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Feel free to use your own wording and examples to convey thisinformation!

Goals, Objectives, Format, Materials, Evaluation

Goals;

¥

Participants will become familiar with the genesis of the onlinetutorial project.

¥ Participantswill gain an undestanding of the planning phase of creating a tutorial Bhow
to choo objectives and create a script.

¥ Participants will become comfortable usng the Camtasia software.

Objectives:

¥ Participants will beable to write a script for theaudio portion of atutorial.

¥ Participantswill beable to create a script integrating detailed indructionsfor screen
captures, insertion of Power Point dides at the appropriate spotsin thetutorial, and
recording fundions and spoken ingructions

¥ Participants will knowthe difference between the 3 parts of atutorial created with
Camtasia Studio: screen captures, audio, and callouts.

¥ Participants will undestand howthe 3 parts work together in atutorial created with
Camtasia Studio.

¥ Participants will knowthetypes of files generated by the parts of atutoria: .avi and .wav
files, and howto managethem.

¥ Participants will undestand the need to set ther capture settingsappropriately.

¥ Participants will beable to differentiate among the different capture optionsto
determinethebest optionfor ther needs

¥ Participants will beable to capture the needed screens

¥ Participantswill beable to insert caloutsinto the .campro;.

¥ Participantswill beable to insert PowerPoint didesinto ther project.

¥ Participants will beexposed to the process of recording audio tracks.

¥ Participantswill beable to produe a Camtasia video.

Format:
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Lecture
Demondration
Discussion,Q & A
Handson

K K K K

For Participants

Materials:

¥ Participant materials: Page nunber:
o Agenda 2
0 Session OutlineN Feel free to use for taking notes 34
o0 Pre-Writing Steps. Project Prep & Instructional Design 5
o Camtada Studio Parts& File Management 6
o Recording Settings 7-11
o Script: Search by Author insert
o Importing PowerPoint Slides aslmageFiles 12-13
o Audio Capture/ Callouts & Highlights 14
o How will you share your videos? 1516
0 Production Settingsfor EUICILLINET Online Tutorials 17
o Evaluation FormN Please return at theend of today@ session insert

¥ Flashdrive

Computer needs:
¥ Camtasiaingalled
¥ USB port
¥ .jpgimageof PowerPoint dideingalled on desktop

For Trainers

Materials:
¥ Lessonplans
¥ Fash drive containing:
0 Author search tutorial
o .camproj for author search
o PowerPoint dide(to convet to .jpgimage)

Computer needs:

Camtasiaindaled

Snag-It ingalled

Adminigrative rights, in order to changescreen resolution and volume settings
Projector

K K K K
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Evaluation:

¥
¥
¥

Feedback received during sessionwill illugrateif participants undestand.

Feedback received onthe evaluaionform will illustrate if the committee met its gods.
Number, type and qudity of tutorials created by participantsin the 6-monthsfollowing
thetraining sessionwill provide evidence tha our training sessonsmade an impact in
State-wideingruction activities.

Getting Started

Introduce presenters, CARLI rep., hog ingtitution. Mention location of restrooms and
lunch. Go ove agenda (highlight some goals and objectives) for the day.

Invite participantsto introduce themselves (name, ingitution, postion, wha you®e hopng to
gan fromtoday@ session, familiarity with Camtasia, €tc..)

Background of EUIC project and Camtasia overview

A. Background

In response to membe requests for ILLINET Onlineingruction, the End User Ingruction
Committee (EUIC) wasformed in April, 2004 as a sub-committee of the ILCSO Users
Advisory Group (IUAG). Thecommittee was charged with creating ILLINET Onlineend
user indruction tutorials'toolkits that can be cugomized by member librariesfor ther
own use.

EUIC members have created a series of end user tutorial modules demongrating theuse
of all mgjor fundionsof ILLINET Online EUIC used Camtasia Studio®/ Snaglt”, sold
by the TechSmith Corporation. It isabunded software packagefor creating and editing
multimedia tutorials. These modules were completed in Summer 2005and poded on a
webgte for use by patronsand librarians on September 16, 2005.

Each CARLI/ILCSO member library was offered a free copy of the Camtasia Studio®/
Snaglt” software packagefor use in cugomizing tutorial modules to reflect ther local
iteration of ILLINET Online Today@ training session will bea handson workshop
covering theuse of Camtasia Studio? software to create your own local tutorial
modules. Duringthetraining session, you will beguided in creating a single lessonN an
author search.

Demonstration of the author tutorial
Have students follow the sample script as the movies plays on the CD.

C. Pre-writing adivities

o Determineingructiond gods andlearning objectives.
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I If appropriate, work with your colleagues to set ingructiond gods for
your tutorials.

