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A Technical Perspective:




R. N. Homer Christensen

= Senior Instructional Designer and Lead for
Dynamics Research Corporation (DRC).

= 20+ years Technical Writing and Instructional Design,
4 years using Madcap Software products

* Founded a Technical Communications and Training
Company, as well as a Web Applications Company.

This was a collaborative effort. Thanks to my team.

Contact Info:

rchristensen@drc.com
http://homerchristensen.com
http://www.linkedin.com/in/homerchristensen
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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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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




Benefits Page S

Use this approach when you want to:
= Reduce development costs

= Reduce maintenance costs

= Centralize management

" |ncreased flexibility

= Enjoy the process
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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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Single-Sourcing Notes

= |dentify content to be re-used
— Not all content will be

— Incorporate into your CSS and template
* Hide or show content determined by output
e Change the way the shared content looks in each output

= Develop single-source content that is:
— QOutput-agnostic
— Limited to one idea
— Focused
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The Collaborative Process

Technical Writer (Flare)

Instructional Designer (Contributor)

v

v

Collaborate to dasign the Instructar-Led Training (ILT) and documentation, ]

v

#~

N

Project Owner builds TOCs and Distributes
review packages to Technical writers (TWs)
and Instructional Designers (1Ds).

0

e

Writes content for Tasks and documentation-
specific topics. Prepares new package.

v

#

K

Project Owner integrates Contributor topics,
sends copy for client review, and sends next
lesson's package to 1Ds,

v

Writes shared introductions and overviews for
lessons and exercisas.

Writes ILT-specific lopics.
Validates with SMEs.

v

Writes content for Tasks and documentation-

specific topics.

Inputs review comments or prepares review

package for ID to modify based on review.

v

Finishes and assembles final documents for

each client deliverable

> @ All related files
S5 reviewed
+ Client Review = Simultaneously.
Writes shared introductions and overviews for
lessons and exercises.
Iterates cycle tll all deliverables are client-
approved.
J !

Client Review and Approval l:.h

ILT + Online Help  Jgh Aids
User Guide
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ADDIE e

= |nstructional design model
— Analysis
— Design
— Development
— Implementation
— Evaluation

= Each stage builds upon the previous one
= Feedback loop is built in
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Analysis

Project Phases

Develop

o

Implement

Technical Writers (TW) reviews
all source materials to compile a
list of all tasks that can be
performed using the software or

TW creales an outline for OLH
(design) and moves into
development based on software
specifications.

hardwara. |

Instructional Designers (1Ds) use the OLH outline to
conduct Needs and Audience Analyses, and create
the Training Design documeant.

1D and TW meet to fine-tune the shared, blended
outline and:

* Determine which topics are in each deliverable,
*  Assign topics to each team member.

TWs write topics in Flare. TWs
stay ahead of the 1Ds to supply
a lesson-based writing package
o the IDs.

IDs work in Contributor and
send completed lessons to TW.

Developers add condition flags
to show, hide, or add text as
necessary for their target.
Reviews of all related topics
(OLH, 5G, EG) go oul as a
package. Changes are putin by
W,

Topics are re-imported into Flare
and targets are published.

Documents are reviewed and
refined where necessary.
Final documents produced as
PDFs directly from Flare.

Approved OLH topics are
integrated into the master
project.

« Enter topics in Flare and export writing packages.

Results of this Phase Results of this Phase

N N

Task Analysis Blended Training Outline

Documentation Outline
Training Plan

Flare Project, TOCs, and Targets
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Results of this Phase

Completed Flare project with
targets for each deliverable

Results of this Phase

v
Instructor-led courses
Exercise guides

Online Help
User Guide




Analysis age

= 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

= |dentify unknown constraints and pitfalls
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Design e

" Determine the delivery method for each output
= |dentify the most critical information
= |dentify the most frequently used material

Make them easy to find!

