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Section 1. Overview
The Electronic Performance Support System (EPSS) Functional Tutorials (FTs) are simulations that demonstrate the proper usage of various software applications.  Creating FTs is a multi-step process.    

· Potential new EPSS content is mapped to the current Job Task Analysis (JTA), and the Subject Matter Expert (SME) reviews procedures and steps needed for content capture.

· Application steps are captured to graphics using Adobe Captivate™.

· Audio is dictated and scripting for the final product is created.

· Scripts are recorded into *.mp3 files within Captivate.

· Flash FT is created using script, *.jpg image files, and *.mp3 audio files.

Section 2. Job Task Analysis

The JTA lists tasks accomplished by users during the performance of their duties.  All FTs should map directly to these tasks.  The SME should review the appropriate procedures and steps for capturing FT material.  This ensures uniformity in all FTs.  Additionally, the steps involved in accomplishing the task should be reviewed to ensure the Captivate file is accurate and file size is minimized.

Section 3. Using Adobe Captivate™
3.1 Overview

FT content is captured using Adobe Captivate™.  This program allows you to record the steps of an application in sequence, and then edit the captured content to construct the software simulations for the FT.
NOTE: The procedures provided in this document were created using Adobe Captivate™ version 3.0.
3.2 Configure Captivate Settings

Before you begin capturing content, you will need to configure the following settings.  

NOTE: These settings are provided for the recording of subtasks used in the construction of embedded training components only; they are not necessary for the use of Captivate for other purposes.  

· Be sure that the resolution of your monitor is 800 x 600 dpi.  This resolution provides the optimal graphics used in the construction of embedded training components.

· Maximize the window of the program you are recording, so that the desktop background of your computer is as "invisible" as possible.  In some instances, it might be necessary for the desktop background to be visible – for instance, if you are recording the launch of a program from the Start button at the bottom of the screen.  In these instances, be sure that the desktop background is a standard solid color.

· Configure the Captivate program window so that it is hidden during the recording process.  See Section 3.3, "Choose Settings and Record Screen Captures," for the procedures required to hide this window.

3.3 Choose Settings and Record Screen Captures
· To record:

Step 1.
Check that your computer has been properly configured (see Section 3.2, "Configure Captivate Settings").  If the guideline/script for the screen capture requires that a particular window be open, be sure that the screen is open and maximized.

Step 2.
Open Captivate and select Record / New Project.
The New project options window appears.
Step 3.
Select Full screen, then click OK.  
Captivate minimizes and the Monitor window appears.
Step 4.
From the Category panel on the left, select Settings.  Select the settings as they appear in Figure 3‑1. 
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Figure 3‑1.  Recording Settings
Step 5.
From the Category panel on the left, select Full Motion Recording.  Select the settings as they appear in Figure 3‑2.
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Figure 3‑2.  Full Motion Recording
Step 6.
From the Category panel on the left, select Modes(s).  Select the settings as they appear in Figure 3‑3. 
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Figure 3‑3.  Recording Modes
Step 7.
From the Category panel on the left, select Defaults.  Select the settings as they appear in Figure 3‑4. 
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Figure 3‑4.  Recording Defaults
Step 8.
Click OK.

The Monitor window appears.
Step 9.
Click Record to begin capturing content.
You will hear a camera shutter sound, indicating each change on the screen.
Step 10.
(Conditional) If you do not hear a sound when a screen changes, click the Print Screen key to manually capture that screen.

Step 11.
When you are finished following the steps provided for that component, press the End key to stop recording.
The Save Project Files window appears. 

Step 12.
Enter the desired name for your project and click Browse to select the destination of the output files. 
Step 13.
Click OK. 
NOTE: The file is saved with a *.cp extension.

Captivate opens with the screen captures.
Section 4. Building the Functional Tutorial 
Once you have captured the content, you edit and publish the resulting Captivate (*.cp) file into a single *.swf file.  This new file will contain both observe and take action components of the FT.  
4.1 Setting the Project Skin Preferences

The project skin preferences must be set for each FT to maintain consistency between files.
· To set the project skin preferences:

Step 1.
Open a Captivate file (*.cp).

