IndeXx

A

absolute test questions, 253
absorb-type activities, 9, 38, 39, 42, 44,
47, 48, 66, 286, 288, 289, 290
accessibility
designing for, 406, 407, 408
standards for, 405
accessing content. See navigation
Acrobat. See Adobe Acrobat
Active Server Pages. See Microsoft
Active Server Pages
activities

absorb-type, 9, 38, 39, 42, 44, 47, 2%, 66,

286, 288, 289, 290
as units of e-learning, 6
brainstorming, 181
case studies, 131
chanting, 175
cite-examples, 176
classify-items, 115
coach-me, 291, 342
coloring-book, 175

combined, 69, 77, 88, 100, 125, 141, 164,

183, 194, 205, 213, 320, 385
compare-and-contrast, 115
comparison, 206, 210
connect-type, 9, 38, 39, 40, 42, 44, 167,

286, 288, 289, 291, 292
day-in-the-life, 201
decision, 206, 207

deep-watching, 175

deja viewing, 175

discovery, 39, 40, 105, 125

discussion, 51, 59, 463

do-type, 9, 38, 39, 40, 42, 44, 66, 105,
286, 289,291

drama, 51. 58

drill-enei-practice, 107, 108

evaluation, 177

tield trips, 39, 40, 89, 132

for topics, 301

games and simulations. See games

grading, 122

group-critique, 206, 210

guided tours, 90, 91

guided-analysis, 107, 113

guided-research, 199, 345

hands-on, 107, 110

job aids, 39, 41, 183

journal, 206, 209

let-me, 291

meaning quest, 175

meditation, 172

museums, 90, 96

observe-and-comment, 133

original-work, 39, 41, 206

outline items, 116

ponder, 39, 40, 169

practice, 39, 40, 105, 106

presentations, 39, 49

reading, 39, 78

recreate famous examples, 117

research, 39, 40, 194
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rhetorical questions, 171
role-playing scenarios, 135
scavenger-hunt, 196, 345
scrapbook, 201
selecting, 37, 42, 384
sequencing, 385
show-me, 54, 290
storytelling, 39, 40, 70
summary, 179
teamwork, 107, 120
work-document, 206, 208

actors, 58

ADDIE process, 45

ADL, 36, 397

Adobe Acrobat
as file format, 81
examples created with, 82, 83, 307, 410,

475

Adobe Breeze Meeting, example created
with, 55, 181, 422, 432, 433, 437, 439,
440, 461

Adobe Breeze Presenter, examples
created with, 64, 121, 127, 131, 151,
199, 211, 225, 287, 289, 316, 321, 513,
572

Adobe Captivate, examples created
with, 21, 54, 83, 114, 150, 151,242, 290,
291, 326, 388, 409, 506, 507, 548

Adobe Dreamweaver, examples created
with, 28, 29, 63, 66, 80, 82, 84, 86, 88,
92,95,97,108, 112, 116, 117, 118, 127,
130, 146, 147, 148, 152, 173, 174, 176,
178,179, 185, 189, 190, 192, 197, 198,
207, 208, 209, 210, 212, 235, 242, 259,
265, 269, 289, 305, 307, 316, 330, 331,
332, 338, 342, 347, 348, 389, 440, 496,
508, 509, 512, 521, 524, 527, 536, 537,
538, 539, 543, 547, 549, 552, 554, 555,
556, 561, 564, 568

Adobe Flash, examples created with, 63,
66, 86, 95, 118, 128, 151, 153, 173, 174,

191, 236, 239, 242, 338, 496, 508, 509,
521, 525, 526, 527, 536, 538, 549, 554,
568
Adobe FlashPaper, as file format, 81
Advanced Distance Learning initiative,
36, 397
adventure games, 149, 160, 352, 353
AICC, 396, 402
all-of-the-above choices, 254
amazon.com, 87
animation
best practices for, 52, 421, 422, 424
examples of use, 51, 286, 389, 422
application of learniny, 18, 168, 184
application sharing, 418, 436
examples using, 55, 437
for missing capabilities, 438
applicaticn-related test questions, 250,
251
architecture, examples teaching, 117,
135, 181, 182, 321, 552
ARIADNE project and foundation, 396
art, examples teaching, 118, 242
Articulate Presenter, examples created
with, 30, 69, 72, 75, 136, 143, 324, 565,
570, 571
Articulate Quizmaker, examples created
with, 327
assessments. See tests
as-shown-above syndrome, 313, 398
ASTD Certification Institute, 404
asynchronous e-learning, 363, 419, 491,
492
audio-conferencing, 418, 442
augmented presentations, 67
authoring tools, provide navigation, 570
auto-generated problems, 109, 271
autoscanning, 98, 534, 535, 561
Aviation Industry CBT Committee, 396,
402



B

back channel in presentations, 429, 430,
431, 436, 459
background
contrast with foreground, 515, 517
light or dark, 518
quiet best, 518
solid color best, 519
bandwidth. See network speed
Barnes & Noble, 87
best-practices, self-derived, 201
biology, examples teaching, 51, 154, 234
blended learning, 381
defined, 2, 381
levels of, 382
strategic blending, 383
book-like structure, 322, 329
bookmarks, as navigation, 534, 535, 565,
568
books24x7.com, 86
borrowing content, 57, 60, 70, 188, 151
bottom-up sequencing, 27, 28
brainstorming
activities, 181
prime rule of, 183
branch-and-rejoin stiucttire, 353
breakout rooms, 412. 447
Breeze Presenter. See Adobe Breeze
Brightline Compliance, 58, 526
broadcast model of education, 577
browse trails, 536
browsers, specifying, 410