= Determine your sharing strategy
= Set up your project files
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Setting up the Flare Project

Style sheet

Snippet strategy (Can’t yet edit in Contributor)
Conditions

Variables

Organization of files

Topic templates




Style Sheet ge 14

"= One CSSfile
= 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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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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Condition Tags e 1

= Conditions for each deliverable
= Conditions to exclude from each deliverable

Condition Tag & Background Comment
EG Spedfic to the Exerdse Guide
F FSiG Spedific to the Fadilitator Setup Guide
JA Specific to a Job Aid
OLH Specific to the QOLH
5 Specific to the Student Guide
X-EG Exclude this from the Exerdse Guide
W-F5E Exclude this from the Fac Setup Guide
¥-1A, Exdude this from the Job Aid
X-0OLH Exdude this from the OLH
X-50 Exclude this from the Student Guide
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Variables & File Tags

Variables

= Used primarily in page layouts
— Title
— Version
— Publication date

File Tags

= Track developers and status




Folder Organization

= Good organization is key.

= Necessary when you have multiple authors
contributing for multiple deliverables.

= Contents + Projects folders




Content Folder page 1

* Content folder mirrors [ Contert
deliverables

= [ | Classifictions

@[ [ ]ADDIE
. @[ |1EG
— One for each deliverable o FsG
— One for design S| |OtH
@l [ ]56
= RESOU rces S8 | Classifications.htm
|| | Misc_topics
—_ Images - [ |Resouroes
= Images
[one folder for each output] [ [ dassification
CSS/shared/common @l [ | css_support
— i @| || |shared
Snippets @ || ] 50MSBasic
[one folder for each snippet @l [ | MasterPages
type] | || |PagelLayouts
common/shared =& Snippets

@ || | Classifictons
=1 commaon
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Project Folder ge 20

= Ta rgets B8l Project

" |Advanced
| Conditional Tet
| Destinations

— One for each deliverable

T e. | Glossaries
yp | Imports
— Sub-folders for each JRepots
__|Skins
lesson, exercise, or o Targets
L i:;siﬁﬁliuﬁ
Chapter. ¥ | Design
&S EG
= TOCs EEUG
EIFsG
— One for each deliverable £ _1JobAids
< | OLH-only
t e. ¥ Misc
YP =-f TOCs
— Sub-TOCs for each lesson, - Classifcaios
8
exercise, or chapter. 7 ExG
EIFsG
— Link TOCs to the master Ea
B UG
TOC _|Variables
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ldentify Topic Types e 21

= 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 = e
Flare and Contributor I p—
I:J_, Save a copy of the active file as a template.

— Include placeholder i .

—! active topic

—. Save As Contribution Template
:| Create a Contribution Template using the

text for your shared B cond to Bockus »

content - s
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Documentation > Training Topic

= Similar, but different

Creating a Confidential Notice of Release Create a Notice of Release Letter

This form letter is sent from CDCR to victims and other intere sted parties of an offender when the As mentioned in the previous step, once an offenderis due to be released, Notice of Release letters ane
offenderis releasedto parale andthe nature ofthe offender's crime dictates that notification be sent to requestors. A Nofice of Release letteris sent to victims and other interested parties of an
provided. offender when the offender is released to parole and the nature of the offender’s crime requires that
notification be provided.
To create a confidential Notice of Release: Inthis lesson. we are going to produce a confidential notice of release for a victim.
Topoogrtia o Offeendier  Bagesrts o W Weefhe attion Bt « Wetie of Bailae [
e ol e nireet nigeaee
Uzea the information in the fable below fo complate the procedure that follows. Because the pro-
§ 0 Camnn Lasiumon (Heiieieng tain. Mt & safinifon cedure iz taken from Onfine Help, you may not nesd fo follow all steps in the procedure. However,
P e T o Tampet Jafte me et tes oither ¢ Sie o saiind® e Sefaib oF valien @ Sihe enter all of the information from fhe fable below fo obtain the degired recult.

O Pe leve Jusattef gme seiind® Tem o e

Use the same offendsr from the previous step.

