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Page references followed by fig indicate an illustrated figure; followed by ¢ indicate a cuart.

A

“A. Pintura: Art Detective”: comparison of found painting to a
Raphael, 197fig; GUI (graphic user interface) from, 56fig; how
to use examples of, 15; noir movie mystery used by, 195; set-
ting and introduction of, 195-196fig; story told in, 34-35fig.
See also Stories/storytelling

The Accidental Trainer (Miner), 27

Acronyms glossary, 77

Action buttons: add to slide master, 68fig; button-basea naviga-
tion, 75fig; hyperlinking to corresponding slides 19jig; hyper-
linking via, 156, 157fig; hyperlinking via an invisible
“hotspot,” 156, 160fig-161; PowerPoint’s castcmizable,
57-58fig; preprogramming of, 58; setting, 52iig; ways to cus-
tomize, 59fig. See also Interactivity

Add-on software: PowerPoint backgrounds, 213; PowerPoint tem-
plates, 212-213fig; Snaglt, 122, 211-212fig; WebEx for “blend-
ing,” 214-215; website tutorial on PowerPoint add-ons, 214

Adding: audio clips, 54, 86fig, 99, 161fig, 225; narration, 13, 27,
226-229fig; sound effects and music, 225, 229-233fig, 234;
video clips, 234-237fig

Advance organizer, 76fig

Advanced Web-Based Training Strategies (Carliner), 156

Affective learning domain, 21

AICC, 253

AIDS Program animations, 141fig-144fig

Altman, R., 128

Angry Birds game, 201-202

“Angry caller” sound effects, 230fig-233fig

Animation effects: choosing choices for setting triggers by choosing,
151fig; emphasis, 128, 130fig, 131fig; entrance, 128, 130fig,
131fig; exit, 128, 130fig, 132fig; motion path, 128, 132fig,

138-14fig; numbered and color coded, 130fig; select object and
cheose “Animations” to access, 129fig; set timings for, 133fig

Axvmations: AIDS Program, 141fig-144fig; animated line that
shows smoker’s path, 134fig; “Animation Basics” tutorial on,
127, 129fig-133fig; the basics of, 129fig-132fig; combining,
148fig-149fig; gear spin, 137fig; grocery bag packing, 138-140fig,
151; heat pump water heater, 146fig; help notes, 216fig; match-
ing quiz, 167fig; mazes using, 203fig-204fig; PowerPoint used
to create “reasonable facsimile” of, 148; redundancy principle
application to, 27; spin animation used to illustrate turn,
138fig; submarine submerges, 135fig; telephone tutorial,
217-218fig; that support teaching and instruction, 9fig,
128-129, 133-153fig; trigger, 150fig-153fig, 176; working
pump, 136fig. See also Visuals

Animations that teach: animated help notes to walk learners
through filing out form, 216fig; by annotating graphics, 146fig;
by using charts, timelines, and diagrams, 141fig-145fig; by
combining animations, 148fig-149fig; Danton O’Day
PowerPoint website for examples of, 140; by demonstrating
how things work, 135fig-136fig; by illustrating processes,
stages, or progression, 133-134fig; matching quiz, 167fig; by
using mazes, 203fig-204fig; as potential PowerPoint applica-
tion, 9fig, 128-129; practicing required to perfect creation of,
148, 149; by providing worked examples, 147fig-148; by
showing order and sequence, 138-140fig; by showing realistic
movement, 137fig-138fig; telephone tutorial, 217-218fig; by
using trigger animations, 150fig-153fig

Annotating graphics, 146fig

Architecture: advance organizer, 76fig; explanation of navigation,
77fig; glossary of terms and acronyms, 77; sequence of slides,
modules, and layout, 78; site map, 77-78fig. See also GUI
(graphic user interface)
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Arial font, 99

Art: bitmaps, 101-103; compressing image file size, 124fig-125fig;
editing photos in PowerPoint, 115-118fig; editing photos using
MS Paint, 123fig; infographics, 103fig-104; Mayer’s model
applied to building complex learning image, 104, 106fig—109fig;
MS Paint for editing and customizing clipart, 119fig-120fig;
new tools for editing, 126; screen shots (screen captures)
images, 122, 211-212fig; set transparent color, 110fig; transform-
ing clipart, 111fig-115fig, 119fig-120fig; vectors, 102fig—103;
working with shapes and clipart, 103-109fig. See also Visuals

Articulate, 14, 248fig-249

Atkinson, C., 34, 195

Audio dlips: hyperlinking object (phone) to, 161fig; learning
enhanced with unmatched on-screen text and, 99; providing
directions for using, 54; Vietnam vet graphic and, 86fig; web-
site tutorial on adding, 225. See also Sound effects

Aviation Industry Computer-Based Training Committee, 253

“Bacteriopoly” board games: creating a, 180-181fig; macros used
to create, 206; scalability of the, 18

Bajaj, G., 213

Bandwidth: compressing files to save, 124fig-125fig, 245-246; as
hosting service consideration, 244

Bean, C., 155

Bergell, L., 75

Berkman, E., 29

Beyond Bullet Points (Atkinson), 34, 195

Bitmaps: icons made up of, 102; pixels making up, 101-102fig;
understanding the differences between vectors and, 103

