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Page Goals & Objectives 
 Introduce our development methodology 
 Discuss some of the benefits 
 Set up a project for success 
 Walkthrough the collaborative process 
 Discuss the ADDIE model 
 Walk through Flare project set-up 
 Discuss Contributor’s role 
 Discuss production of final documents 
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Page Collaborative Approach 
 Integrates Training Materials and Methods 
 Provides Rapid Turnaround and Development 
 Efficiently Uses Effort, Skills, and Experience 
 Shares Content and Resources 
 Produces Several Products from One Source 
 Makes Ongoing Maintenance Easier by Applying 

Changes to One Set of Files 
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Page Benefits 
Use this approach when you want to: 
 Reduce development costs 
 Reduce maintenance costs 
 Centralize management 
 Increased flexibility 
 Enjoy the process 
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Page Things to Watch For 
 Chunking is an acquired mindset/skill 

– Spend time upfront with team members unfamiliar with it 
– Know that time spent will be rewarded 

 Frequent synchronizations reduce confusion 
– Proactive management techniques are required, especially 

in the beginning 
 Solid analysis and design is essential 
 Collaboration requires release and trust 

– Especially for managers 
 Empower your team members 
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Page Single-Sourcing Notes 
 Identify content to be re-used 

– Not all content will be 
– Incorporate into your CSS and template 

• Hide or show content determined by output 
• Change the way the shared content looks in each output 

 Develop single-source content that is: 
– Output-agnostic 
– Limited to one idea 
– Focused 
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Page The Collaborative Process 
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Page ADDIE 
 Instructional design model 

– Analysis 
– Design 
– Development 
– Implementation 
– Evaluation 

 Each stage builds upon the previous one 
 Feedback loop is built in 
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Page Project Phases 
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Page Analysis 
 Analyze your Project 

– Audience 
– Tasks 
– Knowledge Gap / Learning Needs 

 Analyze your team 
– Strengths 
– Predispositions + skills 

 Essential for and applicable to each project 
 Envision your goals 
 List known constraints 
 Identify unknown constraints and pitfalls 
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Page Design 
 Determine the delivery method for each output 
 Identify the most critical information 
 Identify the most frequently used material 

 
Make them easy to find!  

 
 Determine your sharing strategy 
 Set up your project files 
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Page Setting up the Flare Project 
 Style sheet 
 Snippet strategy  (Can’t yet edit in Contributor) 
 Conditions 
 Variables 
 Organization of files 
 Topic templates 

MadCap Presentation 2013  

13 



Page Style Sheet 
 One CSS file 
 Multiple media definitions 

– @print, @student, @help, etc. 
 Few identifiers 

– Use the default <p> tag as much as possible 
 Define at highest levels 
 Distinctions in media definitions 

– E.g., pixels for online, points for print 
 <Div> tags 

– Container for snippets and blocks of similar content 
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Page Snippets 
 Can’t be edited in Contributor (yet) 

– We used them after client approval of training materials to 
share introductions with task topics 

 Used for the most heavily shared chunks 
 <Div> containers make it easy to create snippets 
 Organize them in like folders 

– Intros 
– Procedures 
– Data tables 
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Page Condition Tags 
 Conditions for each deliverable 
 Conditions to exclude from each deliverable 
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Page Variables & File Tags 
Variables 
 Used primarily in page layouts 

– Title 
– Version 
– Publication date 

 

File Tags 
 Track developers and status 
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Page Folder Organization 
 Good organization is key. 
 Necessary when you have multiple authors 

contributing for multiple deliverables. 
 Contents + Projects folders 
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Page Content Folder 
 Content folder mirrors 

deliverables 
– One for each deliverable 
– One for design 

 Resources 
– Images 

[one folder for each output] 
CSS/shared/common 

– Snippets 
[one folder for each snippet 

type] 
common/shared 
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Page Project Folder 
 Targets 

– One for each deliverable 
type. 

– Sub-folders for each 
lesson, exercise, or 
chapter. 

 TOCs 
– One for each deliverable 

type. 
– Sub-TOCs for each lesson, 

exercise, or chapter. 
– Link TOCs to the master 

TOC. 
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Page Identify Topic Types  
 What types of topics will you have? 

– Online Help 
– User Guide 
– Facilitator Guide 
– Student Guide 
– Exercise Guide 

 How are they similar / different? 
 Create templates in  

Flare and Contributor 
– Include placeholder  

text for your shared  
content 
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Page Documentation > Training Topic 
 Similar, but different 
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Page User Guide & Online Help 
 Contains a superset of organizational, conceptual, 

reference, and procedural topics 
 Sharing strategy with training materials: 

– Conceptual topics, authored by Instructional Designer (ID) 
– Introductions to procedures, authored by ID 
– Procedures authored by Technical Writer (TW) 
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Page Facilitator & Student Guide 
 Similar in content 

– Facilitator Guide includes instructor notes 
– Notes are hidden in Student Guide 
– Page numbers should remain identical 

 Sub-folders in Content and Target/TOC folders 
– Keeps lesson topics together 
– Allows easy re-arrangement using linked TOCs 
– Allows extraction and rearrangement of lessons for specific 

roles or courses 
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Page Exercise Guide 
 Contains fewer topics than Student Guide. 
 Uses little to no introductory topics. 
 Has unique narrative. 
 Uses shared procedures. 
 Uses unique data for exercise procedures. 
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Page Moving into Development 
 The design informs the development schedule. 
 Flare owner: 

– Develops the shared topics prior to sending review 
packages. 

– Manages the writing assignments. 
– Prepares outputs for reviewers, editors, and final 

production. 

 Flare owner sends review package to author 
– E-mail or onto a shared disk 
– Contributor TOC shows other related lessons grayed out 
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Page Sample Review Outline 
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Page Contributor Interface 
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Page Flowing in Contributor 
 Contributor author adds content to each topic 

– Watch that author doesn’t customize shared text 

 Contributor sends review package to Flare owner 
 Flare owner accepts changes and annotations 

– If incomplete, generate another review package and PDF 
of completed work 

– If complete, generate a review package for the next 
assignment 
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Page Implementation and Evaluation 
 Develop and use checklists 

– Prevents missing steps or adjusting variables (such as 
version numbers) during crunch times. 

– Great feedback for managers. 
 Flare targets make exporting multiple docs easy 
 Meet with team and client for lessons learned 

– Meet with team first 
– What worked well 
– What would we do different 
– How can we improve the process or deliverable 
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Page Final Thoughts 
 The CSSDA process worked very well for us. 

– Works harmoniously, with the flow. 
– Saved approx. 20% during development 
– Should save client during maintenance phase 
– Uses the natural abilities and inclinations of team 

members. 
– Helps you efficiently generate and reuse content. 
– Build your library of shared content 
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$100 OFF        
    TRAINING  

Thanks for attending today’s webinar!  
 

As a webinar attendee, receive $100 off any MadCap 
Training Course:  

 
Discount Code MCTRN100* 

 
For available training courses and to receive your discount, contact: 

sales@MadCapSoftware.com  
+1 858.320.0387 opt. 1 

*Valid for any current or future training course reserved by August 31, 2013 
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Page Questions? 
 Thank you for watching 
 
 Contact me if you have questions that aren’t 

answered in this Q&A period 
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