T ety e otal a8Bsar 95 el e agert o 9l et o e T Wl S8fes: ohd Vessaaie
wre Rlidbeme on
Field Value Notes
i [ T
[ TR RSP aE—— Current Location (Istitution) Your kacation

To create a confidential Notice of Release:

P temeggee b Oerader © Reports ¢ Ve MoSicaSon Heaports © MoSoe of Relesse
B T
= S Cunrend | ocalon Bniifllon) e —ale 3 S Eior

(¥

1 e fageg Lewor Date sres date e erfer 3 30 OF St Tt el of MEley s Safe
A e e Dovurme? ares teiect Ve o Mo
ey Se el abiest 10 @Rt T gt 3 50 be st~ T i e Addes sl bhed s age

e Aoy boe
2 Chich Balei
T Aol e torees appess
ToCheh Ralwnh oot T Al Shatd 5 ol Waimpited ir Mg Diata Bdure i ooy (rccartores,
I Clech pous eval fidse e a2 settage fdsaling Tol Ta gt has Shdled Arvrg
B Clel ot Tak arml ik Lage e et Tai LA trewrt 45 Preniie Thai wpeet
10 Clch File = Prass 5 S e et
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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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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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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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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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Sample Review Outline

WB] }Flan for Offender Release

......... 1 M About this Lesson

= |_1_| B Create the Classification Actions Due Report

- [ M Creating a Classification Actions Due Report

e |_1_| B Create & Release Plan

- [ W Creating a Release Plan

= |_1_| B Create 2 Release Program Study

[S— M B Create 3 Release Program Study for an Offender

= |_1_| B R=zcord the Result of 3 BPH Hearing
[ M B Entering the Board of Parale Hearing Date

......... [ W Motify to Register

= |_1_| B pdate the Status of the RPS When Mailing to Parole Agent
- [ M Updating 2 Release Program

--------- MM B Update the Status When RPS is Returned

--------- [ B The Distribute the Release Motification Process

= |_1_| B Create a Motice of Release Letter

[S— M B Creating & Confidential Motice of Release

= |_1_| B Update the Motification Status of Letters Sent to Victims
L— [] M Update the Notification Status of Letters Sent to Victims

--------- [ M Lessqn Review

These topics are shared from online help.

These topics are unigue to the student guide.
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Contributor Interface

Only a few styles are used, with definitions for
each type of deliverable.

N n _' )
[r‘;thﬁrn?f?; tiﬂ:%lgfés ij ot e s o j= o o = tyle Window Creste Style Class s Wy Condions  [gyFind and Replace -
) Copy 5 Formatting Window Stylesheat Links - f‘: Language 5 Selact All
Paste B/UXXE A -2 === . Creste | Attributes Propertics
x Sb&: puintro = Snippat Window
Clipboard Fonk . Faragraph = Shyles Snippet Attributes Editing Properties
= Review Packages | — with_holds.htm (NEW_SOMS_Working with Holds. fitrev) vlilxl
Buttons to save or _| bl A | & Rewum to Sencer.., | ] groking_with_hokds.tm (NEW_SOMS_Working with Holds.fitres) {12 about_holds.htm (NEW_SOMS_Working with Holds fire) ' 11| Start Page = =
ea?ly returl|,1 'chet or NEW_SOMS_Working with Holds fitrew % = medrruvw: (Print)_~ Medum (print) - | & & & £ al - |GDED| T & -
writing package to = . F
3 Switch to Grid view [[%] [2
the TW. il BE &
. =
The TOC view shows | - Li
the entire list and 5
order of topics, e
hawever the writing :
package only
contains the topics 3
listed in black tesxt.
\ = ||| Working with Hoids
I ] About COCR. Halds
The gray, italicized % Placng & Hok
text is shown for £ Viewing a Hold
context. & | Adding an Action Taken on a Hold
Updati Mol = -
R it Working with Holds
&
=L
‘: This section provides [nstructions for creating and managing holds
minioc praxy
A
< >
< ¥ .--,,.§|...|ng¢ [1 % of1 | [ 00% | 2 | |
Tabs for each document This is the primary authoring window
you open.
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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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Implementation and Evaluation page 30

= 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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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 mmodskills

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

& madcap
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Questions?

= Thank you for watching

= Contact me if you have questions that aren’t
answered in this Q&A period

Contact Info:

R. N. Homer Christensen
rchristensen@drc.com
http://homerchristensen.com
http://www.linkedin.com/in/homerchristensen

% dap Vl ‘D
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