BlackBoard, 254-255fig

“Blending” classroom/e-learning, 214-215

Blogger, 244

Blogging platforms, 244

Bloom, B., 19, 21

Bloom's learning domains, 21

Bloom'’s taxonomy of objectives, 19

Board game, 180-181fig

Book website. See Website tutorials

Booz/Allen/Hamilton, 166

Bozarth, J., 205

Brainstorming, 33

Branching decision making simulations, 187, 188fig, 190fig

Button-based navigation, 75fig

Byles, B., 217

C

Calculation worked example animation, 147fig

Camera+, 126

Car animation combinations, 148fig-149fig

Carliner, S., 156

Case studies: “Hunger Banquet,” 35, 36fig, 197-199fig; online
program storytelling through, 34-35; PowerPoint potential for
creating, 7fig. See also Stories/storytelling

CDs (e-learning program), 250

Chart animations, 141fig-142fig, 144fig

Chunking content, 99

Civil rights graphics, 84fig-85fig

Clark, J., 29

Clark, R. C., 147

Classroom courses: “blending” e-learning with, 214-215; conver-
sion to e-learning from, 37-47

Classroom to e-learning course conversion: considering what is
most successful in course, 38; cut-n-chunk approach to pre-
senting information, 37, 40; designing program interface and
architecture for, 46-47; Equal Employment Opportunity
Training Program example of, 39-41; inventory course assets
and process of, 38-39; storyboard used for, 41-46fig

Clipart: MS Paint for editing and customizing, 119fig-120fig;
sources for, 81; transforming farm, 111fig-115fig; website tuto-
rial on working with shapes and, 104

Clipart.com, 81

Cognitive learning domain, 21

Cognitive load: before-and-after examples of managing, 25fig—
26fig, 28fig, 29fig; example of cognitive overload, 23fig; manag-
ing e-learning program, 23-27; Mayer’s
Selection-Organize-‘niegrate (SOI model) to manage, 24t, 76,
88, 98fig

Cognitive overload, 27 f1ig

Coherence principle, 26

Colors: differer:t =nonitors display them differently, 66, 118; font
color'ddes ot sharply contrast, 66fig; GUI (graphic user inter-
face) 6. 0f, 56; options for recoloring photograph image,
114 %2 PowerPoint Eyedropper Color Picker tool for matching,
114, 115fig; PowerPoint Shapes for building image and adding,
'06fig, 107fig, 109fig; remember meanings and cultural impli-
cations of, 56; set transparent, 110fig

Combining car animations, 148fig-149fig

Completion forms, 252fig

Compressing image files: considerations for, 124fig—125fig; convert-
ing PowerPoint file to HTMLS5 or Flash (.swf) file to, 245-249

Content: converting from classroom to online, 37; converting to
mlearning, 27-29; cut-n-chunk presentation of, 37, 40; devel-
oping a good story that can be used for, 34-36fig; overcoming
writer’s block when developing, 33-34; white space and
chunking, 99. See also Information

Content libraries, 250

Contiguity principle, 27

Copyright Act (1968), 6, 203, 204

Copyright issues: images protected by law, 6, 203, 204; for using
music, 234

Coulson, M., 166

“Cubicle Etiquette”: same slide re-created with graphics, 88fig;
text-only slide on, 87fig

Customer service simulation, 189fig-191fig

Cut-n-Chunk approach: classroom to e-learning conversion
using, 40; description of, 37

D

D’Alessandro, N., 6, 203, 204

Danton O'Day PowerPoint website, 140

Decision tree: customer service simulation, 189fig-191fig;
“Hindenburg's Dilemma,” 191-192fig; simulations with
branching, 187-188fig; veterinary emergency, 192-194

Delivery. See e-learning program distribution
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Demeaning graphics, 96fig-97fig

Design. See PowerPoint design

Diagram animations, 145fig

Dillon, J. D., 79

Diptic, 126

Documents-to-fit PowerPoint, 209-210fig
Dosser, P., 84

Drane, S., 4, 31, 89, 90, 164

E

E-Learning: Strategies for Delivering Knowledge in the Digital Age
(Rosenberg), 259

e-Learning Guild, 38

e-learning program development: architecture, 76fig-78fig; check-
list for, 11t; considerations for estimating timeline of, 21-22;
converting classroom course to online format, 37-47; creating
a slide master, 67-71fog; creating interactivity, 155-207; cut-n-
chunk approach to, 37, 40; using different PowerPoint ver-
sions for, 11-15; GUI (graphic user interface), 52fig-76;
illustrative overview of using PowerPoint for, 258¢; overview of
process for, 10c; pilot-test your e-learning program with learn-
ers, 76, 255-257; storyboard used in, 41-46fig; understanding
importance of design in, 15, 259

e-learning program distribution: bandwidth and file compression
issue of, 124fig-125fig, 244, 245-246; free blogging platforms
for, 244; using free FTP (file transfer protocol) for, 243, 244;
learning management system (LMS) used for, 243-244, 248,
251, 253-254, 256; save program as CD, 250; saving and
uploading your files to prepare for, 245-250; storing your files
250; tracking participation issue of, 183, 185fig, 251-255fig

e-learning program files: converting PowerPoint file to HTMLS or
Flash (.swf) file, 245-249; PowerPoint version 2013 (.ppix) file,
245; reviewing pros and cons of different types of, 249:-250;
saving as PowerPoint Show (.pps) file, 245; saving as video file
(Mp4, WMV), 27, 245, 249-250; uploading you:. 245

e-learning programs: assessing if it is just text inforn.ation, 114;
badly used, 3; “blending” classroom activities with, 214-215;
compressing, 124fig-125fig, 245-246; -ustnauting your, 243-
259; learning objectives of, 18-20¢; !’ niig to online quiz
from PowerPoint, 184fig; matching learning outcomes to
strategies used in, 19t-20t; new-hire, 215-223fig; pilot-testing
your, 76, 255-257; providing learners with “tech require-
ments” for, 256-257; save as CD, 250; saving and uploading
files of your, 245-250; “scalability” of, 18; tracking participa-
tion in, 183, 185fig, 251-255fig. See also Instruction

