[image: image1.jpg]i)



 Google Calendar Captivate Tutorial

By Michelle Lynn
Project URL:

http://www.thelynnsweb.com/portfolio/Google_Cal_Main_cap/googlecal.htm 
Problem or Need:
This project will be a tutorial on the basic features of Google Calendar done in Captivate. This project is being done to meet a need I have with my church website client. I am being asked to upload a monthly copy of a calendar done in Calendar Creator to the church website. I often get multiple requests each month to upload the calendar because the calendar must be updated each time an event is cancelled or changed. Since all work I do for this client is on a volunteer basis, it would benefit me a great deal to convince my client to move to Google Calendar and therefore eliminate the need to manually upload a calendar to the website.
Goals and Objectives:

1. Identify the benefits Google Calendar may have over other calendar programs.
2. Label the basic tools and components of the Google Calendar window.

3. Create the following events in Google Calendar:

· One time all day event

· One time event with an appointment time

· Repeating event

4. Identify other important tools of Google Calendar as follows (tentative list):
· Set reminders

5. Print one month from Google Calendar.

Analysis of Learners:

The primary learner I am targeting for this project is the administrative staff at my church; however, anyone interested in using Google Calendar would benefit from this tutorial. There may be some obstacles for learning a new technology among the church staff. Like any small business, the staff feels they are overworked and underpaid (and rightfully so). In order to be successful, this training module will need to address the issues important for any change strategy. It will need to emphasize why the change will benefit the staff’s daily work routine. I feel a learner interested in using Google Calendar would most likely be computer savvy but may not be familiar with Read/Write Web tools. The concept of real-time updates may be unfamiliar to them. 
Instructional Plan:
I will use Captivate to capture the video for performing each major task in Google Calendar. The topics covered in the video demonstrations reflect activities typically performed with a desktop calendar. This will allow my target learner to be engaged by authentic examples and to reflect again about how this tool may benefit their daily work routine. The tutorial is learner-centered by allowing the learner to be in control. The learner can skip to topics of interest through the table of contents navigation. They are also able to progress through the topics at their own pace using the previous or next buttons. 
Other instructional tools include:

· Table of contents navigation, back/forward buttons and user friendly navigation (reflection and metacognition)

· Images vs. text whenever possible (“big picture”, better to conceptualize relationships, better sensory information)

· Narration vs. text with images when possible (modality principle)
Design Rationale:
Graphics:
The graphics used in this tutorial are primarily representational and decorative. The next and previous buttons as well as the main menu button are all representational. The background image is decorative. 

Color:
The triad color scheme is based on the predominant green color (#006600) in the background image. 
Appearance (CARP):
Contrast: Contrast is present throughout the tutorial. The text in the title and in the navigation is black to provide sufficient contrast from the background image. The white cloud frame was added to provide sufficient contrast from the screen capture videos and improve the visibility of these movies.
Alignment: The white cloud frame, which serves as the background for the screen capture tutorials, is center aligned on the screen. The next and previous buttons are right aligned at the bottom of the screen. The main menu button is left aligned at the bottom of the screen. All of these buttons are aligned with each other.
Repetition: The previous and next buttons as well as the main menu buttons are located in the same location on each screen. After the introduction, the background is the same throughout this tutorial. The title is located in the same location and has the same appearance on each screen.
Proximity: For the table of contents navigation screen, the list of screen titles is in close proximity to the title for that slide. 
Typography: 
The typography chosen is a sans-serif. It is used for both the title of each screen as well as the table of contents navigation. There is not a great deal of typography in this tutorial. Most of the message design utilizes narration as a means to communicate the information.
Formative Evaluation:

Other than instructor feedback and grading, there has not been a formal formative evaluation performed on this project.

Summative Evaluation:

Although no formal summative evaluation has been performed, this project’s efficacy should be demonstrated by recording whether the learner implements the tool.
Planning and Preparation: I started with my objectives. From there I made a basic outline. Simplicity was the key. My learner feels new technology takes too much time. I felt the demo needed to be an authentic example of the ease of the program. Once I had the outline, I wrote the script for each planned slide. I focused on using metacognition, authentic examples and building on prior knowledge of my target learner. This meant building on the familiarity with desktop calendar software.

Design: The design process began in PowerPoint where I created the introductory animation as well as the template and navigation pieces. I imported the slides into Captivate but then wasn’t sure how to have the Google Calendar movie demonstrations run within the PowerPoint slide template. I first created the screen capture movies and published it as a .swf file. I then imported the .swf as animation into Captivate. This worked!

What I learned: This project specifically taught me more about Captivate. As stated above, I learned how to import a .swf into a Captivate movie. 

It was also important to me that a text alternative be provided with the project. I have enjoyed the podcasts in this class but I do feel there are some drawbacks. It is difficult for the learner to go back and refer to the information. This is important for reflection and metacognition. Also, sound is not always available. With the text script available, learners can still participate in the tutorial even without sound. 

What I did differently as a result of this class: Before this class, I would not have mentioned desktop calendar anywhere in the tutorial. However, based on my target learner who now uses a desktop calendar program (Calendar Creator), I felt it was important to use the learner’s prior knowledge of desktop calendar characteristics and build new knowledge from there. I created the learning objectives based on aspects of the desktop calendar.

What learning processes did I engage?
Authentic contexts: This project is something I can use to educate my church website clients about Google Calendar.
Generative Learning: Through exploration and experimentation, I learned how to work with Captivate to build an interactive tutorial. Also, I started with what I knew (PowerPoint) and then began to build knowledge through exploration in Captivate.

What learning processes will the learners engage?
Authentic contexts: Objectives were planned around the functionality of a desktop calendar and this provides authentic examples for the target learner.
Generative Learning: Information builds on prior knowledge. 

Awareness: Information was delivered with multimedia but designed to maximize sensory channels. Narration and images were the primary media for the message design. 

Intentional learning: Learner-centered tools allow the learner to control the information. These tools include: 

· Table of contents navigation that allows the learner to go directly to a topic of interest or repeat information for metacognitive awareness.

· Next and previous buttons.
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