C

calculators, 184, 189
best practices for, 191
borrowing, 191
examples of, 190, 192
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soft-skills, 192
Camtasia. See TechSmith Camtasia
capitalization, 516
Captivate. See Adobe Captivate
case studies, 131
catalyst model of education, 578
challenging learners, 101, 124, 129, 140,
158, 161, 172, 176, 199, 202, 223, 236,
240, 258, 260, 470
chanting activities, 175
characters, in games, 157, 158
chat, 418, 429, 491
for back channel in presentations, 429,
430, 431,426, 459
for simple exchanges, 430
checklisis, 184
cheinistry, examples teaching, 227, 228
Jircumstances. See situation
cite-examples activities, 176
class size, 365, 431, 485
classic tutorials, 322, 323
classify-items activity, 115
click-in-picture test questions, 226
cloze test questions, 232
coach-me activities, 291, 342
collaboration mechanisms, 417, 418
coloring-book activities, 175
combinatorial explosion, 353
combining activities, 69, 77, 88, 100, 125,
141, 164, 183, 194, 205, 213
combining test questions, 260
Common Look and Feel standards, 406
Communicating Ideas with Film, Video, and
Multimedia, 56
communications standards, 395, 399
compare-and-contrast activities, 115
comparison activities, 206, 210
competitiveness, managing, 163
composition test questions, 220, 238
compound test questions, 249
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computer operations, examples teaching,
21, 29, 54, 83, 110, 150, 242, 289, 305,
307, 343, 387, 388, 410, 506, 519, 520,
546, 547, 548

computer programming, examples
teaching, 19, 146, 233, 263, 341, 513,
570

computer skills required, 420

Concepts for Object-Oriented Programming,
570, 571

conditions, as part of objective, 18

connect-type activities, 9, 38, 39, 40, 42,
44, 167, 286, 288, 289, 291, 292

consistency, 313

contemplation. See meditation

context scenes in games, 156

contrast, foreground-background, 515,
517

control by learners, 53, 63, 67, 96, 99, 100,
103, 123, 130, 281, 361, 497, 507, 512,
532

copyright permissions, 57, 60, 490

courses
as learning objects, 32, 358, 360
as units of e-learning, 6, 32
based on games, 164
distinguished from meetings‘ana

presentations, 416

framework of, 358, 359
not only form of e-learning, 2
strategic decisions, 357

Crimescene Game, The, 30, 142, 160, 352,
353

criteria for success, as part of objective,
18,19

Crystal Xcelsius, examples created with,
127,153

curricula
as basis for objectives, 20
as units of e-learning, 6

customer support, examples teaching,
19,131

customers, as goal, 11

cyclic design, 44, 45

D

day-in-the-life activity, 201
decision activities, 206, 207
deep-watching activities, 175
definitions
classic formula for, 186
linking to related tecins, 189
deja viewing activiiizs, 175
demonstrations
physical, 56, 52
software, 59, 54
descriptions for topics, 308, 311
desigrn. See also instructional design
syclic, 44, 45
determines everything else, 4
not same as development, 3
perspectives on, 4
process for, 7
Designing Knowledge Products, 82, 86, 176,
178, 207, 208, 306, 330, 331, 346, 347,
546
desktop computers, 366
device simulations, 151
devices used to take e-learning, 366
diagnostics, where e-learning
embedded, 388
dialog, writing, 58
diaries, personal travel, 94
Diet Game, The, 152
direct-observation sites, 205
disabilities, designing for, 63
disaster stories, 74
discovery activities, 39, 40, 105, 125
discovery stories, 74



discussion activities, 51, 59, 463, See also
discussion forums
gauging performance, 283
inappropriate postings, 470
keeping conversation lively, 469
maintenance work, 470
moderating, 467, 469
picking moderators, 467
preparing learners, 464
required skills, 466
setting up threads, 466
starting, 464
welcoming learners, 468
discussion forums, 418, 427, 491, See also
discussion activities
display. See visual display
docking modules, 57, 70, 314
documentary film. See informational
films
dominating, in discussions, 490
do-type activities, 9, 38, 39, 40, 42, 44, 66,
105, 286, 289, 291
drama activities, 51, 58
Dreamweaver. See Adobe Dreamweaver
drill-and-practice activities, 107, 108