E-Learning Solutions on a Shoestring: Help for the Chronically
Underfunded Trainer (Bozarth), 205

Ebling, D., 166

Editing art: clipart, 111fig-115fig, 119fig-120fig; editing photos in
PowerPoint, 115-118fig; editing photos using MS Paint,
123fig; infographics, 103fig-105fig; MS Paint for, 119fig-123fig;
new tools for, 126; set transparent color, 110fig; Snaglt for
editing screen captures, 122, 211-212fig; transforming clipart,
111fig-115fig

Editing text: before-and-after examples of, 98fig; Mayer’s SOI
model application to, 98

Editing videos: formatting options, 236fig; video effect options,
237fig; Windows Movie Maker, 237

Eduweb, 195, 196, 197

Email customer service simulation, 191fig

Emphasis animation effects: array of available, 131fig; description
of, 128; how to choose, 130fig; set timings for, 133fig

Entrance animation effects: array of available, 131fig; description
of, 128; how to choose, 130fig; set timings for, 133fig

Exit animation effects: array of available, 132fig; description of,
128; how to choose, 130fig; set timings for, 133fig

“Experience API,” 254

External games/quizzes: linking PowerPoint to, 181-183, 184fig;
tracking scores for learners, 183, 185fig

Extraneous information: removing slide’s, 26fig; too “noisy” to be
effective, 95fig; two slides with and without, 94fig-95fig. See
also Information

Eye movement: GUI design consideration of, 62-64; maximizing
your screen “real estate,” 63fig, 64; “Z,” 62fig-63

Eyedropper Color Picker tool (PowerPoint), 114, 115fig

F

Farm clipart editing.. 11/ig-115fig

Feedback. See Levei: of feedback

File to Word (Pbw=iPoint), 45fig

Files. See e-leariing program files

Firefox, 256

Flash pleyc . converting PowerPoint presentation to Flash (.swf)
file 245-246; not supported by Apple devices, 246;
PowverPoint-to-Flash trigger animation conversion, 176; Quia's
s;ame templates for, 186; “tech requirements” on, 256

Fonts: the best ones to use for text, 99; color does not sharply
contrast, 66fig; that are difficult to read, 65fig

Free-association exercise, 33fig

Free-writing exercise, 34fig

From Now On: The Educational Technology Journal (McKenzie), 81

FTP (file transfer protocol), 243, 244

G

Game-show multiple-choice quizzes: examples of, 169fig, 170fig—
171fig; Hollywood Squares, 173-174fig; Jeopardy-type, 171-
172fig; learning benefits of, 168-169; linking to external,
181-186fig; “Millionaire,” 175fig; “Millionaire” 50/50 option,
176fig; Pyramid, 172-173fig; “seductive test” for, 168, 169;
website tutorials on, 169

“Gamekeeper’s Conundrum” simulation, 194, 239fig

Games: Angry Birds, 201-202; linking to external quizzes and,
181-186fig; multiple-choice quizzes in format of,
169fig-176fig

Gamification, 201-202

Gear spin animation, 137fig

“Gears” animation, 150fig

Georgia font, 99

Glossary of terms/acronyms, 77

Godin, S., 86

Graphic examples: an “after” sample letter showing items in real-
istic context, 92fig; before-and-after matching quizzes, 163fig;
before-and-after multiple-choice quizzes, 164fig; before-and-
after overall insulting design, 97fig; a “before” text list of
required items, 91fig; choose your heart surgeon, 83fig; civil
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rights timeline, 84fig; of decorative graphic, 93fig; of design
mistake, 93fig; electric circuit program, 89fig-90fig; for email
etiquette program, 83fig; includes too much extraneous infor-
mation, 94fig; insulting, 96fig-97fig; mediocre, 82fig; text-only
slide and re-created with graphics, 87fig; Vietnam vets,
85-806fig; Watts riot photo, 85fig

Graphics: animation to annotate, 146fig; avoiding “multimedioc-
racy” when selecting, 81-82fig; bitmap, 101-102fig; decoration
blunder, 92, 93fig; demeaning and insulting, 96fig-97fig;
dreadful design blunder, 92, 93fig; “noise,” 94fig-95fig; select-
ing graphics with soul, 81-82, 83fig; to “show you what I
mean,” 87fig-90fig; that convey the message, 82, 84-86fig; vec-
tor, 102fig-103; visual of the idea using, 91fig-93fig