Step 2.
Select Project and then select Skin. 

The Skin Editor window appears. 
Step 3.
From the Playback Control tab, de-select Show playback control.
Step 4.
Click the Borders tab and deselect Show Borders.
Step 5.
Click the Info tab and enter the project information as it applies to your project.
Step 6.
Close the Skin Editor window.
CAUTION: Be sure to save often to prevent loss of work.

4.2 Setting Timing and Properties 
Each individual slide contains its own timeline, similar to Adobe Flash™. To maintain an even flow between slides, the timing of objects and how they appear on stage must be manually adjusted.
4.3 Setting Text Caption Properties
· To set the text caption properties:

Step 1.
In the Edit mode of the Captivate Project, double-click one of the captions on the first slide of the project.
The Text Caption window appears.
Step 2.
Set the Caption type (haloblue), Font (Arial), Size (12), and Color (black) settings as they appear in Figure 4‑1. 
Step 3.
Select the Apply to all checkbox.
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Figure 4‑1.  Text Caption Properties 
Step 4.
Click the Options tab. 
Step 5.
Enter the Timing and Transition settings as they appear in Figure 4‑2.  
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Figure 4‑2.  Text Caption – Options Properties
Step 6.
Select the Apply to all checkbox.
Step 7.
Click OK.

4.4 Setting the Timeline
· To set the timing and align objects on the timeline of each slide:

NOTE: Most screens in a project contain both an "opening" caption, which describes the current screen (for example, "The Profile Selector window appears.") and an "action" caption detailing the next step (for example, "Click SSO Default from the Available Profiles list."). You may need to slightly re-position the action captions on the stage so that they point to the exact area they are describing.  Similarly, click boxes may need to be adjusted to fit over the clickable area.

Step 1.
In Edit mode, drag the object out along the timeline to set the opening caption to three seconds long.
NOTE:  You will readjust this timing once you integrate the audio.
Step 2.
Click and drag the endpoint of the Slide layer (this also moves all additional layers) to the left so that the action caption immediately follows the opening caption.

Step 3.
Drag the Click Box object so it is the same length as the action caption.

Step 4.
Drag the Mouse Object so that is it approximately ½ the length of the action caption.

Step 5.
Verify that the objects on the timeline reflect those indicated in Figure 4‑3.
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Figure 4‑3.  Timeline 
NOTE: Slides approximately one second in length with no captions can be deleted.
CAUTION: Be sure to save often to prevent loss of work.

4.5 Creating Both Observe and Take Action Components

4.5.1 Editing Text

Before duplicating slide to create observe and take action components, you need to edit your text.  By doing this, you are ensuring that your text is consistent across both components.

NOTE: The observe component is written in the third-person, while the take action component is written using the second-person.
4.5.2 Duplicating Slides to Create Observe and Take Action Components
All of the captured slides must be duplicated in order to create both observe and a take action components.  This is similar to using separate Scenes in Adobe Flash™.

· To duplicate the slides:

Step 1.
In Edit mode, click Edit and then click Select all Slides. 

Step 2.
Click Edit and then select Copy Slide. 

Step 3.
Click on the last slide of the project and then click Edit /Paste Slide to paste the slides to the end of the project. 
NOTE: Be sure that all slides have been duplicated and are in the correct sequence. 

· To name the two sections:

Step 1.
Double-click the first slide of the project.
The Slide Properties window appears. 

Step 2.
Click on the Label field and type TakeAction.
Step 3.
Double-click the first slide in the duplicated series of slides.

The Slide Properties window appears. 

Step 4.
Click on the Label field and type Observe.
Step 5.
Save the file.

