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Intel® Teach Program Getting Started Course v.2.0
Curriculum Adaptation
Introduction

This document is to serve as a guide as you create your own curriculum materials, using the completed curriculum files and provided templates as a model. 

· Request the curriculum files and templates from your Intel contact if you do not already have them.

NOTE: This document only includes information about adapting the Getting Started Course curriculum manuals and certificates. Contact your Intel contact for information about adapting the Intel® Education Help Guide if necessary.
Related Documents:
· Adaptation FAQ: This document provides answers to frequently asked adaptation questions. 
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· Complete Curriculum Files: The Production Kit CD contains complete production files for the curriculum manual. These are the files you will be translating and localizing to create your country’s curriculum.
Contacts:

If you have questions or need assistance with adaptation, please contact your Intel contact.
Software Requirements to Translate or Localize
To create your curriculum, you must meet or exceed the following software requirements:

	Mandatory Software Requirements

	Adobe Acrobat Reader 5.0* or above is required to:

· View the complete curriculum files [PDF versions]

	Neo Sans Intel font family in your country’s language (or Intel CBID approved alternative) is required to:

· Create your curriculum manuals
(Note: this font will be provided by your Intel contact)




	Optional Software Requirements

	QuarkXPress 5.0* or higher is required to:

· View and modify the complete curriculum files 

Note: If you are using publication software other than QuarkXPress, you will need to recreate the manual formatting in that software.


Adaptation Process
Localization means to both translate and adapt content to match the local language and culture. This includes writing local examples that are culturally-relevant to schools in the country.
Prior to beginning the adaptation process, submit your Adaptation Request to your Intel contact
	Pre-Production: 
· Review (and translate if needed) all adaptation documents for the Getting Started v.2.0 curriculum.
· Establish your adaptation team and adaptation timeline (refer to the Implementation Checklist)
· Purchase software for use in adaptation and production (if needed).

	Step 1: Adapt (localize and translate if needed) the Intel® Education Help Guide, if a version does not already exist for your country. Refer to the Help Guide Adaptation Toolkit for more information. 

	Step 2: Adapt (localize and translate if needed) the Getting Started manual and MT Appendix. 
Localize, at a minimum, these items referred to in the Localization Notes:
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If applicable, retake all screenshots in the manual using the software applications in your local language. Follow the instructions in the Screenshot_Production_Information document to properly capture screenshots for print.

	Step 3: Choose a cover design for the manual that best meets your needs (from the available template options). Adapt (translate if needed) the manual cover.

	Step 4: Review and edit your completed manual. 

	Step 5: Send a PDF version of your final manual to your Intel contact for a high-level review. Make any identified changes to your manual and finalize it.

	Step 6: Choose a Certificate of Completion design for MTs and PTs that best meets your needs (from the available template options). Adapt (translate) the certificates.

	Step 7: Determine how you will print and distribute your curriculum materials to MTs and PTs. Recommended options include:

· Option A: Print one manual for MTs and PTs and then print the MT appendix separate (for distribution to only MTs).
· Option B: Print one manual for MTs (which includes the curriculum and MT Appendix) and print a separate manual for PTs (which only includes the curriculum).
· Option C: Create and duplicate the curriculum manual on CD 

	Step 8: Print your final files. Refer to the Intel® Teach Curriculum Guidelines for information on print specifications and paper and binding recommendations.


Adaptation Timeline (Recommended Model)
This is a model for a recommended timeline/schedule for completing production of the Getting Started curriculum manuals and certificates. Please adapt this timeline to suit your needs and develop your own adaptation and production timeline.

· Assumed resources: 1 full-time production person, 1 part-time editor, and 1 manager to oversee project management aspects part-time

· Acceleration options: This timeline could be shortened if additional resources are available to work on the project. Also, if your country has already adapted the Help Guide, that process step can be bypassed.

	
	Week 1
	Week 2
	Week 3
	Week 4
	Week 5
	Week 6
	Week 7

	Pre-Production: 

· Review (and translate, if needed) the adaptation documents

· Establish an adaptation team & timeline

· Purchase software for use in production (if needed)
	
	
	
	
	
	
	

	Step 1: Adapt the Help Guide (if needed)
	
	
	
	
	
	
	

	Step 2: Adapt the manual and MT Appendix
	
	
	
	
	
	
	

	Step 3: Adapt the manual cover
	
	
	
	
	
	
	

	Step 4: Review and edit your completed manual
	
	
	
	
	
	
	

	Step 5: Send PDF version of the manual to your Intel contact for review. Make any identified changes.
	