Grocery bag packing animation, 138-140fig, 151

GUI building: button-based navigation, 75fig; create a slide mas-
ter, 67fig-71fig; creating screen including tabs for navigation,
73fig; icon-based navigation, 74fig; icon-based navigation
without markers, 75fig; lesson learned on watch learners go
through the program to test, 76; subsequent slides contain
links to topics, 72fig; with tabbed navigation, 72fig; think of
the GUI as a template when, 66-67

GUI design: “A. Pintura: Art Detective,” 54; basics and tips for a
good, 53-55; using colors in your, 56; example of a clean and
clear, 52fig; example of a simple, 55fig; eye movement and
placement of items, 62fig-66fig; learning control decisions
when developing, 57; slide counter and “What's Happening,”
54fig-55. See also PowerPoint design

GUI (graphic user interface): building the, 66-76; “Cancer Pain
Management,” 70fig-71fig; description of, 52; design consider-
ations of, 52fig-66fig; problems with, 64fig-66fig. See also
Architecture

GUI problems: background makes text hard to read, 65fig; exaia-
ples of common, 64fig; fonts are heard to read, 65fig

H

Hand-drawn storyboard, 43fig

Hawkins, D., 215

Heat pump water heater animation, 146fig

Help notes animation, 216fig

“Hindenburg’s Dilemma” simulation, 191-192fig

Hofmann, J., 214

Hollywood Squares games, 173-174fig

Hoober, S., 29

Horton, W., 168

Hosting services, 244

Hotspots. See Invisible “hotspots”

“How condensation works” image, 106fig—109fig

HTML (hypertext markup language), 246

HTMLS5: PowerPoint-to-HTML5 converters for, 246-249, 254; sav-
ing PowerPoint Presentation as, 245-249

Hulme, M., 181

“Hunger Banquet” story, 35, 36fig, 197-199fig

Hyperlinks: action button, 156, 157fig, 159fig; creating interactiv-
ity through, 156-161fig; icon, 193fig; invisible “hotspot,” 156,
160fig-161; mistaking underlined text for, 99; navigation using
PowerPoint, 58-60fig; object, 156, 159fig, 161fig; from
PowerPoint to online games, 183fig; from PowerPoint to other

documents, 209-210fig; to site samplers, 210-211fig; take care
not to create overlapping hyperlinks, 167; text hyperlinks to
corresponding slide, 158fig; text link, 156; two ways to insert,
59fig; website tutorial on, 157

Icon-based navigation: slide with, 74fig; without markers, 75fig

Icons: using clear and consistent, 53; made up of bitmaps, 102;
navigation using, 74fig, 75fig; veterinary emergencies simula-
tions used of hyperlink, 193fig

Imagery. See Visuals

Infographics: airplane created with PowerPoint Shapes, 104fig;
created with PowerPoint Shapes, 103fig; notepad and pencil
created with PowerPoint Shapes, 105fig; website tutorials on,
104

Information: cut-n-chunk approach to presenting, 37, 40; differ-
ences between learners having to find it versus memorizing,
215; graphics that provice a visual of the idea, 91fig-93fig; nav-
igational, 53, 57-611.2; nice-to-know versus must-know, 215;
provided as voicecves to Vietnam vet graphic, 86fig; providing
audio or video directions and, 54. See also Content; Extraneous
information

Instruction: (recing animations that support, 128-129; learning
objectives o1, 18-21; Mayer on learner engagement required
for eifcive, 165; simulations as providing powerful, 188;
thi<elearning domains to consider for, 21. See also e-learning
nrc¢ grams; Mayer's Select-Organize-Integrate (SOI) model

nsilting graphics, 96fig-97fig

11Sync Training, 214

Interactive campus map, 219fig

Interactive Periodic Table of the Elements, 216-217fig

Interactivity: case studies and stories, 195-199fig; gamification
applied to, 201-202; hyperlinking as crux of creating,
156-161fig; interactive campus map and locations, 219fig;
Interactive Periodic Table of the Elements, 216-217fig; invisible
“hotspots” used for, 156, 160fig-161; mazes, 202-204fig;
Mission Turfgrass course storyboard/schematic, 200-201fig;
new-hire program to teach tasks, 215-223fig; objects used for,
156, 159fig, 161fig; quizzes, games, and simulations, 162-194;
telephone tutorial animation, 217-218fig; text links used for,
156; “treasure hunts,” 205fig; Visual Basic for Applications
(VBA) used to create, 206-207fig; website tutorial on, 157.
See also Action buttons

“Interoperability” standards, 253

Invisible “hotspots”: creating a, 160fig-161; hyperlinking to corre-
sponding slides, 160fig; hyperlinking via a, 156

iPhone, 246

iSpring: iSpring Pro Converter, 247fig, 248; tracking participation
options available in, 254-255fig

iStockphoto, 81

Italicized text, 99

J

James, S., 6, 45, 203, 204
JavaScript, 253
Jeopardy-type quiz, 171-172fig
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K

Keller, K., 169
Kent, J., 181
Kuhlmann, T., 14, 75, 249

L

Learners: differences between memorizing versus finding infor-
mation, 215; GUI learner control issue, 57; new-hire orienta-
tion program to train for one-time tasks, 215-216fig; new-hire
programs for, 215-223fig; pilot-test your e-learning program
with, 76, 255-257; PowerPoint design consideration of the,
17-18, 259; provide access to correct answers to quizzes to,
177; providing clear naming conventions to help tool retrieval
by, 216; providing site samplers to, 210-211fig; providing “tech
requirements” to, 256-257; scalability of e-learning programs
for, 18; three learning domains of, 21; tracking participation
and quiz scores by, 183, 185fig, 251-255fig; trigger animations
that allow more control by, 152fig. See also Levels of feedback