E

economics, part of design, 5
e-consultants, 184, 192
e-learning
alternatives to pure e-learning, 381
defined, 1
design of, 3
embedded, 2, 387, 390
types of, 2, 361
units of, 6
E-learning Courseware Certification
Standards, 404
electronic performance support systems,
390
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e-mail, 418, 424
broadcast for announcements, 425
correspondence courses, 426
private for immediacy, 425
responding promptly, 426, 486
embedded e-learning, 387, 390
emblems, visual, 529
engineering, examples teaching, 127,
128, 149
environment where e-learning taken, 370
cubicle, 371
dorm room, 377
home, 374
hotel, 375
learninZ center, 373
movirg vehicle, 378
riot-office workplace, 372
ottice, 371
other places, 379
outdoors, 378
travel, 375
environmental management, examples
teaching, 154, 179, 199, 225, 287
environmental simulations, 154
EPSS, 390
essay test questions. See composition test
questions
essential-learning tutorials, 322, 340
ethics, examples teaching, 28, 58, 85, 185,
198, 512, 539
Evaluating Training Programs, 168
evaluation activities, 177
examples, use in e-learning
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feature active examples, 87
needed in presentations, 64, 87
Excel. See Microsoft Excel
explaining activities and tests. See
instructions for learners, See
instructions for learners
exploratory tutorials, 323, 345
eXtensible Markup Language, 398
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F

facilitated e-learning, 361
feedback
after each question, 266
after human evaluation, 268
after test is complete, 267
avoiding wimpy feedback, 266
correcting wrong answers, 264
delayed, 159
delivering at the right time, 159, 266
educational, 159
extreme, 159
for test questions, 245, 262, 264, 266
from learners, 274
in games, 158
intrinsic, 158
field trips, 39, 40, 89, 132
file formats, specifying, 81, 411
fill-in-the-blanks test questions, 220, 231
film. See informational films
financial goals, 11
flaming, 490
Flash. See Adobe Flash
FlashPaper, as file format, 81
fonts. See text
Forego Abbreviation-Mania, 24
foreign modules. See docking modules

forestry, examples teaching, 19, 113, 114,

154, 179, 199

G

Gagné, Robert, 12

GALENA Slope Stability Analysis, 21, 29,
74,289, 305, 307, 541, 546, 547, 565

games, 2, 39, 40, 106, 141, See also
simulations
accomplishing objectives, 156
adventure, 30, 142, 149, 160, 352, 353

as courses, 164
best practices, 160
creating the scenario, 157
designing for learning, 155
device simulations, 151
environmental simulations, 154
examples of, 30, 142, 146, 147, 148, 149,
150, 152
icebreaker games, 462
interviews, 30, 142, 160, 352, 353
jigsaw puzzles, 148
mathematical simulations, 153
personal-response simulations, 152
quiz-shows, 146
software simula‘ions, 573
types of, 146
when to use; 145
word ruazzles, 147
Ganti Charts, Using, as example, 10, 13,
27,23,24,42, 63, 66,124,171, 176, 286,
562, 364, 366, 391, 509, 521, 525, 527,
528, 529, 534, 536, 538, 540, 549, 555
Gantt Group, 10
gatekeeper tasks, 113, 243
generated lessons, 344
geology, examples teaching, 56, 94, 95,
97,98, 113, 114, 115, 197, 236, 259, 523,
547, 561
glossaries, 184, 185
best practices for, 186
borrowing, 188
evolving, 188
in book-like structures, 331
when to create, 186
goals
of activities, 199
of courses, 8, 11
of games, 157
of organizations, 9, 10, 11



Google
as source of material, 86, 203
examples using, 86
government agencies, as resources, 204
grades, scale of, 278
grading activities, 122
graphics
best practices for, 52, 53, 58, 96, 100,
103, 117, 134, 224, 226, 228, 230, 234,
251, 421, 422, 424, 433, 434, 524, 525,
526, 529, 550
examples of use, 97, 108, 114, 118, 128,
153, 154, 173, 224, 227, 228, 230, 235,
236, 242, 305, 334, 432, 440, 523, 524,
525, 529, 551, 552, 553, 554, 561, 564,
570
group-critique activities, 206, 210
guessing, discouraging in tests, 223, 229,
236, 259
guided research, 199, 345
guided tours, 90, 91
guided-analysis activities, 107, 113
Guidelines for UK Government Web
sites, 406

H

hands-on activities, 107, 110

hands-on tutorials, window for, 505

handwriting in meetings, 434

hardware simulations. See device
simulations

Help. See online Help

hero stories, 73

higher-level learning, 21, 113, 118, 120,
125, 129, 131, 136, 140, 145, 149, 154,
160, 170, 178, 179, 182, 195, 199, 206,
239, 240, 243, 250, 338, 345, 441

highlighting items under discussion, 525

hints for test questions, 268

HTML
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as file format, 81

examples teaching, 64, 88, 127, 130
humor, in test questions, 249
hyperlinks

as navigation, 534, 535, 557

defined, 557

displaying new content, 560

labeling clearly, 558

limit free-form links, 308

persistent Web links, 560

to related materials, 189, 305, 306
hypertext links. See hyperlinks

iceb1caker games, 462

itoris vs. words, 536

1I%EE, 396

Hllustrating Computer Documentation, 82

Impatica, examples created with, 51, 150

IMS Global Consortium, 396

imsmanifest.xml, 397

index
as navigation, 331, 534, 535, 549, 568
designing better, 550
where required, 549

information architecture, examples
teaching, 82, 86, 176, 178, 207, 208, 226,
306, 315, 330, 331, 347, 551

information overload, 525

informational films, 50, 56, See also
presentations

instant messaging. See chat

Institute of Electrical and Electronics
Engineers, 396

instructional design, 3, 5, 7, See also
design

instructions for learners, 134, 162, 175,
213, 227, 234, 240, 243, 247, 280, 339,
351, 557

instructor’s guide, 478
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588 <« Index <« E-Learning by Design

instructor-led e-learning, 132, 361, 415
instructors
attitudes required, 472
experience required, 473
skills required, 472
intellectual capital, as goal, 11
Internet resources. See Web resources
interpersonal communication, 422
interpersonal skills, examples teaching,
30, 58, 72, 75, 131, 142, 148, 160, 337,
338, 526
interview games, 30, 142, 160, 352, 353
interview, virtual, 192
introducing topics, 296
investment, examples teaching, 19, 115,
153