	
	
	
	
	
	

	Step 6: Adapt the MT and PT Certificates of Completion
	
	
	
	
	
	
	


NOTE: Post-production items are not on this adaptation timeline. 
· Printing the materials may take three weeks or longer. 

· Distribution time will vary based on the number of participants and locations involved.
Curriculum Guidelines Excerpts

Your participation in producing curriculum materials is instrumental in helping others recognize Intel® Education and promote the understanding of program goals and objectives. The success of the Intel Education identity is dependent primarily on the consistency and clarity with which it is communicated. We encourage you to read through these guidelines to fully understand the requirements needed to create consistent program materials that accurately reflect the Intel Education identity.

To create print and Web curriculum that are effective communications tools, please implement the standards outlined below. These standards have been developed to help achieve a consistent “look and feel” through the implementation of a specific design system. 

These guidelines may not be fully applicable to other enhancement activities or materials. 

Before adapting curriculum materials, please contact your Intel contact: they will support you through the process of adaptation.

The following are excerpts from the full set of Guidelines, if you need additional information, please contact your Intel contact:
	Intel Brand Elements
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	Assets & Templates: Charts and Screen Captures
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	Typography
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	Assets & Templates: Manual Templates
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	Color Palette
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	Assets & Templates: Presentations, Certificates, and CDs
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	Photography
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	Production Kits and Assembly: Intel Teach Getting Started
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	Copyright Guidelines
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	File Format Descriptions
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	Co-Branding Guidelines
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Core Visuals

In keeping with Intel’s brand identity system, core visuals have been created to reflect the photographic style. Use only approved images. Do not produce your own photography. NOTE: The applied rounded-corner treatment of the core visuals is limited only to the core visuals—do not apply this treatment to any other photography used in your materials. 

The set of images for each core visual should remain intact and must be produced in full color, not black-and-white, duotone, or any other color.  Assets are available in the following file format for print and on-screen applications. File names are listed on the following pages.

Print Assets

• Quark XPress* Templates. The core visuals are created within Quark XPress as individual picture boxes with high-resolution CMYK EPS placed images. Ideal for working with the templates.

• Adobe Illustrator* EPS files. Two files are available (high-resolution and low-resolution) with CMYK EPS placed images. Ideal for importing as a composite into layout programs or can be used to create other materials such as signage. 

On-Screen Assets

• Adobe Photoshop* files. Two sizes are available (large and small) in PSD, JPEG, and PNG formats, which are ideal for on-screen applications. If other sizes are required, they can be made from the Illustrator files. They can be opened in Photoshop and set to any size and resolution as needed.

[image: image16.emf]
Icon Set

There are 12 icons used throughout the manual content pages and CD interfaces as visual points of reference for the participant. 

Assets are available in the following file formats for print and on-screen applications:

• Adobe Illustrator* vector EPS files. Black/white and color assets are available. (Cannot be colored within Quark XPress*)

• Adobe Photoshop* bitmap TIF files. Black/white assets only are available. (Can be colored within Quark XPress)

• Adobe Photoshop bitmap GIF files. Icon Set C assets only are available for on-screen Graphical User Interface (GUI) usage.
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Naming Guidelines for the Intel® Teach Program

General title use guidelines: In titles, it is preferable to list the program and offering on separate lines. 

General text use guidelines: In text, the “Program” is dropped and only “Intel Teach” and the offering name are present. The generic noun is lowercase in most cases. In subsequent mentions, it is acceptable to just use the offering name without mention of the program name.

Program naming guidelines:

· First mention: Intel® Teach Program

· Subsequent mentions: Intel Teach Program or Intel Teach

	
	Getting Started Course

	Title Use 
(first mention)
	Preferred (program and offering in separate lines):

Line 1: Intel® Teach Program

Line 2: Getting Started Course

Alternate (program and offering on same line): Intel® Teach Program Getting Started Course

	Title Use 
(subsequent mentions)
	Same guidelines as listed above, except the ® is not needed.

	Text Use 
(first mention)
	Intel® Teach Getting Started Course

	Text Use 
(subsequent mentions)
	Intel Teach Getting Started Course 

OR

Getting Started Course

OR

Getting Started


Generic nouns: For the Intel® Teach Program, “program” is the generic noun. For most offerings, “course” is the generic noun. When not used as part of the offering names, generic nouns should always be lowercase. 

Correct example: In this course, teachers will…

Key Points:

· In print layouts, presentations, and Web pages, call outs, tables, or highlight boxes (or anything that can be taken separately from the text) are regarded as new areas and the first mention rule (for branding) would apply to both areas.