Learning content management system (LCMS), 250

Learning domains: affective, 21; cognitive, 21; psychomotor, 21

Learning Everywhere (Udell), 29

Learning management systems (LMSs): e-learning program deliv-
ered through use of, 243-244, 256; “SCORM wrapper” for
running e-learning files in an, 248, 253-254; tracking partici-
pation ability of, 251-255fig

Learning objectives: Bloom's taxonomy of, 19; how e-learning
program design is driven by, 18-21; making them relevant, 19;
matching learning outcomes to strategies to achieve, 19t-20t

Learning outcomes, 19t-20t

Lessons in Training, Learning, and e-Learning (Schank), 19

Lessons learned: use the best fonts to use for text, 99; creaie sep-
arate PowerPoint show rather than one long show, 6%, on
using invisible hotspots or buttons, 161; maximizir.g your
screen real estate, 64; pilot-test your e-learning tr<.gram with
learners, 76, 255-257; provide access to correct quiz answers
to learners, 177; see how your e-learning vregram displays on
other computer screens, 66, 118; take cave 110t to create over-
lapping hyperlinks, 167; work with.ci'y.one file when final-
izing and distributing e-learning program, 249

Levels of feedback: case studies and stories, 195-199fig; created for
quizzes and games, 162-181fig; creating interactivity through,
162; linking to external games and quizzes, 181-186fig; simula-
tions, 187fig—194; tracking quiz scores for learners, 183, 185fig;
website tutorial on creating, 162. See also Learners

Logos, 64

M

Macros: “Bacteriopoly” board game, 206; Visual Basic for
Applications (VBA) to create, 206-207fig

Marcovitz, D., 206

Matching quizzes: before-and-after, 163fig; custom animation in,
167fig; two examples of, 166fig

Mayer, R., 24, 76, 109, 147, 165, 228

Mayer’s Select-Organize-Integrate (SOI) model: animation used
to provide worked examples following the, 147fig; applied to

advance organizer, 76fig; applied to build a complex learning
image, 104, 106fig-109fig; applied to text, 98fig; how using dia-
grams supports the, 88; introduction to the, 24fig-25; on
learning enhanced if narration and on-screen text don’t match,
99. See also Instruction

Mazes: learning through, 202-203; two examples of,
203fig-204fig

McEldowney, A., 6, 203, 204

McKenzie, J., 81

Memorizing information, 215

Menus, 53

Messages: graphics that convey the, 82, 84-86fig; graphics that
“show you what I mean,” 87fig-90fig

Microsoft office gallery, 81

“Millionaire” games: 50/50 option, 176fig; with hints, 175fig

Milton, Debbie, 27, 28

Miner, N, 27

“Mission: Turfgrass” story, 35, 36fig

Mission Turfgrass course steryboard/schematic, 199-201fig

mlearning recommendaticns: avoid miniaturization process of
other content, 27- 28 importance of content, 29; pursue train-
ing in instructiona} design for mobile delivery, 30; understand
the challenges of creating mlearning from e-learning, 29

Mobile devices: ash not supported by Apple, 246; gamification
and, 291-252; potential of new technologies of, 125-126

Monito: 2cior display, 66, 118

Motiair-path animation effects: array of preset and custom, 132fig;
description of, 128; grocery bag packing, 138-140fig, 151; set
iimings for, 133fig

MP4 (MPEG-4) [video file], 27, 245, 249-250

MS Paint: editing an image using, 119-120; editing and customiz-
ing clipart using, 120fig; editing tools available in, 120fig;
located in “Accessories” folder, 119fig

Multimedia learning principles: coherence principle, 26fig; conti-
guity principle, 27; multimedia principle, 25fig; redundancy
principle, 27; split attention principle, 27, 226

Multiple-choice quizzes: before-and-after, 164fig; game-show for-
mat of, 168-177; PowerPoint potential for, 4fig

Music: adding sound effects and, 229-233fig, 234; copyright
issues for using, 234

Must-know information, 215

MySketch, 126

N

“Nail Care” photos, 238fig

Narration: hyperlinking object (phone) to, 161fig; learning
enhanced with unmatched on-screen text and, 99; Mayer’s split
attention principle application to, 27, 226; providing direc-
tions for using audio clips for, 54; Vietnam vet graphic and,
86fig; website tutorial on adding, 225

Narration adding/editing: creating the best “studio” for, 227-228;
microphones used for, 226-227; narrator voice quality issue
for, 227; PowerPoint (early versions) sound settings for, 229;
practice reading text aloud yourself before making, 227; Sound
Editor tool (Windows versions prior to 2007) for, 13, 229; split
attention principle issue for, 27, 226; web tutorial on record-
ing voice, 228fig-229fig
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Navigation: adding to a master slide, 68fig; button-based, 75fig;
explanation of, 77fig; GUI (graphic user interface) inclusion of,
53; GUI with tabbed navigation, 72fig; icon-based, 74fig; icon-
based without markers, 75fig; PowerPoint hyperlinks, 58-60fig;
PowerPoint’s customizable action buttons, 57-58fig, 59fig,
68fig, 156, 157fig; steps for creating screen including tabs for,
73fig; subsequent slides contain links to topics, 72fig; varied
options for navigation symbols, 61fig

