Style Guide Excerpts:
Captivate Template:
1. Use of the White Fade
· When discussing part of a screen (e.g., yellow text box only; no further instructions other than to click Play to continue.

· When the scenario changes in the scenario bar, use the white fade over the captured image so that only the Scenario bar is visible. (Use yellow text box w/ “Note scenario” & an arrow.

2. Set up of White Fade

· Web Portal: set “Transparency” at 10%

· Internal App: set “Transparency” at 30%

· Set fade in and out to .5 sec, and to appear after 1 sec

· Set display for specific time to the approximate amount of time that it will take to read the text box and/or new scenario. General rule is 3 words/sec.

3. Click Boxes

· Make sure that the shortcut key is Alt+N

· Put on top of any commands that contains a symbol.  For example, if the text box states Click Play () to continue, put a click box over Play ().

· Click boxes should be displayed for the rest of the slide, appear after 0.0 seconds, not fade in or out, and “go to next slide” when clicked.
· Click boxes should also be set to “show hand cursor over ‘hit’ area”
· The click box should fit tightly over whatever is being clicked.

· Make sure that “Include in Quiz” is not selected

4. Red Highlight box

· Line size = 4, line color = red, inside color = 100% transparency

· Make the highlight box very tight around the image that is being highlighted.

· Typically, highlights should fade in at .5 seconds, and appear as the accompanying text is being read.

· Use:  to bring attention to somewhere where a user will need to click next.

5. Rollovers 

· RGB = 204/125/19 with frame width of 5 (as of 11/19/07).
6. Text Boxes:
· Use Yellow text box (caption type = yellow one)

· Keep text tight within the box
· Even spacing above and below the text.

· Text is left justified and top aligned

a) With short phrase like “Click Submit.” use option “align text middle” to even spacing.
· Use text boxes for instruction only (Click This, enter That)

· Where applicable, use arrows to point things out (font Windings3)

· Where necessary, use soft returns to make sentences line up as evenly as possible.

7. Intro Slides:  Use the template slides.
· 1st Slide:  Title of the course only.

· Fade in bullets for the course objectives (use standard fade-in or 3 words/sec)

· Template Colors:

· Grayish Blue: 
H=139
S=58
L=122

· Dark Blue:
H=147
S=189
L=59

· Orange:
H=20
S=186
L=140

· Gray
H=160
S=0
L=91

8. Scenario Bar

· Use to include the specific scenario (the Who What Where When Why).
· When the scenario changes, add a text box that states “new scenario” with an arrow pointing toward the scenario bar.  Put a white transparency over the entire NewMMIS screen for the duration that it would take to read the new scenario.  (3 words/sec)

9. Note

· With the exception of certain intro courses, use NOTE to add add’l info about the screen, process, etc.

10. Printing (for review purposes).

· Go to File/Publish

· Select the Word icon (Handouts)

· Layout Options:  Do not select “Use tables in the output”

· Select:  Include Objects

· Choose the name of the doc & the location to which it will be saved.

· Click Publish.  Open the document after the publishing has completed.

· Note:  If you want multiple slides per page, then select “use tables” and indicate the # of slides per page.
Writing Style:
11. Spacing

· One space after period. Just one.

· One space after colon: just one.
12. Bullets
· In the text box, use ALT + 0149 to get • 
· No period at the end of the line. Even if there’s a sentence with a period before.

· Wrapping:  Make sure that text lines up neatly (such as the bullets in this doc). No text should be underneath the bullet.
13. Commas - in a list of commas: thing A, thing B, thing C, and thing D.

14. Button Text Commands:  “Click Next” 
15. Tab Text Commands:  “Click on the Claims tab.”

16. Field Text Commands (this would be rare to click first into a field before typing):  “Click in the Last Name field.”
17. Where applicable, use arrow/symbols for commands.

· Click Play () to continue
· Close the panel (x)
18. End punctuation: not bold.
Recording
19. Recording Set Up
· Set your monitor resolution to 1024 (w) x 768

· Record Movie at 1012 (w) x 620

· Movie Preferences

· Start and End tab:  only check:  “Fade in on the first slide”

· Preferences tab:  select everything.  Movie background should be white, JPEG image quality = 75%.
· Playback control tab:  Position = bottom left; Style = MMIS; check off “show progress bar”

· Recording Options

· Recording options tab:  uncheck “enable auto recording”, uncheck “record keystrokes”, check “Move new windows inside recording area.”
· Full Motion Recording:  uncheck all.  

20. Recording Style:

· Only include the screen that’s being recorded (e.g., no google bar, nothing outside the application.
· Keep the exact location of the borders of the screen to a minimum.  Make sure it is the same throughout the recording.

· Do not roll over anything when capturing an image unless that is the specific goal (should not occur 95% of the time).  For example, in the WP, do not record an image when your mouse is over the left-side menu, because it will change the text color from blue to orange.
21. Clicking a Drop-Down (the sequence)

· Capture the drop-down with nothing selected.

· Capture the drop down open, but with nothing highlighted.

· Capture the drop-down after the item has been selected, but make sure it is not highlighted.  E.g., the selected provider would look like 

	BETH ISRAEL DEACONES


Not
         BETH ISRAEL DEACONES
22. Resizing

· Resize to 1207 (w) x 768

· De-Select “Maintain Aspect Ratio”

· Check “Keep movie same size and fill with background color”

· Background color:  white (default)

· Position movie: Top Right
23. Section 508 Accessibility

· Include all text.

· Keep all punctuation as is.

· Make sure that everything is in the text order (e.g., the first text box to be displayed must also be written first).

· The first sentence in the Accessibility text should read, “The XYZ panel is displayed.” The scenario should be displayed under that.

· The scenario only needs to be displayed if it’s appearing for the first time.  
TBD:

Text Box Placement:  Where specifically should it go in reference to the word/image that needs to be selected?

Use of Autoscroll:  If we use it, when, why, & what is the best practice?

Yellow highlight boxes:  to use or not to use?