Core Visual A: use for Getting Started Course materials
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		These specifc sections require localization:

		Page #		Localization Required:

		27		In Step 2:  The localization team needs to insert the address of an appropriate Web site that features tools and resources that teachers in your country may find useful.  An example from the United States is:  www.intel.com/education

		28		In Step 4:  The localization team needs to insert the address of an appropriate Web site that contains lesson plan ideas or educational activities for teachers in your country.  Examples from the United States include:  http://school.discovery.com/lessonplans or www.lessonplanspage.com

		28		In Step 6:  The localization team must identify and insert the Web site addresses of two or three appropriate search engines for teachers to use.  Some examples from the United States include www.google.com, www.yahoo.com, and www.altavista.com.  In addition to having basic search functionality, the Web sites must also allow users to search directories and images.  For example, Google offers a basic search engine at www.google.com, a directory at www.google.com/dirhp, and an image search at www.google.com/imghp.

		throughout 
the 
curriculum		We recommend checking Help Guide skill names and numbers in the entire manual.
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Intel® Teach Program Getting Started Course v.2.0

Frequently Asked Questions (FAQs)
Regarding Adaptation and Production

1. Is there a recommended order in which the books should be translated and localized? 

We suggest that the Intel® Education Help Guide (digital version) be adapted first because this process will help you identify any significant differences that may exist between your language version and the completed curriculum. Any subsequent changes to the Help Guide contents, including the steps required to complete a certain task and the numbering of the skills, can then be used to guide the translation and localization process of the manual. 

If the Help Guide has already been adapted in your country, you may skip this adaptation step and adapt the manual first. During your review of your localized manual, you will want to review the Help Guide references in the curriculum to ensure they align with your local Help Guide.

The order in which the books should be translated and localized may be influenced by other factors, such as the implementation calendar and the number of resources available. We suggest that you contact your Intel contact for further guidance specific to the unique circumstances in your country.

For more information on Help Guide (digital version) language availability and adaptation processes, contact your Intel contact.

2. How can I edit or make changes in the text?


We recommend using Adobe Acrobat* to open the PDF files that were used for printing each of the completed curriculum files (language: U.S. English). Choose Edit > Select All, and then Edit > Copy. Then, paste the copied text into a new word processing document. (NOTE: This process will include all information in the document’s headers and footers, which can help identify which information goes on each page.)


You can also copy and paste the text from the provided completed curriculum versions of the QuarkXPress* files, but this process is more complicated because there are multiple files so you will need to copy and paste the text numerous times. 

3. What are the implications if I use a different version of the software? 

Version 2.0 of the Getting Started curriculum materials is not software specific. The materials are written in such a way that the activities can be done in most word processing, multimedia, and spreadsheet software applications, and on most operating systems. All Help Guide references refer to the digital version of the Intel Education Help Guide. There are many different versions of this Help Guide; therefore it is important that all references are checked during adaptation. 

4. Why are there no source files provided in the word processing, multimedia, or spreadsheets software applications? 

Native source files for documents and projects used for sample screenshots are not provided. As part of localization process, it is critical that adaptation teams work through all of the instructional steps and create their own sample documents. This serves a dual purpose of verifying the software steps required to complete each project (there may be different commands and options in a particular software language version and samples for books).

5. At what resolution, size, and contrast should screenshots be taken and saved as? 

All screenshot images should be saved at 300 dpi grayscale TIF files. When saving the files, be certain to choose the appropriate version for the operating system being used for production (Microsoft Windows* [PC] or Macintosh*).

6. Can I replace the images with ones that are more representative of those in my country? 

Absolutely—that is part of the localization process. The images and examples should be locally relevant and meaningful to the teachers. Moreover, be certain that the images and examples are both engaging and representative of the emerging skill levels of the participants.

7. Why are there different cover options for the manual? 

You have the option to produce the manual as a binder or as a book. We wanted to provide two options so a choice could be made based on cost and/or preference. Cover templates are provided to fit an A4 binder or a perfect-bound or wire bound A4 book. 

Please refer to the Intel® Teach Curriculum Guidelines for more information about book covers.


8. Why do gray placeholder boxes appear on the back of the manual covers? 

The gray boxes on the back cover of the manual covers serve as placeholders for countries that wish to replace these gray boxes with their government logo and logos from other collaborative agencies. If additional logos are not needed, these boxes can be deleted. For further guidance, contact your Intel contact.

9. Can you describe the printing process you used to print the materials? 

Because the Getting Started manuals were designed without bleeds (ink that extends all the way to the end of the page), we were able to have them digitally printed onto standard-sized paper directly from the PDF files we provided. There is no need to go through the traditional print process of imposition, creating film and printing plates, and trimming standard-sized pages from large sheets with many printing pages on them. Digital printing from PDF files greatly reduces the amount of time a printer needs to complete the job, and may also result in a cost savings.


