming environment.

Changing the font style
The default font style is Monospaced, size 12 type. This is used for conventional programming code.

Code/Text Editor

wee w2y i B T 0 @By -

Monospace d

Text Item \

The font drop-down list in the Code/Text Editor

The font drop-down list allows you to change to Helvetica. This font is typically used when code is going
to be superimposed on a graphic.

Codef/Text Editor

White vitzvl £ b ¥ 0o a P v -

~

Text Item | 14
16
Code grow 18 e
20
22 -
24
26 W
The font size drop-down list in the Code/Text Editor

The Code/Text Editor also allows you to change the font size, and apply bold or italic formatting. Bold and
italics formatting are used most often in syntax, for example to identify replaceable terms.

Note: Font type and size is normally defined by the TCR and LD. You should consult
them to verify settings.

Changing the font color

Code/Text Editor
[Whita VHIZ V‘ i b ¥ o ap v - \Monospaced v E' '
EFoTSTg [T T T T T T O o o
Text Item | IR o Recent:
|1 | I ) O A ; !
Code o [7] Code (| [EITIC MM S S S EEE
T | [ T TR T S e
H_|_IHN \ [ | _|ENEEEC
| | HEL_| | O
1 HE_I] _CORETDE
| {i] [ I OEEEEEL]
(|
The font color palette in the Code/Text Editor
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By default, the font color within the Code Editor is set to Black. A palette of different colors is provided to
enable you to change the font color.

1. To change the font color of a piece of code, you select the code and click the Choose a Font Color
button to open the Font Colors drop-down list.

2. To view the RGB values of a color, you roll over the Color within the drop-down list.
3. To apply the color, you click the Color that you require.

Note: The font color is normally defined by the TCR in conjunction with the Lead
Visual Developer. You should not change the color without first consulting your
Team Lead.

To highlight a piece of code or syntax, you first select the code or syntax segment and click the Select the
highlight color button to open the Highlight color drop-down list, and then select the Color that you
require.

Note: Please note that within the palette there are many colors to choose from.
This does not mean that the writers should choose whichever color they like. Choice
of color or colors should be made by the Visual Development team at the start of
the learning path.

If you create a page where more than one item has associated code, you have a choice of how to display
that code.

e Each new code element can replace the earlier code elements
e Each new code element can be added to the earlier code elements

For example, suppose you have created an Expos page with three text items, each of which has
associated code. In the graphics area, each section of code will be displayed with the associated text item.

| % 1 |

Sample text This is the code for text item one

ESSssspestes

Code associated with the first text item in a page

Sample text

Text itermn two This iz the code for text item two

Code associated with the second text item in a page
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Sample text l l I |

Text itermn two ' ‘
This is the code for text item three

} } } }

Text itern three

Code associated with the third text item in a page

The alternative is to have each new code item build on the previous items. This is frequently used when
you want to show a program building up step by step, for example.

t i f T f f I
Sample text for first text item The code for the first text item is the first line of code in a
program
This is the text for the second item The second text item discusses the second line of code in the
program

Building code associated with the second text item in a page

The code for the first text item is the first line of code in a

Sample text for first text item
progran

This is the text for the second item The second text item discusses the second line of code in the
program

This is the text for the third item ['I'he last text item discusses the next line of code in the program
T I T T T I I

Building code associated with the third text item in a page

When the page is played, the code items appear with each text item. All code items are shown, not just
the code associated with the latest text item.

Note: The code items appear in separate code windows, so they can be placed
anywhere in the graphics area. They do not have to follow on from each other.

Code/Text Editor E]

White vizv] i b 3 0 a By - [Monospaced v| by v [ -
Text Item [1] | Text Item [2] | Text Item [3]

Code grow Code | Addsyntax

|The code for the first text item is the first line of code in a program |

Code in the Code Editor associated with the first text item in a page

The first code item on the page is not changed at all. You just type your code into the code field as before.
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Code/Text Editor @

Monospaced v I!) v

hite vilizw|l g

h ¥ oap v -

v

Code | Addsyntax

e second text item discusses the second line of code in the program

Code in the Code Editor associated with the second text item. The Code Grow checkbox is selected.