4.5.3 Removing Unnecessary Objects

Because the initial Captivate file contains both Take Action (click boxes) and Observe (cursor animations) elements on each slide, unnecessary items must be removed from both sections.
· To remove objects from the Take Action section:

· In Edit mode, right-click on each slide in the Take Action section and select delete to remove the Mouse Object. 
NOTE: Repeat this step for each slide.
· To remove objects from the Observe section:

· In Edit mode, right-click on each slide in the Observe section and select delete to remove the Click Box Object. 

NOTE: Repeat this step for each slide.
4.6 Inserting a Text Entry Box
Certain Functional Tutorials require interactive elements such as entering text.  Captivate automatically captures the entry of text and creates an animation for use in the observe component.  In the take action component, you need to insert a Text Entry Box and adjust it accordingly.

· To insert a Text Entry Box:

Step 1.
In Edit mode, on the slide that requires textual input, select Insert / Text Entry Box.
Step 2.
From the Text Entry Box tab, in the Correct entries field, type the word or phrase the user needs to input in order to proceed with the OTA. 
Step 3.
Set the On success option to Go to next slide.  Refer to Figure 4‑4.
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Figure 4‑4.  Text Entry Box – Text Entry Box
Step 4.
Select the Options tab and change the settings to reflect those shown in Figure 4‑5.
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Figure 4‑5.  Text Entry Box - Options
Step 5.
Click Apply.
Step 6.
Position the input text box over the correct area (hot spot) on the stage and then adjust the object's presence on the timeline as appropriate. 
4.7 Exporting/Importing Project Captions 

Once the slides are all in place, the text can be exported to a Word document for review and for adding enhancements (bold, highlight, color, etc).  The updated captions are then re-imported into the Captivate project.
NOTE: For each slide, the layer containing the "action" caption must be located above the layer containing the "opening" caption in the timeline.  Refer to Figure 4‑3.
· To export project captions:

Step 1.
Go to File and select Import/Export. 
Step 2.
Select Export Project Captions.
The Save As window appears.
Step 3.
Select the desired directory in which to save the Word document, and click Save.

A dialog appears asking if you would like to view the document. 
Step 4.
Click No to close the dialog.
· To import updated scripts into Captivate:

Step 1.
Go to File, select Import/Export, and then select Import project captions.
The Open window appears.
Step 2.
Choose the correct Word document to import and click Open.
A status bar appears indicating the number of items that have been imported.
Step 3.
Click OK.
4.8 Resizing the Project
The original Captivate file has a height of 800 pixels and a width of 600 pixels.  In order to create space for the navigation bar and title bar graphic, the project must be resized.  This process must be done twice – once to create space for the title graphic and a second time to create space for the navigation bar.

· To resize the project for the title graphic:

Step 1.
Click Project and from the resulting menu select Resize Project.

The Movie resize window appears.  Refer to Figure 4‑6.

Step 2.
Clear the Maintain Aspect checkbox.
Step 3.
Change the Height dimension from 600 to 617.

Step 4.
In the If new size is larger section, select Keep movie the same size and fill background with color. 
Step 5.
Select black as the background color.

Step 6.
From the Position movie dropdown, select Bottom Left.

Step 7.
Clear the Rescale captions, highlight boxes, and other objects checkbox.

Step 8.
Click Finish. 
A dialog appears stating that resizing cannot be undone, and asking for verification that you want to resize. 
Step 9.
Verify the settings and then click Yes.
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Figure 4‑6.  Project Resize Window 
· To resize the project for the navigation bar: 
Step 1.
Click Project and from the resulting menu select Resize Project.

The Movie resize window appears.  Refer to Figure 4‑7.
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Figure 4‑7.  Project Resize Window
Step 2.
Clear the Maintain Aspect checkbox.
Step 3.
Change the Height dimension from 600 to 660.

Step 4.
In the If new size is larger section, select Keep movie the same size and fill background with color. 
Step 5.
Select black as the background color.

Step 6.
From the Position movie dropdown, select Top Center.

Step 7.
Clear the Rescale captions, highlight boxes, and other objects checkbox.

Step 8.
Click Finish. 
A dialog appears stating that resizing cannot be undone, and asking for verification that you want to resize. 
Step 9.
Verify the settings and then click Yes.

