Steps for creating a 60 second tutorial.

Before you begin:
1. Think about the process you wish to illustrate with a video. Some things are easy to show and best explained through video tutorials and some are not. Tasks that we explain repeatedly to our users are good candidates for tutorials. 

2. Run through the task on your own computer and take notes about what steps you want to illustrate. Sketch out a short, screen-by-screen script including what you will say and what actions will be included in the video. 
3. You have two options: recording directly in Captivate or importing a PowerPoint presentation you made earlier. If you are illustrating a process that includes lots of action on the screen, consider recording the video directly in Captivate. If you are illustrating a process that can be captured in a series of still slides without much animation, consider creating it first in Powerpoint and importing it into Captivate for post-editing and publishing.

4. If you are using PowerPoint slides, create your Powerpoint slides at your leisure on your computer. Use boring powerpoint slides – don’t bother with animations or other Powerpoint bells & whistles.

5. Download the 60second template for Captivate from the library intranet’s Logos & Templates page - http://intranet.lib.uiowa.edu/pr/logo.html. Use the template for a branch library if appropriate.
Getting Started
1. To use Captivate, sign up for time on the Information Arcade’s computer 9 or 11. If you wish to record voice instructions, ask for a headset microphone.
2.  The first time you create a 60-second tutorial, you’ll need to download the template file from the PR section of the intranet’s Logos & Templates area - http://intranet.lib.uiowa.edu/pr/logo.html. Once you have downloaded the appropriate file to the Info Arcade’s computer, double click it to launch Captivate. Using the template sets the screen-size for optimal recording and playback and ensures that each tutorial has the same look. 

3. A new Captivate project file called “untitled” will be launched. Immediately save this file with your own filename. 

4. Before you begin working with the file, open the Project menu and open the Skins editor. Leave the skin choices as they are, but open the Info tab and edit the project title and project description fields to describe your project. If you wish, you can also replace the contact information with your own or leave it set to information for the Distance Education Librarian. This information will be visible when if users click the Info button in the published tutorial.

5. The first slide contains general “branding” information in the top half of the screen. Double-click “Your title here” in the lower half of the screen to add your unique title. You can, if you wish, re-record the audio track in your own voice.

a.  Click the Audio button at the top of the screen and choose “this slide only”. 

b. The first time you record, the system will automatically go through a calibration process before it lets you record. Once calibration is complete, record your slide.
c. Using your normal speaking voice, record the following text: “University of Iowa Libraries (short pause)   60 Second Tutorials  (short pause)…[title of your tutorial]”. 

d. When you are satisfied with the recording, click OK. 

Importing PowerPoint slides:

1. Go to the File menu and choose “import Powerpoint slides” from the menu. Following the instructions in the pop-up window, insert your powerpoint slides between the opening and ending slides of the template. 
2. Use Captivate’s Text Captions to insert text boxes explaining the action on your slides for users who can’t use sound – including computers in the library’s public areas that do not have speakers.

3. As with the first slide, record voice narration for any slides you wish. You will be able to read the text in your call outs during the recording, so it is easier to do the text first and voice second. 

4. Use Captivate’s timeline features to change the timing of the slides and make sure your video is smooth. 

Recording directly in Captivate

1. Create one screen capture using the print screen key for each step in the process you are illustrating. If you wish to capture full-motion for typing text etc, use the F9 key to start recording and the F10 key to stop recording. When you have captured all your slides, use the End key to stop recording. Captivate will start generating slides and, after several seconds of processing time, show you what looks like a set of slides – one for each screen capture.
2. Captivate should automatically add text caption boxes that you will want to edit and, in some cases, delete. 

3. Use the features of Captivate to add audio recordings and edit the timing of your video tutorial.
4. When you are satisfied, use Captivate to publish your tutorial. On the left side of the window that opens when you click publish, choose Flash (swf). In output options at the bottom of the window, choose Export HTML and Flashplayer 8 or whatever the most recently out of date version of Flash is available. We don’t want to require our users to have the most recent Flash upgrade.
Adding your video to the collection:
1. Once you are satisfied with your tutorial, send the .swf file to Dan Gall or Linda Roth for adding to the 60-Second Tutorial page. 

2. Send a copy of the Captivate file, which ends in .cp, to Dan and keep a copy for yourself. This will let us edit and update the video in Captivate when information changes.

Settings for template:

· Software simulation

· Screen size 800x600

· Autorecording disabled

· Take screenshots using printscreen key and end recording using End key.

· Voice Recording is disabled to allow adding voice later.

· Start Full Motion Recording using F9 and Stop Full Motion Recording using F10.

· Publish as the oldest version of Flash available. (currently, Flash 7).

· Include HTML for displaying within web browsers.

Settings for title slides
Blank Slide with Text Animation


Effect=barcode (fade in only with .2 second timing) 


Main title: Arial Rounded MT Bold 48point black


Subheading: Arial Rounded MT Bold 36 point black


Disclaimer text: Arial Rounded MT Bold 18point black


Update text: Arial Rounded MT Bold 14point black (0.0 fade in timing)
Short text is better.