CodelText Editor %]

iwhite v |?v1 i h S o0oap v - (Munospaced v Iﬁv

Text Item [1] | Text Item [2]| Text Item [3] |

|2

v

Code | Add syntax

e last texXt item discusses the next line of code in the program

Code in the Code Editor associated with the third text item. The Code Grow checkbox is selected.

But in the later code items you must select the Code grow checkbox on each text item tab. This tells

Synergy that the new code is in addition to the existing code, not replacing it.

Code building in SkillChecks and Try Its

There is no Code grow checkbox in the Code/Text Editor on SkillCheck and Try It pages. Code does not
build from step to step; any code to be shown in a step must be added to the code field on that step tab.

The code associated with a step disappears as soon as the step is completed.
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Appendix A: Template Checklists

Expos

Overall length of page is suitable for on-screen presentation

The page doesn’t look cluttered —i.e. there is sufficient white space

The content in each Text item is divided into paragraphs where appropriate

Each Text item contains an appropriate amount of text (2-3 paragraphs maximum)

Graphic is viewable (correct use of static/draggable text container)

Text container is appropriate width

Complete sentences are used

No Audit errors (e.g. no Text Overrun or Localization Reserve warnings)

No Spelling errors

House style is adhered to

Formatting (if any) is used correctly

Template Features are used correctly

Text Item Features are used correctly
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List

Overall length of list is suitable for onscreen presentation

Lead-in is separated from Introduction (if present) by paragraph break
Lead-in introduces the anchors

Lead-in ends in a colon or no end punctuation as appropriate

List items are related

List items follow naturally from lead-in

Maximum of nine List items for a regular List is not exceeded

Maximum of five List items for graphic change/animation is not exceeded

List items start with a lower case letter (unless grammatical exception, question, or one item has
multiple sentences)

List items have no end punctuation (unless questions or one item has multiple sentences)

Appropriate bullet type for learning content —i.e. Bulleted list for regular List items; Numbered
lists to indicate steps or sequence

Progressive display is used appropriately

House style is adhered to

Formatting is used correctly

Audio Production Notes are present (if necessary)
Appropriate graphic directions are provided

Alt text is provided where necessary
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Explore Graphic

Template choice is appropriate for learning content type

Overall length of Explore Graphic is suitable for onscreen presentation
Introduction has terminal punctuation (a period or question mark)
Introduction adequately introduces the collection of hotspots/labels
Introduction draws learner’s attention to Graphics area

Appropriate graphic direction is provided

Introduction clearly relates to the Hotspot/Labels

Hotspots/Labels are themselves related

The Publish label checkbox is used appropriately

Maximum of nine Hotspot/Labels for regular Explore Graphic is not exceeded
Maximum of five Hotspot/Labels for graphic change/animation is not exceeded
Hotspots/Labels start with an uppercase case letter (unless grammatical exception)

Hotspots/Labels have no end punctuation (unless questions or one option consists of multiples
sentences)

Prompt is appropriate — i.e. specific about anchors and information in associated materials
e Select/Click each <list item> for more information on <concept>.
e Select/Click each <list item> for more information.
e Select/Click each <list item> to <concept>.

Associated texts repeat the Hotspot/Label in the opening sentence

Length of associated text is suitable for onscreen presentation —i.e. it doesn't exceed three
paragraphs

Appropriate graphic direction is provided for associated graphics
Alt text is provided for associated graphics with instructional value not covered in associated text
Appropriate graphic direction is provided for associated animations

Alt text is provided for associated animations with instructional value not covered in associated
text

Continued on next page
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Explore Graphic

Continued from previous page
Use of associated code is appropriate
Use of associated syntax is appropriate
House style is adhered to
Formatting is used correctly

Audio Production Notes are present (if necessary)
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Explore List

Template choice is appropriate for learning content type

Overall length of Explore List is suitable for onscreen presentation
Lead-in is separated from introduction (if present) by paragraph break
Lead-in introduces the anchors