Nelson, D., 42

New-hire programs: company history and background informa-
tion, 220fig; company policies and manuals, 221fig; interactive
campus map and locations, 219fig; New Hire's First Day,
223fig; organization charts and company directories, 221fig;
process map created with PowerPoint art tools, 222fig; teach-
ing one-time tasks, 215-216fig; teaching sometime tasks/refer-
ence, 216-223fig; telephone tutorial, 217-218fig

New Hire’s First Day, 223fig

Nguyen, E, 147

Nice-to-know information, 215

“Noisy” graphics: extraneous information removed, 95fig;
includes too much extraneous information, 94fig; too “noisy”
to be effective, 95fig

Notepad and pencil shape, 105fig

O

Objects: hyperlink via an, 156, 159fig, 161fig; hyperlinking corre-
sponding slides to box, 159fig; hyperlinking voice clip to
phone, 161fig; infographics, 103fig-105fig; selecting for anima-
tion effects, 129fig; vectors making up drawing, 102-103

O'Day, D., 140

On the Web. See Website tutorials

Online programs. See e-learning programs

Osborne, R, 6, 203, 204

Overlapping hyperlinks, 167

OxFam, 198, 199

P

Paas, E, 147

Papdimoulis, A., 120

Period Table of the Elements, 216-217fig

Phone apps, 125-126

Photogene, 126

Photograph editing: artistic effects options for, 116fig; MS Paint
for, 123fig; options for recoloring image, 116fig; PowerPoint
picture tools for, 115-118; PowerPoint Shapes to emphasize
important points of photo, 117fig; removing backgrounds
from photos, 118fig

Photographs: editing, 115-118fig, 123fig; “Gamekeeper’s
Conundrum,” 239fig; instead of video use, 237-239fig; “Nail
Care,” 238fig; Timed Photo Reveal Quiz using, 178fig; work-
place harassment, 239fig

Pilot-testing e-learning program: importance of, 76, 255; launch-
ing your program following successful, 256-257; recommen-
dations for effective, 256. See also Practicing

Powerful PowerPoint for Educators: Using Visual Basic for Applications
to Make PowerPoint Interactive (Marcovitz), 206

PowerPoint: bad uses or underused applications of, 3-4; different
features in different versions of, 11-15; illustrative overview of
e-learning program development using, 258¢; providing site
map to compensate for inability to bookmark, 77-78fig; story-
boarding using features in, 41-42, 43fig-46fig

PowerPoint (2007 version): default 4:3 slide layout in, 12fig; new
“ribbon” interface of, 11-12

PowerPoint (2010 version): default 4:3 slide layout in, 12fig-13;
new features in, 12

PowerPoint (2013 version): ability to save as MP4 (MPEG-4) file,
27,245, 249-250; Eyedropper Color Picker tool, 114, 115fig;
features that have been discontinued in, 13-14; increased ani-
mation sophistication in, 13; increased “social” functionality
in, 13; new 16:9 default screen ratio in, 12fig, 27; new File
menu (“backstage”) in, 14fig; .pptx file extension of, 245

PowerPoint applications: animations that teach, 9fig, 128-129,
133-153fig; for case studies, 7fig, 34-35, 195-199fig; compress-
ing image files, 124—~"2:fig; creating a quick tutorial, 218; creat-
ing case studies and s ories, 7fig, 34-36fig, 195-199fig; creating
complex learning iynage, 104, 106fig—109fig; creating infograph-
ics, 103fig-1G5,%¢; editing photos, 115-118fig; for game-show-
type quiz/ 5, nyperlink to other documents, 209-210fig;
linking traiit PowerPoint to outside quizzes, 182fig-184fig; for
matchis g exercises, 5fig; for mazes, 6fig; quizzes, games, and
sunuladons, 4fig, 162-194; set transparent color, 110fig; simula-
tio1s with branching decision making, 8fig; site samplers, 210-
Q11fig; transforming clipart, 104, 111fig-115fig, 119fig-120fig

L'owerPoint design: choosing a treatment, 30fig-32fig; for cognitive
load management, 25fig-26fig, 28fig, 29fig; considering who
your learners are for, 17-18; example of dreadful, 92, 93fig;
graphics, 81-97; how learning objectives should drive your,
18-21; as key to your e-learning program, 17, 259; Mayer’s SOI
principles of multimedia learning for, 24fig-27, 76, 88, 98fig—
99, 104, 106fig-109fig, 147fig; understanding importance of, 15.
See also GUI design

PowerPoint features: customizable action buttons, 57-58fig, 59fig,
68fig, 156, 157fig; Eyedropper Color Picker tool, 114, 115fig;
File to Word, 45fig; free templates, 213; hyperlinks, 58-60fig;
PowerPoint backgrounds, 213; Record Sound, 233fig; Shapes,
103fig-109fig; Slide Sorter View, 44fig; SmartArt, 43fig, 88,
90fig; sound settings in early versions of PowerPoint, 229;
Speaker Notes Area, 44fig

PowerPoint files: converting to HTML5 or Flash (.swf) file, 245-
249; PowerPoint (version 13) .pptx file extension, 245; saving
and uploading your, 245; saving as PowerPoint Show (.pps)
file, 245; saving as video file (MP4, WMV), 27, 245, 249-250