J

jigsaw model for activities, 122

jigsaw puzzles, 148

job aids, 39, 41, 183
best practices, 193
calculators, 184, 189
checklists, 184
e-consultants, 184, 192
glossaries, 184, 185
reference summaries, 184
replacing courses with, 194

Jones International University, 336

journal activities, 206, 209

journals as resources, 203

K

keywords for topics, 308, 309
Kirkpatrick, Donald, 168
knowledge management, 2

L

landscape-shaped display, 505
language skills required, 420
languages
examples teaching, 232
teaching, 122
laptop computers, 367
latency, network, 421
layout, 520
flexible, 521
zoning the display, 520
LCMS, 395, 399, 531, 568, 569
leadership, examples w=aching, 72, 75
lead-in for test qracstions, 245, 247
learner-led e-learning, 361
learners
adaptiny; e-learning to, 19, 82, 139, 145,
145,239, 273, 310, 340, 343, 364, 365,
570, 405, 408, 416, 420, 426, 449, 486,
532, 536
analyzing needs and abilities, 19
challenging, 101, 129, 140, 158, 161,
172,176, 202, 223, 236, 240, 258, 260,
470
giving control, 53, 63, 67, 96, 99, 100,
103, 123, 130, 281, 361, 497, 507, 512,
532
motivating, 59, 70, 71, 90, 96, 106, 125,
239, 484, 488
pick tools to suit, 420
learning activities. See activities
learning content management systems,
395, 399, 531, 568, 569
learning management systems, 300, 395,
399, 400, 531, 568, 569, 570
Learning Manager, The, 271, 569
learning objectives
accomplishing, 26, 32, 42, 156, 285
basis for objects, 32, 34
clarifying, 37



connected to organizational goal, 8
criteria for success, 19
determine activities, 37, 42, 301, 302,
384
determine lesson organization, 27, 321,
344
determine tests, 36, 299, 300
determine topic introduction, 296, 298
determine topic title, 294
examples of, 19
hierarchy of, 8, 22, 24
prerequisites for, 8, 22, 24, 25, 383
primary, 12, 14, 15
requirements for, 13
secondary, 14, 17
setting, 8, 12
shorthand for stating, 23
situation, 17, 19
types of, 14
writing, 12
learning objects
as components of lessons, 360
as course content, 6, 360
as lessons, 354, 355, 360
based on objectives, 9, 32, 24
combining for reuse, 393
defined, 32
Learning Technoloy Standards
Committee, 396
lectures
avoid in meetings, 460
not goal for podcast, 60
resisting urge to lecture, 140
turn into workshops, 460
legibility, 515, 559
Lego block analogy, The, 33
lessons, 319
as learning objects, 6, 360
as units of e-learning, 6, 319
book-like structure, 322, 329
classic tutorials, 322, 323
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essential-learning tutorials, 322, 340
exploratory tutorials, 323, 345
made of learning objects, 354, 355, 360
scenario-centered, 322, 333
subject-specific structures, 323, 351

let-me activities, 291

Library of Congress, 56

library, online, 83, 88

line length, 515, 516

line spacing, 515, 516

links. See hyperlinks

listen-and-print document, 82

LMS, 300, 395, 399, 400, 531, 568, 569, 570

local-area experts, 579

location indicators, as navigation, 534,
535, 5¢2, 567

logpring back to a central menu, 353

iove stories, 73

LTSC, 396
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M

magazines as resources, 203

Mager, Robert, 12

make-up activities, 462

management, examples teaching, 10, 13,
22,23, 24, 42, 53, 55, 63, 66, 72, 75, 121,
124, 131, 148, 150, 153, 154, 192, 235,
269, 286, 324, 334, 336, 496, 509, 521,
524, 525, 526, 527, 528, 536, 538, 565,
567

Managing the design, development, delivery,
and evaluation of e-learning, 336

maps
as navigation, 325, 534, 535, 548, 550,

568

geographic, 552
logical, 551
schematic, 554
timeline, 553
where required, 554
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matching-list test questions, 220, 234
mathematical simulations, 152
meaning-quest activities, 175
media design, part of design, 5
media players, 370
media, use of, 70, 182
medical ethics, examples teaching, 28,
85, 185, 198, 512, 539
meditation activities, 172
meetings
announcing, 457
arranging the screen, 455
contingency plans, 452
different from courses and
presentations, 416
evaluating, 462
floor control, 456
following up, 451
gauging performance in, 283
improving, 448
passing control, 456, 457
planning, 449
preparing learners, 450
rehearsing, 453
scheduling, 449, 450
setting up the room, 456
setting up the workstation, 454
when needed, 418
menus
as navigation, 331, 534, 535, 537, 567,
568
constantly displayed, 538
deep or wide, 541, 542
designing better, 544
dump-truck menus, 544
expanding, 540, 541, 570
front-loading, 544
home page as menu, 545
multi-level, 540
on demand, 538, 539
reveal full title, 546