Lead-in ends in a colon or no end punctuation as appropriate
Appropriate graphic direction is provided for lead-in

List items are related

List items follow naturally from lead-in

Maximum of nine list items for regular Explore List is not exceeded
Maximum of nine list items for graphic change/animation is not exceeded

List items start with lower case letter (unless grammatical exception, question, or one item has
multiple sentences)

List items have no end punctuation (unless questions or one item has multiple sentences)

Appropriate bullet type for learning content is used (Bulleted list for regular list items; Numbered
lists to indicate steps or sequence)

Prompt is appropriate — i.e. specific about anchors and information in associated materials

e Select/Click each <list item> for more information on <concept>.

e Select/Click each <list item> for more information.

e Select/Click each <list item> to <concept>.
Associated text repeats list item in opening sentence
Length of associated text suitable for onscreen presentation —i.e. it doesn’t exceed 3 paragraphs
Appropriate graphic direction is provided for associated graphics
Alt text is provided for associated graphics with instructional value not covered in associated text
Appropriate graphic direction is provided for associated animations

Alt text is provided for associated animations with instructional value not covered in associated
text

Continued on next page
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Explore List
Continued from previous page

Code highlighting is used in conjunction with at least one other type of associated material — text,
graphic, animation

House style is adhered to

Formatting is used correctly
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Try It

Template choice is appropriate for learning content type

Overall length of Stem is suitable for onscreen presentation

Purpose of tasks/steps is clear from stem

Regular sentence punctuation and complete sentences are used for Stem text
Suitable alt text is provided where necessary

Steps clearly relate to Stem

Steps are written in the imperative with no end punctuation

Steps begin with an uppercase letter

Options referred to in Step text are formatted appropriately

Correct Actions (or Input fields) are provided for steps

Keyboard sequence is provided where necessary

Appropriate screengrabs are provided (start, action, and result grabs for all steps)
When referencing screengrabs, append _ss to the screengrab filename, e.g. t11_002_ss
Appropriate comments are provided for screengrabs

Screengrabs show consideration for file sizes, minimizing large changes, etc.
Completion text is provided, and written in a non-judgmental way

No audit errors are present

No spelling errors are present

House style is adhered to
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Rate Single

Template choice is appropriate for learning content type

Overall length of Text Item text is suitable for onscreen presentation

Question Stem and Introduction are separated by paragraph break

Question stem is clear

Options clearly relate to stem

Options are scaled appropriately

Options are in plain text/aren’t formatted in any way

Options begin with an uppercase letter

Choice-specific feedback is non-judgmental

Choice-specific feedback differs for each option

Choice specific feedback relates to question and option

Prompt concisely indicates the next step(s) (Must include instruction to select the Get Feedback
button)

Complete sentences are used

No Audit errors (e.g. no Text Overrun or Localization reserve warnings) are present

No Spelling errors are present

House style is adhered to

Formatting is used correctly

Template features are used correctly

Text Item features are used correctly
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Reflect Learner

Template choice is appropriate for learning content type

Overall length of Text Item text is suitable for onscreen presentation
Text is divided into paragraph where appropriate to aid legibility
Question stem(s) are specific to engage learner in reflection

Prompt concisely indicates the next step(s)

Prompt is formatted in bold

Prompt doesn’t use directional language (e.g. "below", "above")

Learner-entered response ID is present

Learner-entered response ID consists of alphanumeric, space, underscore (_) and dash (-)
characters only

Learner-entered response ID is 20 characters or less

Complete sentences are used

No Audit errors (e.g. no Text Overrun or Localization Reserve warnings) are present
No Spelling errors are present

House style is adhered to

Formatting is used correctly
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Reflect Expert Compare

Template choice is appropriate for learning content type

Overall length of Text Item text is suitable for onscreen presentation

Text is divided into paragraph where appropriate to aid legibility

Question stem(s) are specific to engage learner in reflection

Reflective text prompt concisely indicates the next step(s)