I Wha are themod important strategies and features to cover in the lesson?

I Arrangeyour script and lessonsso tha themog important topics are
covered firgt, in case your viewers decide to stop the movie before it is
over!

0 Choo® example search(es) to illugrate your objective(s)

0]
0]

Experiment with catalog and observe how certain searches work
Congde audience@ knowedgeand level when choosng examples

D. Pre-writing adivities

O O O0OO0O0o

o

Determineingructiond gods and learning objectives

Choos example search(es) to illudrate your objective(s)

Experiment with catalog and observe how certain searches work

Consgder audience@® knowedgeand level when choosng examples

Choos examples tha can demongrate many lessons(i.e. when teaching howto
search by atitle, choos atitle tha beginswith an article to demongdrate rule of
dropping initial article)

Create a uniform system for naming files

Some librariansmay find it hdpful to create a pgper and pendl storyboad as
another preliminary step.

E. Script writing [refer participantsto Author Script handout]
A detailed scriptis essential before you start recording.  Thefind script should indude

0]
0]
0]
0]

Thetext tha your narrator will speak

Detailed ingructionsfor screen captures, mouse movement and call-outs.
Detailed ingructionsfor use of fundion keys to begin and end each segment.
File name at thetop of each page

Additiond tipsfor creating an effective script:

0]
0]

Don®capture anything on screen tha you dor® aso in narration or text.

Prepare thelearna's for what they®e aboutto see. Specifically state the skills you
expect them to learn.

Be as brief as possible. Scripts tha don®seem wordy on pgper may seem
impossible when you have to record them.

Read your script outloud. Thiswill alert youto awkward and redundant wording.
Orde your script to reflect the way Camtasiaworks. Once you learn how the
software works, youdl undestand why we broke our script into small segments.
We foundthat it& easier to re-record a small section than an entire lesson! A
logical placeto stop a segment is when you moveto a new web page

Three components of Software Structure
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. Discussthe 3 parts of atutorial created with Camtada Studio

Use andogy of human bodyGsection of a World Book encyclopelia, to illusrate how
the 3 pats overlay each other to produce a blended produd.

. Thingsto point out related to software interface and options

Task List Bshows optionsfor importing items, editing and produang the film
Clip bin Pindudes dl of thevisud (.avi) and audio clips (.wav) files you®e created
o Onceyou have recorded audio or screen captures, .avi and .wav fileswill be

generated and saved as @lipOin your clip bin. Do not ddete them. If you have to
recreate aclip, jud giveit anew name (e.g. book2avi). Y ou can drag and drop
these clipsto thetimelinein theorder you® like them to appear. Rightclick ona
clip tha youd@ like to delete from thetimelinein order to see the ddete option.

Timelinebindudes the layered clipstha make upthe variousparts of thefilm.

Video Preview Byou can watch thevideo in thiswindowor expandit so it fillsup the

entire screen (hit <Esc> to exit full view).

Y ou can get to a specific place in a film two different ways. Point the cursor to a specific

spotonthetimeling andtha spotin thefilm will appear in thevideo preview. Or, use the

arrows in theVideo Preview windowto play, pause, moveforward or back, or jump to

another segment.

Red button (before Gecord the screenQ) is theway to launch therecording wizard. See

handoutfor recommended settings This recording wizard will record the screen (video

clips), butyouwill need to separately record the audio and then add highlights to your

film.

Thelinksthat will allow you to record audio (voice narration) and add callouts are unde

"Edit" intheTask List.

Once clipsare dragged and dropped to thetimeling a project emerges. When you save

theproject, it indudes al of the clipsand the combinaion tha exists fromthelayersin

thetimeline Each clip is saved separately. Keep clipsand the project in onelocation on

your computer.

. Discussthefiles created from screen capture and audio

Use handouttha explainsthe 3 parts
Discuss file management (mainly naming and organizing files)

. Show author .camproj for search by author

Focusonthetimelinewith different types of filesin it
Compare segments in the script with elements (and file names) in .camproj

Screen Capturing & Inserting Power Point slides

Now you know theprindples. Let@ get to the specifics!
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A. Demonstrate the capture setting recommendations if participants can make these
changes onthelab computers. If nat, encouragethemto doit onthar own conputer, at
hone. (5 minutes)

Refer topg. 7- 11in participant handout
¥  Set yourscreen resolutionto 800X 600before beginning to record. To do this, goto
Start, Settings Control Panel, Display, then to the Settingstab. Or, right-click on
the desktop and choo% Properties, then Settings
¥ Usetheinternet browser at the maximum size.
¥  Consgde suppressing varioustoolbars (Google, Links etc.) onyour internet browser
if your standard settingscause many of these to display. To dothis, in the browser,
click onview, thentodbars. Uncheck thetoolbars youwant to hide
¥ If possible, have paticipants changescreen resolution.