visual, 547, 570
where required, 549
metadata
for topics, 35, 308
standards for, 395, 398, 400
metaphors, in test questions, 249
microscenario, 287
Microsoft Active Server Pages, example
using, 80, 84, 92, 97, 152, 176, 178, 179,
185, 209, 210, 316, 330, 331, 332, 347,
508, 536, 547, 552, 554, 555, 556, 561,
568
Microsoft Excel, examples using, 55, 127,
152, 153, 190
Microsoft Outlook. 426
Microsoft Powergint
as basis fervouse, 394
examp:es created with, 29, 30, 51, 64,
62.72,75,121, 123,127, 131, 136, 143,
15), 151, 199, 211, 225, 230, 234, 287,
289, 305, 316, 321, 324, 334, 389, 513,
526, 553, 565, 570, 571, 572
Microsoft Word
as file format, 81
examples using, 83, 123, 208, 307, 409,
410, 475
m-learning. See mobile learning
mobile learning, 2, 123, 191, 197, 239
mobile phones, 369
mosaic model for activities, 122
motivating learners, 59, 70, 71, 90, 96,
106, 125, 239, 484, 488
museums, 90, 96
best practices for, 88
examples of, 97
integrating into e-learning, 100
labeling exhibits, 102
music
best practices for, 62, 117, 173, 175
examples of use, 173, 174



N

narration, 52, 58, 96
navigation, 531
best practices, 572
hand-built custom navigation, 571
in test questions, 261
making predictable, 572
mechanisms for, 534, 567, 568
sparse or rich, 532, 533, 534
netiquette, 434
network speed, 56, 57, 412, 421, 445
news networks as resources, 204
newsgroups as resources, 205
newspapers as resources, 204
nit-picking, 489
none-of-the-above choices, 254
nutrition, examples teaching, 152

o

observe-and-comment activities, 133
obsolescence of test questions, 253
one-path-for-all syndrome, 522
online Help

menu includes e-learning, 548

where e-learning etabedded, 388, 389
online meetings. See meetings
operational improvements, as goal, 11
original-work activities, 39, 41, 206
outline items activity, 116
overview, combined with summary, 304

P

packaging standards, 395, 397

paging as navigation, 534, 535, 567
PDA. See personal digital assistant
performance test questions, 220
permissions. See copyright permissions
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personal digital assistant, 191, 197, 368
photographs
best practices for, 53, 58, 103, 117
examples of use, 58, 72, 94, 95, 97, 131,
151, 236, 422, 432, 433, 437, 440, 523,
529, 561
photography, examples teaching, 190,
191, 211, 422, 432, 433, 437, 439, 440,
444, 461, 464, 475, 482, 551
phrasing
test questions, 222, 232, 244, 246, 248,
250, 251, 257
titles of topics, 293, 295
physical demoastrations, 50, 52
Picasso eftect, 516
pick-multiple test questions, 220, 228
pick etie test questions, 220, 224
Dilot’s Guide to Ground Icing, 74
plagiarism, 490
plausibility of test answers, 255
podcasts, 51, 60
polls, 418, 439
asynchronous, 440
generic, 442
spontaneous, 439, 441
synchronous, 439
types of, 439
ponder activities, 39, 40, 169
pooling test questions, 269
portfolios, as alternatives to tests, 283
portrait-shaped display, 505
PowerPoint. See Microsoft PowerPoint
practice activities, 39, 40, 105, 106
do offline too, 123
providing immediately, 66
prerequisites
identifying, 22, 25
of objectives, 8, 24
presentations, 39, 49
augmenting, 67
best practices for, 63
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different from courses and meetings,
416
discussions, 51, 59
dramas, 51, 58
informational films, 50, 56
physical demonstrations, 50, 52
podcasts, 51, 60
slide shows, 50, 51, 422
software demonstrations, 50, 54
types of, 50
presentations, when to use, 49
pre-testing, 37, 279, 340
printing, designing for, 63, 81, 82, 112,
184, 193, 477, 511, 518
problem learners, 488
producer
for meetings, 453, 458
of e-learning, 577, 578
professional associations, as resources,
204
programming, examples teaching, 19,
146, 233, 263, 341, 513, 570
Project Gutenberg, 86
project management, examples teaching;
10, 13, 22, 23, 24, 42, 53, 63, 66, 124,
235, 269, 286, 324, 496, 509, 521. 525,
527, 528, 536, 538, 565, 567
publishing model of educatiory, 577

Q

QTI, 403

quality standards, 403, 404

Question and Test Interoperability
standard, 403

questions. See test questions
rhetorical, 171
stop-and-think, 172

quiz-show games, 146

R

randomizing
test choices, 271
test questions, 270
reaction papers, 133
reading activities, 39, 78
realism, in games, 163
recreate-famous-examples activities, 117
redesign, 44, 45
reference materials, standard, 80
reference summaries, 184
rehearsing meetings, 438
reputation, as goal, 1
research activities, 3¢, 40
research, guided, 194
resources, as part of objective, 18
reuse
aveidnaive view, 403
ot wopics, 312, 392
of units of e-learning, 312, 392, 393
planning for, 130, 312, 392, 394
standards for, 395
rhetorical questions, 171
Rich Text Format, as file format, 81
role-playing scenarios, 135
generic roles, 139
matching role to learner, 139
subject-specific roles, 138
roles
in games, 157, 162, 164
in meetings, 449
in role-playing activities, 138
RTF. See Rich Text Format