CAUTION: Be sure to save often to prevent loss of work.

4.9 Inserting Navigation Tools and Title Graphics
Once the project is resized, the navigation elements can be incorporated.  These include an external navigation button bar created using Adobe Flash™ (OTA_navbar.swf), buttons which will be created within Captivate to switch between the observe and take action components, an invisible button which pauses the project at the end of the take action component, and the title graphics which indicate which component you are using.

NOTE: All navigation objects, including the OTA_navbar animation, title graphics, and buttons can be copied from the Navigation_Template.cp file located in the OTA_Tools folder and then pasted into each new project in order to save time.
4.9.1 Importing the Navigation Bar
· To import the navigation bar:

Step 1.
In Edit mode, click Insert, and then from the menu select Animation.
The Open window appears.
Step 2.
From the OTA_Tools folder, select OTA_navbar.swf.
The New Animation window appears.
Step 3.
Select the Options tab. 
[image: image12.jpg]Options c p

Set animation propertis.

Animtion | OPtions | audi | Size and Postion

Tiring
Oply fors[restofprojest | [10 | o
sopearaftzrs 00 |3 seconds
[Clsyretvonie with roject
Cleop
Transtion
Effect: No transition v

i 552 seconds w852 seconee
Clagrlytoal [_settings ~

Cancel sorly

@ Leammore




Figure 4‑8.  New Animation - Options 
Step 4.
Click the Display for: arrow and select rest of project. 
Step 5.
Set the Transition Effect to No transition and click OK.  (Refer to Figure 4‑8.)

Step 6.
Position the imported navigation bar at the bottom of the project.

4.9.2 Creating Take Action Buttons

·  To create the Take Action buttons:

NOTE: Two Take Action buttons must be created – one for the first slide and a second one for the remaining slides.

Step 1.
In Edit mode, with the first slide selected, click Insert, and then select Button from the menu.
The Open window appears.
Step 2.
Click the On Success arrow and from the menu, select Go to previous slide.

Step 3.
In the Button type section, select the Transparent checkbox. (Refer to Figure 4‑9.) 
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Figure 4‑9.  New Button - Button
Step 4.
Click the Options tab. 
Step 5.
In the Timing section click the Display for: arrow and select rest of slide.
Step 6.
In the Options section, select Stop audio when clicked and Show hand mouse cursor when over button. (Refer to Figure 4‑10.)
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Figure 4‑10.  Button - Options
Step 7.
Position and resize the transparent Take Action button so that it fits over the correct area of the navigation bar.

Step 8.
Once the button is positioned, copy and paste it from Slide 1 to Slide 2. 

Step 9.
Double-click the Take Action button in Slide 2, change the On success option to Jump to slide and the Jump to slide option to TakeAction.
Step 10.
Click OK. 

Step 11.
Copy and paste the Take Action button into the remaining slides of the project.

4.9.3 Creating the Observe Button
· To create the Observe button:

Step 1.
In Edit mode, with the first slide selected, click Insert, and then select Button from the menu.
The Open window appears.
Step 2.
Click the On Success arrow and from the menu, select Go to previous slide.

Step 3.
In the Button type section, select the Transparent checkbox. (Refer to Figure 4‑9.)
Step 4.
Click the Options tab. 
Step 5.
In the Timing section click the Display for: arrow and select rest of slide. 
Step 6.
From the Options section, select Stop audio when clicked and Show hand mouse cursor when over button. (Refer to Figure 4‑10.)

Step 7.
Double-click the Observe button in Slide 2, change the On success option to Jump to slide and the Jump to slide option to Observe. 
Step 8.
Copy and paste the Observe button from Slide 1 into each remaining slide.