Go through capturetips (5 minutes) )
See (CCamtasia Studio TipQ pg. 6, and ARecording SettingsOpg 7-11, in participant
handout

o FilemanagementN pg.6
Default location is C:\Documents and Settingsusername\Camtasia
Studio\authonsegment2

0 Capture SettingN pg. 11

¥ Specify wha screen region you@e recording (region of screen, window, entire
screen). This selection does not always @akeO Once the Camtasia Recorder control
box opensup, select Capture BInput to verify your selection.

In the Task list, click on ORecord the screenOthen choose Gpecific windowOor
QegionO

o Usethewindow selection when all of the content you want to capture will bein
one window. For catalog demondrations thisis going to bethe setting most
commonly used. It isimportant to copy down the dimensonsof the windowbeng
captured.

0 Usethescreen selection whenever your capture will open a dialog box, popup
window, or if you need to capture movement from onewindowto another.

Thered outline shows the area of the screen tha will berecorded. Click withinit to
confirm. PressF9 to start recording.

Theflashing green comersindicate you are recording a certain region. Press F10to stop
recording. Think of it asa Qecordingin sessionGCsign.

B. If possible, haveparticipants set their capture settingswhile the other trainer's move
abouttheroomfor assistance. (5 minutes)
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C. Demonstrate a Screen capture with segment 2 from author search. Insert along
pause in the script, so you can later show how to deleteit, using Oaitting.O Show
participants several optionswith the cursor (hide, highlight, highlight clicks, etc.)

D. Brief question and answer session (5-10 minutes).
0 Othe guestionswill be answered with thetrainers moving abouttheroom
o Keep track of questionswhich might beof general interest to al participants.

E. Haveparticipants create screen captures for a Bearch by AuthorOsearch in ther own
catalogswhile trainers move abouttheroom for assistance. Save work to aflash drive.
(15 minutes)

F. TakealO-minutebreak. Respond to common questions/problems after break.

G. Using Power Point in Camtasa (5-10 minutes)
¥ Demonstrate Snag-It to import images into a PowerPoint dide
¥ Save PowerPoint dides as .jpeg file.
¥ Demondrate importing images into a Camtasia project.

H. Haveparticipantsinsert .jpg imageof PowerPoint dideinto their Camtasia projects
usngtheimage aready saved to the desktop. (10-15 minutes)

At lunch, invite participantsto talk about how they intend to
use Camtaga. Share applicationsfrom your own institutionsto
get them started.

Audio & Callouts (page 14 in participant handout)

A. Overview
1. Voice Narration isused to insert spoken narrationinto your movie usng the playback of
theclipsonthe Timelineas your guide When usng theVVoice Narration options the
video will play aongwhile you are recording. Once therecording of the narrationis
complete, the audio clip tha you have created will beinserted into the Timelineat the
correct postion to correspondto theclip or clipsthat you were narrating.

2. Order: Orde: Typicaly, it isbest to wait and do your narration after the clip has been
added and edited, but before adding callouts to it.

3. Fad Fadsabout Voice Narration
a) Thisoptionisonly available whilein Timelineview.
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b) Onceyourvoice narationis created, youwill save tha audio as a sepaate track that
can befinetuned for soundor edited at a later time usng the Edit Audio option
within Camtasia Studio.

¢ Asyourecord your naration, thevideo will play aongin thePreview Area, ensauring
perfect synchronization between voice and playback.

4. Tipsfor Successful Voice Recording
a) Duringrecording, it is best to read with an unhuried, naural, and steady voice.
b) Whileyou are recording, thevolume sensor will display a colored spectrum of your
voice. It isbest to record at a steady level, meaning somewhere near themidde and
displaying all colors across the spectrum.

B. Adding Voice Narration

1. To add Voice Narration, click ontheVoice Narration link inthe Task List or choos
Edit > Voice Narration. The Voice Narration optionsscreen displays.

2. Postionthe seek bar at the postion where youwant to start your naration. Click
Start Recording and begin narrating as thevideo playsin the Preview Area. When done
recording click Finished.

C. Edit Audio

1. The Edit Audio option allows you to edit existing audio - either fromavideo clip or a
separate audio clip tha youimport.

2. To Edit Audio, click onthe Oaljust audioOlink in the Task List or choos Edit > Edit
Audio. TheEdit Audio optionsscreen displays. At thesame time, the Timelinewill be
visible. You will select the portion of theaudio clip that you want to edit directly onthe
Timeline

Theways in which you can adjug an audio clip include
o Cuttingoutaportion
0 Makingasectionloude or softer
0 Addingsilence over apaticular section.