S

San Francisco earthquake, as example,
56
scaffolding, 161



scavenger hunts, 196, 345
scenario-centered lessons, 322, 333
scenarios
in test questions, 250
microscenarios, 287
scoring tests
by computer or human, 219
recording scores, 217
SCORM standards, 36, 397
scrambled-tiles puzzles, 148
scrapbook, as guided research, 201
scrolling display, 507
search engine, 85
search facilities, 98, 332, 534, 535, 555,
568, 570
Section 508, 405, 406
sequence-type questions, 220, 236
sequencing
choices in tests, 257, 260, 275
learning activities, 385
learning objectives, 27
test questions, 261
Shelton, S. Martin, 56
show-me activities, 54, 290
shuffling test choices, 271
sidekick, for meetings, 454
sideways sequencing, 2.7 30
Simon, Herbert, 155
simulations. See also, games
differ from games, 144
environmental, 154
management, 153
mathematical, 152, 153
software, 150
single-sourcing e-learning, 394
situation, as part of objective, 17, 19
slide shows, 50, 51, 418, 422
software demonstrations, 50, 54
software engineering, part of design, 5
software simulations, 150, 573
software, examples teaching, 67
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soundseeing, 61
spamming, 489
spiritual vision, examples teaching, 173,
174, 508, 536, 554
standalone e-learning, 2, 390
standards
accessibility, 405
ADL, 36, 397
Advanced Distance Learning, 36, 397
AICC, 396, 402
ARIADNE, 396
Aviation Industry CBT Committee,
396, 402
communizcations, 395, 399
for reuce, 395
IEEE, 296
T2 -Global Consortium, 396
Institute of Electrical and Electronics
Engineers, 396
Learning Technology Standards
Committee, 396
LTSC, 396
metadata, 395, 400
not enough, 36
packaging, 395, 397
quality, 403, 404
Question and Test Interoperability,
403
SCORM, 36, 397
technology, 410
Stewart, Thomas, 195
stop-and-think questions, 172
story-sharing, 39, 40, 70
storytelling, 39, 40, 59, 70
by learners, 39, 40, 75
by teachers, 39, 72
disaster stories, 74
discovery stories, 74
hero stories, 73
love stories, 73
tragedy stories, 74

Xapu|
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strategic decisions, 357

student’s guide, 476

subject line in messages, 427, 467

subjective vs. objective test questions,
219

subject-specific structures, 323, 351

summarizing topics, 304

summary activities, 179

syllabus, 481

synchronous e-learning, 363, 419

T

table of contents. See menus
tablet computers, 368
tardiness, 490

teams, in virtual-classroom courses, 486

teamwork activities, 107, 120
technology standards, 410

TechSmith Camtasia, examples created

with, 389

telephone vs. voice over IP, 443

test questions
absolute, 253
application-related, 250, 251
automatically generating, 277
avoiding trick questions, 274
click-in-picture, 226
cloze, 232
combining, 260
composition, 220, 238
compound, 249
discouraging guessing, 223, 229, 236,

259

feedback, 245, 262, 264, 266
fill-in-the-blanks, 220, 231
lead-in, 245, 247
make independent, 260, 261
matching-list, 220, 234
obsolescence of, 253
performance, 220

phrasing, 222, 232, 244, 246, 248, 250,
251, 257

pick-multiple, 220, 228

pick-one, 220, 224

plausibility of choices, 255

pooling, 269

randomizing choices, 271

randomizing questions, 270

revealing answers, 259

scenarios, 250

sequence-type, 220, 236

sequencing, 261

sequencing of choices, 257, 260, 275

standard format, 244

subjective vs. obiective, 219

true/false, 220, 22

types of, 215,219

types ei, 220

writing effective questions, 244

tests, 215

aiternatives to formal tests, 282
based on objectives, 9, 36
creating, 273

fairness, 237, 273

for topics, 9, 36, 299

improving, 272

purposes of testing, 215, 216, 217, 280
recording scores, 217

reporting scores, 262

scale of grades, 278

scoring, 223, 237, 240, 242, 276
setting passing score, 276
timing of, 275

types of questions, 218, 219, 220
what measured, 218

text

alignment of, 515, 516
capitalization, 516

color of, 515

contrast with background, 515, 517
font face, 515, 516



justification of, 515, 516
legibility of, 515, 559
line length, 515, 516
line spacing, 515, 516
size of, 515, 516
textbooks, 485
text-conferencing. See chat
text-to-speech synthesis, 83
theme graphics, 529
titling courses, 413
tokens, collecting, 283
tonal contrast, 515, 517
tools, pick to suit learners, 420
top-down sequencing, 27, 29
topics, 285
activities, 37, 301
anatomy of, 292
as learning objects, 6, 285, 360
as units of e-learning, 6
components of, 293
description, 308, 311
designing for reuse, 312
examples of, 285
hyperlinks, 305
introduction, 296
keywords, 308, 309
metadata, 308
navigating within, 372
summary, 304
tests, 299
title, 293
tragedy stories, 74
transcripts of narration, 63, 431
trick questions in tests, 274
triggers for application of learning, 18
true/false test questions, 220, 221
tutorials
classic, 322, 323
essential-learning, 322, 340
exploratory, 323, 345
type font, 515, 516
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type size, 515, 516
typing skills required, 420, 430
typography, 515