PowerPoint Shapes: airplane created with, 104fig; emphasizing
important points of photo using, 117fig; “how condensation
works” image using, 106fig-109fig; infographic created with,
103fig; notepad and pencil shape created with, 105fig

PowerPoint-to-Flash trigger animation conversion, 176

PowerPoint-to-HTML5 converters, 246-249, 254

.pps file extension (PowerPoint Show), 245

.pptx file extension (PowerPoint version 2013), 245
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Practicing: creating animations, 148, 149; simulation providing
task, 187fig. See also Pilot-testing e-learning program

Processes: animation used to teach, 133-134fig; new-hire pro-
gram using process map to teach, 222fig; New Hire's First Day,
223fig

Program interface. See GUI (graphic user interface)

The Promise of Multimedia Learning (Mayer), 228

Psychomotor learning domain, 21

Pyramid quiz, 172-173fig

Q

Quia, 186, 251

QuickTime, 246

Quizzes: board game, 180-181fig; game-show, 171-177; linking
to external games and, 181-186fig; matching, 163fig, 165~
167fig; multiple-choice, 4fig, 164fig, 168-171fig; provide access
to correct answers to, 177; Quia tool for, 186, 251; timed,
177fig-180fig; tracking scores, 183, 185fig; true/false, 168fig

R

Rahman, M., 71

Rapid e-Learning blog, 14-15

Record Sound (PowerPoint), 233fig

Redundancy principle, 27

Resuable learning objects, 250

Ringing phone sound effects, 230fig-233fig

Rockwell, K., 202

Rosenberg, M., 259

Royal Veterinary College simulations, 192-194, 239fig

S

Saving PowerPoint files: as PowerPoint Show (.pps) file, 245; as
PowerPoint (version 13) .pptx file, 245; reviewingy:vos and
cons of different file types, 249-250; and uploading, 245

“Scavenger hunt” activity, 205fig

Schank, R., 19

SCORM (Shareable Content Object Ref>ieace Model), 250,
253-254

Screen “real estate,” 63fig, 64

Screen shots (screen captures) images: creating, 122; Snaglt for
editing, 122, 211-212fig

“A seductive test,” 168, 169

Selection-Organize-Integrate (SOI model). See Mayer’s Select-
Organize-Integrate (SOI) model

Shapes. See Infographics

Side-by-side storyboard, 45fig

Simulations: branching decision making, 187, 188fig, 190fig;
choice of role, 189fig; customer service, 189fig-191fig; example
providing practice with a task, 187fig; “Gamekeeper’s
Conundrum,” 194, 239fig; “Hindenburg’s Dilemma,”
191-192fig; powerful instruction through, 188; presentation of
problem, 189fig; veterinary emergencies, 192-194

Site map, 77-78fig

Site samplers, 210-211fig

SkyDrive storage, 14

Slide master: access to the Slide Master View, 67fig; add naviga-
tion elements-buttons, 68fig; blank, 68fig; completed program
using the, 69fig; creating a, 67-71fig; for program uses shapes
(“Cancer Pain Management”), 70fig-71fig

Slide Sorter View (PowerPoint), 44fig

Smart phones, 125

SmartArt (PowerPoint): creating diagrams using, 88, 90fig; story-
board created with, 43fig

Smith, G. M., 87

Smoke’s path animation, 134fig

Snaglt add-on software, 122, 211-212fig

Sometime tasks/reference: Interactive Periodic Table of the
Elements, 216-217fig; telephone tutorial animation,
217-218fig

Sound Editor tool (Windows versions prior to 2007), 13, 229

Sound effects: adding music and, 229-233fig, 234; copyright issues
for adding music, 234;1ecording sounds for, 223fig; website
tutorial for creating “ongry caller,” 230fig-233fig; website tuto-
rial on adding, 22%. $2¢ also Audio clips

Speaker Notes Area (PowerPoint), 44fig

Spin animation uzed to illustrate turn, 138fig

Split attenticn piinciple, 27, 226

“Start spin” ¢igger animation, 150fig

Stevens, ¥, 38

Stories‘etorytelling: case studies form used in online programs,
34--35; “Hunger Banquet,” 35, 36fig, 197-199fig; “Mission:
Turfgrass,” 35, 36fig. See also “A. Pintura: Art Detective”; Case
studies

Storyboards types: creating with PowerPoint SmartArt, 43fig; side-
by-side, 45fig; simple hand-drawn, 43fig; text storyboard, 46fig

Storyboards/storyboarding: goal of, 42; Mission Turfgrass course
storyboard/schematic, 199-201fig; PowerPoint as tool for cre-
ating, 41-42; types of, 42-43fig, 45fig, 46fig

Subject-matter experts (SMEs), classroom course teaching by, 39

Submarine submerges animation, 135fig

Surveymonkey, 251

Sweller, J., 147

.swf extension (Flash file), 245-246

T

Tabbed navigation, 72fig, 73fig

Table apps, 125-126

Tasks: grocery bag packing animation, 138-140fig, 151; using
naming conventions to help learners retrieve tools for, 216;
one-time, 215-216fig; reference for sometime tasks, 216-218fig;
simulation providing practice doing a, 187fig; “treasure hunt”
activity to train for, 205fig; VBA used to create macros for
repeated, 206