Reflective text prompt is formatted in bold

Reflective text prompt doesn’t use directional language (e.g. “below", "above")

Expert opinion text header is present and accurate

Expert opinion text displays a best practice or expert opinion that responds to the question
posed

Complete sentences are used

No Audit errors (e.g. no Text Overrun or Localization Reserve warnings) are present
No Spelling errors are present

House style is adhered to

Formatting is used correctly
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Reflect Self Compare

Template choice is appropriate for learning content type

Overall length of Text Item text is suitable for onscreen presentation

Text is divided into paragraph where appropriate to aid legibility

Question stem(s) are specific to engage learner in reflection

Learner entered text header concisely indicates the next step(s)

Learner entered text header is formatted in bold

Learner entered text header doesn’t use directional language (e.g. "below", "above")
Learner entered text header is present and accurate

Previous learner-entered response ID is present and accurate

Complete sentences are used

No Audit errors (e.g. no Text Overrun or Localization Reserve warnings) are present
No Spelling errors are present

House style is adhered to

Formatting is used correctly
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Click-in Graphic

Template choice is appropriate for learning content type
Stem is phrased as a question whenever possible

Prompt clearly directs learner how to answer the question. Make sure the relationship between
the stem and the prompt is logical and makes sense when read together. They should not be
redundant.

Generic feedback is written if needed (except for test questions)

Choice-specific feedback is written for all specific correct and incorrect options and written with
the correct perspective according to when it is shown to the learner. (except for test questions)

For correct options, the choice specific feedback is made available after the question is finished

For incorrect options, the choice specific feedback is shown at the time the incorrect option is
selected by the learner

Alt Text is provided for the click-in graphic and any other graphics that require it

Appropriate graphic direction is provided for the click-in graphic, along with graphic references
when possible

Consideration has been given to specifying graphic highlighting or some other type of graphic
change to correspond with the selection of each answer option, so the learner can easily make a
connection between the feedback they receive and the selection they made

Appropriate graphic direction is provided for each answer option in the Graphic Direction field
for the associated answer option, if needed. Graphic references are also provided wherever
possible. (Graphic checkbox is selected, and appropriate description is provided in the associated
Graphic Direction field.)

If a new graphic is desired at the end of the question, a Final Graphic Direction field is added to
the page and appropriate graphic direction is provided.
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Short Answer Text

Template choice is appropriate for practice and/or testing of content type

If the stem requires the learner to answer a question, the stem uses regular sentence
punctuation and complete sentences.

If the stem requires the learner to fill in a blank word or phrase, the “blank” is at the end of the
stem, not in the middle.

Answer formatting instructions, if needed to help learners focus their response, are separated
from the stem by a paragraph break.

The Correct Answer Display field contains the “most correct response” — this response will be
displayed as the correct answer after the question is finished, regardless of which version of the
correct answer the learner entered.

Proper answer analysis has been undertaken to ensure that learners can receive credit for
correct answers that have inconsequential differences from the most correct response.

Case sensitive answer judging is used only where it is critical. To enable this, the Case sensitive
checkbox is selected.

Choice-specific feedback for correct answers is written “generally” to apply to all of the possible
correct answers, not just the “most correct” answer. It could address the variations among the
correct responses, if appropriate. Note: If choice-specific feedback is provided for the correct
answers, it's not necessary to append the generic correct feedback.

Proper answer analysis has been undertaken to ensure that as many plausible incorrect
responses as possible are considered, so learners can receive meaningful feedback for
misunderstanding or not knowing the content.

Choice specific feedback is provided for each specific incorrect answer that is specified and
relates specifically to the rationale for why the particular answer typed is wrong.

Generic feedback is provided for all Short Answer Text practice questions
Enable try again checkbox is selected for practice items

The First Try Incorrect generic incorrect feedback provides some type of general hint or cue for
the learner, and a formatting reminder, if needed

The Second Try Incorrect generic incorrect feedback provides the rationale for why the correct
answer is correct.