If you are unable to identify a printer with digital printing capabilities, a more traditional printing method may be used. Be certain to check with your printer about the process that will be used for your project, and make sure to prepare your files according to his or her recommendations.

10. How would you suggest the files be prepared for the printer? 

Based on the types of computers used for production and the ease with which individuals might need to transfer materials from each other, we recommend that you create separate QuarkXpress files for meaningful chunks of material for each book. This made it easier to work with and transfer files while also reducing the risk (and impact) of file corruption. Because the covers are printed on heavier stock in a different type of machine, we prepared separate files for the covers for each book.


Refer to the Production Kit CD to see how the files were structured.

After the QuarkXPress documents were completed, we double-checked to make sure the links to all images were in tact, and updated the links as needed. (NOTE: If you do not do this, some images may print blurry even if they were saved in the correct format and resolution.) We then converted the QuarkXPress files to press-ready Adobe Acrobat* PDF files. During this step, be certain to select the desired print paper size, to embed all fonts (if needed), and to set all images to print at 1200 dpi. You will also need to add a blank sheet for any blank pages that you want in the book. Once you have created the press-ready PDF files, you will not have to provide the printer with the fonts and all of the image files as you would if you were printing straight from QuarkXPress files.


Ask that your printer run a proof of ALL files on the paper that will actually be used for the printed books. If any pages need to be fixed, make the changes in QuarkXPress and then save each page or range of pages as a separate PDF file. In Adobe Acrobat*, you can easily replace the problematic pages in the original PDF file with the corrected pages. You can also add and delete pages, if needed. If your printer does not have the capability to print from PDF files without sacrificing quality, you can revert to the traditional method of providing the completed QuarkXPress files, along with the fonts and images used.


11. You used QuarkXPress. Can I use a different version of QuarkXPress (for Macintosh*) or even a different desktop publishing application to create the books? 

QuarkXPress for Macintosh, or another desktop publishing program such as Adobe InDesign*, Aldus Freehand*, or Adobe Pagemaker* can be used. Please keep in mind that the end product should match the look and quality of the provided samples, and conform to the provided completed curriculum files, Adaptation Overview, and the Curriculum Guidelines.

12. What paper quality is recommended for the cover and inside pages? 

Please refer to the Curriculum Guidelines for information on printing the manual covers and interior template pages.

13. Do the books need to be wire-bound? 

Various binding options are available for the manual. Please consult the Curriculum Guidelines for details. If cost or time prohibits using any of these options, please contact your Intel contact to seek approval on alternative binding options.
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Intel® Brand Elements  
Photography 
 
This section provides guidelines for selecting and accessing photography for use in 


presentation materials that support your curriculum, if needed. For guidelines on 


photography used in curriculum covers, refer to the Core Visual section on pages 19–


21. 


There may be instances where you need to incorporate additional photographic 


elements to add interest to curriculum presentation materials. The Intel Photography 


Style allows for two types of photography: emotional and contextual. Each makes a 


strong impression for the brand by supporting the Intel personality.  For Intel® 


Education, these two groups are more clearly defined as: 


• Emotional. Images of administrators, teachers, or students that connect with 


the viewer. The administrators/teachers/students are often looking directly 


into the camera and are the focal point of the image, as opposed to a focus 


on technology or an activity. In keeping with the Intel® brand objectives, 


these images should resonate with the viewer and be emotional and 


“aspirational.” 


• Contextual. Images of administrators, teachers, or students engaged in an 


activity that communicates the environment you are promoting. 


 


Tips for Selecting Photography: 


• Use full-color photography, not duotones, color washes, or black-and-white. 


• Use real people and real environments—photography should not appear staged or 


model-perfect. 


• Use images rich in color and texture, with softness and approachability. 


• Use full-bleed imagery whenever possible. 


• Use images that are graphically simple, bold, and thought provoking. 


• Be sensitive to diversity, including gender, ethnicity, and age. 


• Do not use illustrations, clip art, or cartoons as visual elements. The only 


illustrations that are permitted for use are the icons presented in these design 


guidelines and templates. 


 


You are encouraged to use photography from your area (ensure you collect and save 


permissions from all subjects pictured and that they meet the “tips” above). 


 







Also, approved education images can be located on the Intel Brand Center: 


http://brand.intel.com  


NOTE: It is necessary to obtain a username and password for this site. A new user 


setup link (for both Intel employees and agencies) can be found on the entry page of 


the site. 


A photobook of approved images can be found on the Corporate Affairs Marketing 


Toolkit Web site: http://corporateaffairs.intel.com/toolkit/  


 


Examples: 


           Emotional: Cover and Interior Pages                            Contextual: Interior Pages 
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