U

U.S. Geological Survey, 197

U.S. Library of Congress, 56
units of e-learning, 6, 360

unity in visual display, 526, 527
Universal Hamlet Object, The, 34
urgency, perceived, 425

usage policy: 2

Using the Critical Path, 324, 565

Xapu|

V.
value judgments, testing, 228
video
best practices for, 53, 56, 57, 59, 60, 134,
421, 422, 444, 445
examples of use, 53, 56, 444
video-conferencing, 418, 444
virtual interview, 192
virtual museums. See museums
virtual reality, 101
virtual-classroom courses
defined, 2
designing for, 415
instructor’s guide, 478
learning cycles, 474
managing teams, 486
selecting instructors, 471
student’s guide, 476
syllabus, 481
teaching actively, 473
virtual-laboratory activities, 127
Vision and the Church, as example, 173,
174, 508, 536, 539, 554
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visual display, 495, See also windows
featuring content, 523, 524, 525
fixed size, 512, 514
layout, 504, 520
legibility, 515, 559
scrolling, 507, 509, 511
unity, 526, 527
variable size, 512, 513, 514
whole screen, 496
voice
best practices for, 52, 58, 59, 60, 62, 77,
83, 134, 265, 421, 422, 424, 438, 442,
443
examples of use, 51, 58, 72, 83, 131, 525
voice over IP, 442

W

W3C, 405

Wealth of Knowledge, The, 195

Web Accessibility Initiative, 405

Web Content Accessibility Guidelines,
405

Web resources, 85, 203
Web tours, 95, 418, 435
whiteboard, 418, 431
for communal learning, 433
for visual learning, 432
windows. See also visual display
displaying a new window, 499
displaying in same window, 499
number of, 498, 560
separate windows for display, 498
shape of, 503
size of, 500, 560
versus whole screen display, 496
word puzzles, 147
words vs. icons, 536
work-document acdvities, 206, 208
World WideWeb Consortium, 405
writing, <xamples teaching, 209, 210, 504

)\,
N\

Xcelsius. See Crystal Xcelsius
XML, 398



Pfeiffer Publications Guide

This guide is designed to familiarize you with the various types of Pfeiffer publications. The
formats section describes the various types of products that we publish; the methodologies
section describes the many different ways that content might be provided within a product.
We also provide a list of the topic areas in which we publish.

FORMATS

In addition to its extensive book-publishing program, Pfeiffer offers content in an array of
formats, from fieldbooks for the practitioner to complete, ready-to-use training packages that
support group learning.

FIELDBOOK Designed to provide information and gtiicance to practitioners in the midst of
action. Most fieldbooks are companions to another, sctaecirnes earlier, work, from which its ideas
are derived; the fieldbook makes practical what was-ii eoretical in the original text. Fieldbooks can
certainly be read from cover to cover. More like'y, though, you'll find yourself bouncing around
following a particular theme, or dipping.irn-2s the mood, and the situation, dictate.

HANDBOOK A contributed volume ot work on a single topic, comprising an eclectic mix of
ideas, case studies, and best praitices sourced by practitioners and experts in the field.

An editor or team of edite:s usually is appointed to seek out contributors and to evaluate
content for relevance to the topic. Think of a handbook not as a ready-to-eat meal, but as a
cookbook of ingredizrits'that enables you to create the most fitting experience for the occasion.

RESOURCE Materials designed to support group learning. They come in many forms: a com-
plete, ready-to-use exercise (such as a game); a comprehensive resource on one topic (such as
conflict management) containing a variety of methods and approaches; or a collection of like-
minded activities (such as icebreakers) on multiple subjects and situations.

TRAINING PACKAGE An entire, ready-to-use learning program that focuses on a par-
ticular topic or skill. All packages comprise a guide for the facilitator/trainer and a workbook
for the participants. Some packages are supported with additional media—such as video—or
learning aids, instruments, or other devices to help participants understand concepts or practice
and develop skills.

e Facilitator/trainer’s guide Contains an introduction to the program, advice on how to
organize and facilitate the learning event, and step-by-step instructor notes. The guide also
contains copies of presentation materials—handouts, presentations, and overhead designs,
for example—used in the program.



® Farticipant's workbook Contains exercises and reading materials that support the learn-
ing goal and serves as a valuable reference and support guide for participants in the weeks
and months that follow the learning event. Typically, each participant will require his or
her own workbook.

ELECTRONIC CD-ROMs and web-based products transform static Pfeiffer content into
dynamic, interactive experiences. Designed to take advantage of the searchability, automation,
and ease-of-use that technology provides, our e-products bring convenience and immediate
accessibility to your workspace.