Step 9.
On the first slide in the Observe section (labeled Observe) change the On success option to Continue.
NOTE: Step 9 is only performed on the first slide.
4.9.4 Importing the Title Graphics 
· To import the title graphics:

Step 1.
In Edit mode, click Insert, and then from the menu select Image.
The Open window appears.
Step 2.
From the OTA_Tools folder, select the take_action_bar.jpg file.
The New Image Box window appears.
Step 3.
Click the Options tab. 
Step 4.
Click the Display for: arrow and select rest of slide. 
Step 5.
Set the Transition Effect to No transition and click OK.  Refer to Figure 4‑6.

Step 6.
On the first Take Action slide, position the imported graphic at the top of the stage. Once in position, copy and paste the graphic into each of the remaining Take Action slides.

Step 7.
On the first Observe slide, position the imported graphic at the top of the stage. Once in position, copy and paste the graphic into each of the remaining Observe slides.
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Figure 4‑11.  Image - Options 
4.10 Placing Stops
· To place a stop between the last take action slide and the first observe slide:

NOTE: A pause button must be placed somewhere on the stage of the last take action frame to prevent the project from continuing after the take action component ends.

Step 1.
On the last slide of the Take Action section, click Insert, and from the resulting menu, select Click Box.
The Click Box window appears.
Step 2.
Select Options.

Step 3.
Make sure Pause movie until user clicks is selected and click OK. (Refer to Figure 4‑12.)

Step 4.
Position the click box in the upper left corner of the screen. (Refer to Figure 4‑12.)
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Figure 4‑12.  Click Box - Options 
CAUTION: Be sure to save often to prevent loss of work.

4.11  Recording Narration

The narration can be recorded directly within Captivate.
· To record narration:

Step 1.
In Edit mode, on Slide 1, select Audio, then select Record, and then select Without Preview.
The Record Audio Slide 1 window appears.
Step 2.
Click Record.
The Calibrate Microphone window appears.
Step 3.
Talk into the microphone to set the calibration. When the green box appears indicating that the Input level is ok, click OK.
Step 4.
Click Record to begin recording. 
Use the forward and back buttons (located to the right of the green volume meter) to navigate between the slides and read the script pertaining to each slide. (Refer to Figure 4‑13.) 
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Figure 4‑13.  Record Audio 
Step 5.
When finished recording, re-record or edit each slide’s audio file as necessary.

NOTE: You may need to adjust the timeline objects to accommodate the audio tracks.

CAUTION: Be sure to save often to prevent loss of work.

Section 5. Publishing the Final FT Project
Once the Adobe Captivate™ project is complete, it will be published as a *.swf file.

NOTE: Be sure to name the published file accordingly and select the correct location for publishing.  This must be done for each project.  Publishing the project creates a new folder which contains the shockwave file (*.swf), the html file, and a required javascript file (*.js).
· To publish the project to an swf: 

Step 1.
Go to File and select Publish.
The Publish window appears.  
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Figure 5‑1.  Publish

Step 2.
In the Flash options section, enter the name of the file in the Project Title field. 
Step 3.
Use Browse to select the desired location of the project output files. 
Step 4.
Select Export HTML. (Refer to Figure 5‑1.)

Step 5.
Click Preferences. 
The Preferences window appears. 
Step 6.
Make sure the options are set as those shown in Figure 5‑2.
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Figure 5‑2.  Publish Settings
Step 7.
In the Visual and sound effects section of the Preferences window, select the Audio quality link (in blue). 
The Audio settings window appears. 
Step 8.
Make sure the options are set as those shown in Figure 5‑3.
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Figure 5‑3.  Audio Settings
Step 9.
Click OK to save the settings and close the Audio settings window.

Step 10.
In the Category panel, select Project, and then select Start and End. 
The Start and End options appear in the Preferences window. 
Step 11.
Make sure the options are set as those shown in Figure 5‑4.
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Figure 5‑4.  Start and End Settings
Step 12.
Click OK to save the settings and close the Preferences window.
Step 13.
Click Publish to publish the movie.

The Publish progress window appears indicating that the files are being created. 
Step 14.
When the process completes, select View Output to view the final *.swf file.
Step 15.
Save the Captivate file.
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