“Tech requirements” instructions, 256-257

Technology for Trainers (Toth), 61

Telephone tutorial animation, 217-218fig

Templates: description and functions of, 212; potential problems
when using e-learning, 212-213fig; PowerPoint, 213; Pyramid
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quiz, 173; Quia’s Flash game, 186; think of the GUI as a,
66-67

Text: background making it difficult to read, 65fig; the best fonts
to use for, 99; contiguity principle application to, 27; fonts
making it difficult to read, 65fig; Mayer’s principles of
multimedia learning related to use of, 25fig-27; Mayer’s SOI
model on using unmatched narration and on-screen, 99; mul-
timedia principle on mixed visuals and, 25; Snaglt for editing
screen captures, 122, 211-212fig; text hyperlinks to correspond-
ing slide, 158fig; trigger animations to show explanatory,
153fig; two critical rules on cutting in half, 98fig. See also
Visuals

Text storyboard, 46fig

Thorn, K., 104

Timed quizzes: clock-type timer used in, 180fig; different ways to
set up, 177; example of setting up, 177fig; running timer for,
178-179fig; Timed Photo Reveal Quiz, 178fig

Timeline animations, 143fig

Times New Roman font, 99

“Tin Can,” 254

Title and/or “welcome” slide, 76

Toth, T., 61

Tracking participation: benefits of, 251; completion set to auto-
email for, 252fig; iSpring’s BlackBoard option for, 254-255fig;
Printable Completion Form for, 251, 252fig; quiz scores, 183,
185fig

Transforming clipart, 111fig-115fig

Transparent color, 110fig

“Treasure hunt” activity, 205fig

Treatments: description and selection of, 30; for electrical circuitry
program, 31fig; for equal employment opportunity course,
32fig; for ethics program for new veterinarians, 31fig; for prc-
gram for art museum, 30fig; for sexual harassment course, 32fig

Trigger animations: allowing learners more control, 152f2,‘or
explanatory text appearance, 153fig; how to choose. ! 5ifig;
PowerPoint-to-Flash conversion of, 176; setting fi:2 “start spin”
button, 150fig

True/false quiz, 168fig

Tutorials: PowerPoint used to create quick 218§, telephone tutorial
animation, 217-218fig; YouTube PowziPeint tutorials, 14. See
also Website tutorials

U

Udell, C., 29

Underlined text, 99

University of Tasmania, 6, 203, 204
University of Toronto, 140

\'}

van Gog, T., 147

van Merrienboer, J., 147

Vectors: made up of drawing objects, 102-103; quality not
affected by enlarging a, 102fig; understanding the differences
between bitmaps and, 103

Verdana font, 99

Veterinary emergencies simulations, 192-194

Video adding/editing: instructions on, 234-236; stop to consider
if you really need video before, 237; video effect options,

237fig; video formatting options, 236fig; website tutorial on,
234; Windows Movie Maker, 237

Videos: adding, 234-237fig; do you really need to add video?,
237; using photographs instead of using, 237-239fig; provid-
ing directions for using, 54; saving PowerPoint presentation as
MP4 or WMV files, 27, 245, 249-250; website tutorial on add-
ing, 225

Vietnam vets graphics, 85-86fig

Viles, R., 38

Visual Basic for Applications (VBA), 206-207fig

Visuals: before-and-after quizzes with added, 163fig-164fig; com-
pressing file size of, 124fig-125fig; contiguity principle applica-
tion to, 27; graphics, 81-97, 146fig; of the idea or concept,
91fig-93fig; Mayer's principles of multimedia learning related
to use of, 25fig-27; new tools available to adjust and edit, 126;
Snaglt screen capture software for, 122, 211-212fig. See also
Animations; Art; Text

Voiceover. See Narration

w

Warren, A., 103

Watts riot photd, &5fig

WebEx, 214-215

Website ti:toirals: adding narration, sounds, video, 225; adding
videc; 254; AIDS Program animations, 141fig-144fig; ani-
mated line shows smoker’s path, 134fig; “Animation Basics,”
127, 129fig-133fig; animation in matching quiz, 167fig;
wrticulate example, 248fig-249fig; “car” animation, 149; “chal-
lenge Board,” 172; “Create Interaction,” 168, 169; creating a
GUI, 71; creating “angry caller” sound effects, 230fig-233fig;
creating game-show multiple-choice quizzes, 169, 172; creat-
ing hyperlinks, 157; creating interactivity, 155; creating quizzes
with several levels of feedback, 162; “gears” animation, 150fig;
how to access and use the, 52; “Millionaire” 50/50 game
option, 176fig; narrated explanation for creating GUI, 71;
PowerPoint add-ons, 214; true/false quiz items, 168; working
with action settings and navigation, 58; working with shapes
and clipart, 104; working with slide masters, 67. See also
Tutorials

“Welcome slide,” 76

White space, 99

Wilson-Paulwells, L., 144

Windows Movie Maker, 237

WMV (video file), 245, 249

WordPress, 244

Worked example animation, 147fig

Working pump animation, 136fig

Workplace harassment photograph, 239fig

Writer’s block: brainstorming to overcome, 33; free-association
exercise to overcome, 33fig; free-writing exercise to overcome,
34t

Y

YouTube PowerPoint tutorials, 14

yA

“Z" eye movement, 62fig-63
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