METHODOLOGIES

CASE STUDY A presentation, in narrative form, of a1 actual event that has occurred inside
an organization. Case studies are not prescriptive, tar are they used to prove a point; they are
designed to develop critical analysis and decisian-making skills. A case study has a specific time
frame, specifies a sequence of events, is 1= rxative in structure, and contains a plot structure—
an issue (what should be/have been dore?). Use case studies when the goal is to enable partic-
ipants to apply previously learnea theories to the circumstances in the case, decide what is
pertinent, identify the real issues, <tecide what should have been done, and develop a plan of
action.

ENERGIZER A shcrtactivity that develops readiness for the next session or learning event.
Energizers are mozt.-commonly used after a break or lunch to stimulate or refocus the group.
Many involve seme form of physical activity, so they are a useful way to counter post-lunch
lethargy. Othier uses include transitioning from one topic to another, where “mental” distancing
is important.

EXPERIENTIAL LEARNING ACTIVITY (ELA) A facilitator-led intervention that moves
participants through the learning cycle from experience to application (also known as a Structured
Experience). ELAs are carefully thought-out designs in which there is a definite learning pur-
pose and intended outcome. Each step—everything that participants do during the activity—
facilitates the accomplishment of the stated goal. Each ELA includes complete instructions for
facilitating the intervention and a clear statement of goals, suggested group size and timing,
materials required, an explanation of the process, and, where appropriate, possible variations to
the activity. (For more detail on Experiential Learning Activities, see the Introduction to the
Reference Guide to Handbooks and Annuals, 1999 edition, Pfeiffer, San Francisco.)



GAME A group activity that has the purpose of fostering team spirit and togetherness in addi-
tion to the achievement of a pre-stated goal. Usually contrived—undertaking a desert expedition,
for example—this type of learning method offers an engaging means for participants to demon-
strate and practice business and interpersonal skills. Games are effective for team building and
personal development mainly because the goal is subordinate to the process—the means through
which participants reach decisions, collaborate, communicate, and generate trust and under-
standing. Games often engage teams in “friendly" competition.

ICEBREAKER A (usually) short activity designed to help participants overcome initial
anxiety in a training session and/or to acquaint the participants with one another. An icebreaker
can be a fun activity or can be tied to specific topics or training goals. While a useful tool in
itself, the icebreaker comes into its own in situations where terzion or resistance exists within
a group.

INSTRUMENT A device used to assess, appraise, eva'uate, describe, classify, and summarize
various aspects of human behavior. The term usecd-ia gescribe an instrument depends primarily
on its format and purpose. These terms incluae-curvey, questionnaire, inventory, diagnostic,
survey, and poll. Some uses of instruments inciude providing instrumental feedback to group
members, studying here-and-now proceszes or functioning within a group, manipulating group
composition, and evaluating outcomes ¢f training and other interventions.

Instruments are popular in thetraining and HR field because, in general, more growth can
occur if an individual is provideawith a method for focusing specifically on his or her own behav-
ior. Instruments also are used to obtain information that will serve as a basis for change and to
assist in workforce planning efforts.

Paper-and-percil tests still dominate the instrument landscape with a typical package com-
prising a facilitatoi’s guide, which offers advice on administering the instrument and interpreting
the collected data, and an initial set of instruments. Additional instruments are available
separately. Pfeiffer, though, is investing heavily in e-instruments. Electronic instrumentation
provides effortless distribution and, for larger groups particularly, offers advantages over paper-
and-pencil tests in the time it takes to analyze data and provide feedback.

LECTURETTE A short talk that provides an explanation of a principle, model, or process
that is pertinent to the participants' current learning needs. A lecturette is intended to estab-
lish a common language bond between the trainer and the participants by providing a mutual
frame of reference. Use a lecturette as an introduction to a group activity or event, as an
interjection during an event, or as a handout.



MODEL A graphic depiction of a system or process and the relationship among its elements.
Models provide a frame of reference and something more tangible, and more easily remembered,
than a verbal explanation. They also give participants something to “go on," enabling them to
track their own progress as they experience the dynamics, processes, and relationships being
depicted in the model.

ROLE PLAY A technique in which people assume a role in a situation/scenario: a customer
service rep in an angry-customer exchange, for example. The way in which the role is approached
is then discussed and feedback is offered. The role play is often repeated using a different
approach and/or incorporating changes made based on feedback received. In other words, role
playing is a spontaneous interaction involving realistic behavior under artificial (and safe)
conditions.

SIMULATION A methodology for understandina tri¢ interrelationships among components
of a system or process. Simulations differ from yz:nes in that they test or use a model that
depicts or mirrors some aspect of reality in faim, if not necessarily in content. Learning occurs
by studying the effects of change on one i~more factors of the model. Simulations are com-
monly used to test hypotheses about wiat happens in a system—often referred to as "what if?"
analysis—or to examine best-case/varst-case scenarios.

THEORY A presentation .ot an idea from a conjectural perspective. Theories are useful because
they encourage us to exzniine behavior and phenomena through a different lens.

TOPICS

The twin goals of providing effective and practical solutions for workforce training and orga-
nization development and meeting the educational needs of training and human resource
professionals shape Pfeiffer's publishing program. Core topics include the following:

Leadership & Management
Communication & Presentation
Coaching & Mentoring
Training & Development
E-Learning

Teams & Collaboration

OD & Strategic Planning
Human Resources

Consulting
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