Continued on next page
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Short Answer Text
Continued from previous page

If there is no choice-specific feedback for the correct answers, generic correct feedback should

be provided for both the first and second tries. Note: The First Try and Second Try Correct generic
feedback do not have to be appended if the choice-specific feedback is completed for correct
answers.

No audit errors are present
No spelling errors are present
House style is adhered to
Formatting is used correctly

Audio production Notes are present
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Short Answer Graphic

Template choice is appropriate for practice and/or testing of content type

The stem is phrased to make it clear to the learner how they should answer the question.
The stem provides all the information needed to help the learner type the question correctly.
The stem is phrased in the form of a question or written in the imperative form.

Introductory sentences, if any, are limited to information necessary to answer the question.

The Correct Answer Display field contains the longest response (in cases where there are
multiple correct answers). This response will be displayed as the correct answer after the
question is finished, regardless of which version of the correct answer the learner entered.

Proper answer analysis has been undertaken to ensure that learners can receive credit for
correct answers that have inconsequential differences from the most correct response.

Case sensitive answer judging is used only where it is critical. To enable this, the Case sensitive
checkbox is selected.

Choice specific feedback for correct answers is written “generally” to apply to all of the possible
correct answers, not just the “most correct” answer. It could address the variations among the
correct responses, if appropriate. Note: If choice-specific feedback is provided for the correct
answers, it is not necessary to append the generic correct feedback.

Proper answer analysis has been undertaken to ensure that as many plausible incorrect
responses are considered, so learners can receive meaningful feedback for misunderstanding or
not knowing the content.

Choice-specific feedback is provided for each specific incorrect answer that is specified and
relates specifically to a rationale indicating why the particular answer typed is wrong.

Generic feedback is provided for all Short Answer Text practice questions
Enable try again checkbox is selected for practice items

The First Try Incorrect generic incorrect feedback provides some type of general hint or cue for
the learner, and a formatting reminder, if needed

The Second Try Incorrect generic incorrect feedback provides a rationale indicating why the
correct answer is correct.

Continued on next page
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Short Answer Graphic
Continued from previous page

If there is no choice-specific feedback for the correct answers, generic correct feedback should

be provided for both the first and second tries. Note: The First Try and Second Try Correct generic
feedback does not have to be appended if the choice-specific feedback is completed for correct
answers.

No audit errors are present
No spelling errors are present
House style is adhered to
Formatting is used correctly

Audio production Notes are present
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SkillCheck

Template choice is appropriate for practice and/or testing of content type

Overall length of stem is suitable for onscreen presentation

Instructions for learner are clear from Stem text

Regular sentence punctuation and complete sentences are used for Stem text (imperative voice)
Suitable alt text is provided where necessary

Steps clearly relate to Stem

Steps is written in the imperative with no end punctuation

Steps begin with an uppercase letter

Options referred to in Step text are formatted appropriately

Correct Actions (or Input fields) are provided for steps

Incorrect Actions are provided where possible (aim to include two where possible and to have a
minimum of one per step unless impossible to include plausible incorrect actions)

Choice-specific feedback points the learner in the right direction for completing the step
Keyboard sequence is provided where necessary

Appropriate screengrabs are provided (start, action, and result grabs for all steps)

When referencing screengrabs, append "_ss" to the screengrab filename e.g. t11_002_ss
Appropriate comments provided for screengrabs

Screengrabs show consideration for file sizes and complexity of screen changes, minimizing large
changes and the number of changes, etc

Generic incorrect feedback is provided in this format:

The steps to <complete the task> are listed in the Steps box.

Generic correct feedback is provided in this format:

You have successfully <completed the task>.
No audit errors are present
No spelling errors are present

House style is adhered to
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Single Path RolePlay

Introduction sets up the SPRP scenario

Introduction provides any background information necessary to complete the SPRP effectively
The learner plays a direct, active role

The learner is not asked to assume another identity

Introduction contains a prompt that makes the learner aware of the actions that they’re
expected to perform

The Video checkbox is enabled if the page contains video.