D. Callouts
1. Calloutis agraphic tha you can add to the Timeline so tha when themovieis
producd, the Callout displays within thevideo. Callouts are used to "call out' or draw
attention to an important object or process being shown on the screen. Or, when

combined with text, callouts can give additiond instructiond information.

2. Fag Fadsabout Callouts
a) Thisoptionisonly available whilein Timelineview.
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b) Caloutscomein avariety of different shapes and styles.

¢ Cadloutsaretotaly cugsomizable, allowing youto changethecolor, font, opetity,
size, text, andmore. Try different ones with your catalog. Involve colleagues by
asking for inputaboutcolors and shapes.

d) Youcan create new Callouts by importing your own graphics.
e) Cadlouts are editable after they have been added to your video.
f) Try to beconsstent in thecallouts you use. For example, we used only 3inall of
our tutorials (green boxes, red arrows, and text boxes.)
3. Working with Callouts
To add a Callout, modify an existing Callout, or ddete Calout(s), click ontheCallouts
link in theTask List or choos Edit > Callouts.
Explain fadein and fade outwedgesin timeline These can be eliminated or extended.
Demonstrate adding a callout.

Demonstrate the cutting and splitting features. Use to eliminae longpause in author search.
(10 minutes)

Give participantstimeto work.

I11.  Publishing/Producing your tutorial

Two Important Questionsto Consider

1. Wha sizedol useto publish?
2. Wha format do| use? . )
To activate wizard, inthe TaskList, chooe Qoroduce video asO

A. Size: You nheed to producethe video with the same pixel dimensonsyou used to record
the video. (Because we choo® to jud record thewindow, the dimensonswere 800x
456) When recording, note the pixel dimensonsfor later. Seetop image on page10 of
the participant handout. Refer back to them when produdng. Condstency is crudal.

B. Format: How will you share/distribute your movies with/to patrons? Thisis oneof
themog important questionsyou will need to answer before you begin to produce your
video since it directly impacts thefile format youwill choo.

Refer to pagel5-16in participant handout. In this handout which came fromthe
TechSmith online hdp pages, you can see your options
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If youprodue your file as an .avi file, it is still editable, but onecan only view it if they
have Camtasa Codec (afreely-available software component) loaded onther computer.
Y ou will automatically have the Codec if you have Camtasia. To freely download, see
link on bottom of how will you share your videosOhandout Use the .avi format if
you®e still in the editing phase or sharing drafts with colleagues.

We created .avi filesto share with each other as acommittee and passed them onto
CARLI, wherethey were conveated (usng Camtasia software) to .swf files. Asyou can
see fromthe chart, the .swf format is recommended if youwant to share your videos
throughthe Internet. Be sure yourlibrary or campusIT Department isprepared for
extraload and traffic on theserver if you choos this method.

Show website, http://www.carli.illinois.edu/l -Share/training/movies/eu-libshtml

On the EUIC web site, you have accessto our .avi files (in case you want to convet
some of thevideoswe created to othe formats), and to the .swf files. We madethe
assumption tha mog folks will want to access these via the web rather than througha
CD or DVD.

Alternaive formatsfor the web indudeWindows Media (WMV - Streaming Format),
ReaMedia, Streaming Media (RM), or QuickTime (MQOV). The prosand consof each
format are discussed in this chart. We chose .swf primarily because thefile size was
smaller than these other options themovies would be viewable throughmodg browsers
(as oppo®d, for example, to WMV, where the user needs WM player), and we didn®
need theincreased clarity onewould want if viewing humen beingsor a @ealOmovie on
the screen that is available with other file formats.

C. Walk students throughdemonstration of saving our sample project to an .avifile.
o Confirm file Gave asOlocation
0 Remembe, it takes awhile to rendea the movies

D. Mentiontha librarians may aso want to use the Camtasa MenuM aker to create a CD.
Thisis an optionwithin Camtasia, where it automatically bundkes yourfilesand a
Camtasiaviewer. No indallationis needed for theviewer. Y ou can aso putother files
(i.e. MSWord, .pdf, or .html) onthe CD. The MenuMaker can even be used to create
CDswithout any Camtaga files.

o Show Olivet Nazarene University Fall 2005Library Orientation CD (menu)
o Createanew project using the wizard
I Edit: to create new menu
I Test Menu: to see how your menu will look and how the linkswork
I Create Menu: to produce the menu and create adirectory that
containsa copy of al of thefiles, plusthe Camtasiareader.
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