The Filename, Scene, Attire, and Props fields in the Video section are all completed if the page
includes video.

The attributes derive from higher-level objectives
The attributes relate to the instructional content in the topic or lesson

Each attribute is a concise phrase that completes the lead-in:
You explored the following content attributes

Each attribute begins with a lower case letter

Each attribute begins with the gerund — that is, the verb form that ends with "ing"
Each attribute ends without punctuation

Each attribute is present in the SPRP

Rating labels are suitable

If the Threshold is in use, it is set at an appropriate level

In Test mode, the Threshold is greater than 1 and reflects the minimum learner performance
required for competency

If the Threshold is in use, it is expressed as a whole number between 1 and 100 inclusive

If the Threshold is in use, the Character dialog checkbox is selected on the Single Path RolePlay
page.

If the Threshold is in use, the Threshold Response is defined.
If the Threshold is in use, the Threshold Feedback is defined.

Continued on next page
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Single Path RolePlay
Continued from previous page
If the Threshold is in use, the Threshold’s Graphic Direction is defined.

If the Threshold is in use, the Threshold Response, Feedback, and Graphic Direction are generic
enough to make sense for all pages where the learner can breach the Threshold.

In Practice mode, if the Threshold characteristic is not being used, 0 is entered in the Threshold
%: (1-100) field

Each decision page contains a stimulus/question enclosed in quotes

Each response choice is plausible

Each response choice accurately reflects the indicated attribute

Each response choice accurately reflects the indicated rating

None of the response choices is enclosed in quotes

Each Response Audio Text contains a realistic return of conversation enclosed in quotes
Each Response Feedback Text evaluates the attribute at the selected rating

Each Response Feedback Text is drawn from the material presented in the preceding
instructional content

Each Response Feedback Text is not negative or judgmental
Characters are realistic so that learners empathize with them in the context of the SPRP

The SPRP practices or tests the application of the instructional content presented in the topic or
lesson

There is a clear causal relationship between the learner’s choice, the character reaction, the
evaluative feedback, and the subsequent Decision page

The thematic development reflects the causality of the choices and responses

The human interactions “feel” like human interactions

The RolePlay flows logically and naturally; not abruptly from page to page

For each stimulus/question and response choice, alt text identifies the character who's speaking
For each stimulus/question and response choice, alt text identifies the character’s tone of voice

Continued on next page
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Single Path RolePlay

Continued from previous page
For each stimulus/question and response choice, alt text identifies the character’s demeanor
Appropriate graphic directions are provided for each stimulus/question and response choice
House style is adhered to
Formatting (if any) is used correctly
Audio Production Notes are used where necessary

The SPRP is OCPT aligned
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Multi Path RolePlay

Introduction sets up the MPRP scenario

Introduction provides any background information necessary to complete the MPRP effectively
The learner plays a direct, active role

The learner is not asked to assume another identity

Introduction contains a prompt that makes the learner aware of the actions that they’re
expected to perform

The Video checkbox is enabled if the page contains video.

The Filename, Scene, Attire, and Props fields in the Video section are all completed if the page
includes video.

The attributes derive from higher-level objectives
The attributes relate to the instructional content in the topic or lesson

Each attribute is a concise phrase that completes the lead-in:
You explored the following content attributes

Each attribute begins with a lower case letter
Each attribute begins with the gerund — that is, the verb form that ends with "ing"
Each attribute ends without punctuation

Each attribute is present on the instructional path deemed the most appropriate in the MPRP.
The most appropriate path consists only of 0-Appropriate responses for each attribute and is
often referred to as the Success path.

Rating labels are suitable

Each decision page contains a stimulus/question enclosed in quotes
Each response choice is plausible

Each response choice accurately reflects the indicated attribute
Each response choice accurately reflects the indicated rating

None of the response choices is enclosed in quotes

Continued on next page
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Multi Path RolePlay

Continued from previous page
Each Response Audio Text contains a realistic return of conversation enclosed in quotes
Each Response Feedback Text evaluates the attribute at the selected rating

Each Response Feedback Text is drawn from the material presented in the preceding
instructional content

Each Response Feedback Text is not negative or judgmental
Characters are realistic so that learners empathize with them in the context of the SPRP
The MPRP practices the application of the instructional content presented in the topic or lesson

There is a clear causal relationship between the learner’s choice, the character reaction, the
evaluative feedback, and the subsequent Decision page

The thematic development reflects the causality of the choices and responses

The human interactions “feel” like human interactions

The RolePlay flows logically and naturally; not abruptly from page to page

For each stimulus/question and response choice, alt text identifies the character who's speaking
For each stimulus/question and response choice, alt text identifies the character’s tone of voice
For each stimulus/question and response choice, alt text identifies the character’s demeanor

Appropriate video & graphic directions are provided for each stimulus/question and response
choice

Audio Production Notes are used where necessary and include the name of the character
Alt text is provided for each Text Item field
Alt text is provided for each Response Audio Text field

Alt text includes the character’s name and describes, if appropriate, to the instruction describes
their demeanor and tone of voice

House style is adhered to
Formatting (if any) is used correctly

Continued on next page
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Multi Path RolePlay

Continued from previous page
Quotes are used for dialog in each Text item field
Quotes are used for dialog in each Response Audio text field
Quotes are omitted for dialog in each Response Choice field
The MPRP is OCPT aligned
General Characteristics and Basic Overall Structure
There is a Success path that consists of only 0 - Appropriate responses for each attribute

There are reasonable opportunities for recovery so learners can get back on the right track after
they have made a Fair choice or an Inappropriate choice that represents a non-fatal mistake

There is no circular logic; learners do not get jumped back to a page where they have already
been or a page that can lead them to where they’ve been

Each attribute (where appropriate) is covered to a depth of at least two levels
The attributes are defined
The End pages are structured correctly
The Jump to pages are structured correctly
Each response choice is assigned an attribute and a rating
Each response choice has feedback
Analyze the instructional paths within the MPRP
Success Path

Does the number of Branch pages meet the minimum requirement? 4 for a standard MPRP. 2 for
a RolePlay Vignette.

Is the Success path robust? Does it allow the learner to practice each attribute in depth/a
sufficient number of times?

Continued on next page

Writing Tab Manual Writing_Tab_Manual
Last saved by: Fionnuala O'Donnell Date: 30 October 2014 Page 255 of 266



Multi Path RolePlay
Continued from previous page
Other instructional paths with the MPRP
Is each path robust?
Does each path provide reasonable opportunities to move to the Success path?

Do any paths need to be improved to afford the learner the opportunity to practice all the
attributes?

Analyze the Branch pages

Responses on Branch pages
How many Branch pages in the RolePlay have three response choices?
How many Branch pages in the RolePlay have two response choices?
Is this mix adequate?

Rating for Responses on Branch pages

Is there a good mix of ratings used on each Branch page? That is, is the learner being asked to
discriminate between the Appropriate, Fair and Inappropriate responses?

Response Randomization
Are the Response ratings sufficiently randomized across the MPRP?
Are the Response ratings randomized on the first branch page?
Analyze the Jump To pages (Check for reasonable opportunities for recovery)
How many Jump to pages jump to a branch page?
How many Jump to pages jump to an End page?

Are there sufficient opportunities to move to the Success path? How many pages jump to the

Success path?
Are the jumps non-punitive?

Continued on next page
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Multi Path RolePlay

Continued from previous page
Analyze the End pages
Validity

Are the End pages valid? If there is a Child page for one response, is there a Child page for each
response?

Analyze the flow
Potential Interaction Flow Issues

Do all the responses on all parent pages of a branch page or end page practice the same attribute
at the same rating?

Does each child page make sense for each response that moves to it?
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DrillDown

Template choice is appropriate for learning content type

Overall length of Drilldown is suitable for onscreen presentation
Introduction has terminal punctuation ( a period or question mark)
Introduction adequately introduces the collection of hotspots/labels
Introduction draws learner’s attention to Graphics area

Appropriate graphic direction is provided

Introduction clearly relates to the Hotspots/labels

Hotspots/Labels themselves are related

The Publish label checkbox is used appropriately

Maximum of 7 hotspots/labels not exceeded

Hotspots/Labels start with uppercase letter (unless grammatical exception)

Hotspots/Labels have no end punctuation (unless questions or one option consists of multiple
sentences)

Appropriate prompt (specific about anchors and information in child pages) is used
Select/Click each <list item> for more information on <concept>

Select/Click each <list item> for more information

Select/Click each <list item> to <concept>

Aim for a minimum of 2 child pages per anchor

Aim for a maximum of 4 child pages per anchor

Aim for a maximum of 15 child pages for the entire Drilldown

House Style is adhered to

Formatting is used correctly

Audio Production Notes are present (if necessary)
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Expos Caption

Each Caption field contains an appropriate amount of text (i.e. less than 80 words or 400
characters where possible)

The content of the page is divided into separate Caption fields where appropriate

Graphic Direction is provided where appropriate

Graphic Text is provided where appropriate

Alt text is provided where necessary

Graphic changes are timed to coincide with relevant audio

Complete sentences are used

No Audit errors are present

No spelling errors are present

House Style is adhered to

Templates features are used correctly

Caption features are used correctly
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HTML Caption

Maximum of ten HTML Caption templates per 20 minutes of instruction is not exceeded
The page includes one Caption field only

The Caption field contains an appropriate amount of text (i.e. less than 80 words or 400
characters where possible)

Graphic Direction is provided where appropriate, noting any timing issues with graphics and
audio

Graphic Text is provided where appropriate
Alt Text is provided where necessary
Complete sentences are used

No Audit errors are present

No spelling errors are present

House Style is adhered to

Templates features are used correctly
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List Caption

Appropriate use is made of the Build list format

Lead-in to a build list is not a sentence fragment; it ends in a colon in accordance with House
Style rules

A paragraph break does not separate the Lead-in from the introduction (if present)
Comma and conjunction are included at the end of the second last list item, where appropriate
Graphic Direction is provided where appropriate

Note to the Visual Developer is included to indicate that the List Caption is being used as a lead-in
to an Explore Graphic (where appropriate)

Alt text is provided where necessary
No Audit errors are present

No spelling errors are present

House Style is adhered to

Templates features are used correctly

Caption features are used correctly
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Sim Dialog Video Caption
The Caption field contains an appropriate amount of text (i.e. less than 80 words or 400
characters where possible.)

The Video checkbox is enabled if the page contains video.
The Prompt actively introduces the conversation

Graphic direction associated with the Caption field describes only the graphic that will display
when the page is first accessed.

Note: If the Graphic for each dialog checkbox is not selected, the graphic described here will
display for the entire dialog

The Filename, Scene, Attire, and Props fields in the Video section are all completed if the page
includes video.

Character/label (if present) is exactly the same for each instance of a character/label
Conversation demonstrates instances of concepts already explained

Dialog does not have quotation marks

Dialog does not contain unnecessary greetings, pleasantries, etc.

Character dialog is natural

Character dialog checkbox is used correctly

Appropriate graphic directions are provided

Graphic for each dialog checkbox is used correctly

Graphic labels are suggested where required

Progressive display is used appropriately

Base and all subsequent graphics are set up logically according to who is speaking, or what is
being explained

Alt text is provided where necessary
House style is adhered to
Formatting is used correctly

Audio Production Notes are present

Appropriate template choice for learning content type
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Appendix B: Final Tasks in Synergy

To publish or republish a course, you need to carry out these tasks in order:
1. Integrate and check the audio
2. Run a course audit and a spell check and fix any errors
3. Check that all edits that were logged as Comments are closed
4. Zip the course and save a copy
5. Run the clean-up tool
6. Run a final audit

7. Do afinal preview through the published saved course to ensure all graphics, animations, and
interactions function

8. Run a Final Publish on the course

9. Zip the course for review and integration to proper location on the network
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