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Introduction
The Content Development Guide provides an overview of the content development required for the Intel® Education Help Guide, a digital help system of technology software skills designed for teachers and students taking Intel® Teach and Intel® Learn courses. 

Each version of the Help Guide is developed from approximately 50 scripts. The scripts are Microsoft Word* documents containing tables of help steps and JPG images of screenshots. The script content is translated, and images are localized as needed. The adapted script content is entered into the online Help Guide Input System, reviewed, and finally outputted to a CD or the Intel Education Web site for end users. The Help Guide is currently available for the following software suites:

· Microsoft Office 2000*

· Microsoft Office 2003*

· Microsoft Office XP*

· Microsoft Office 2004 for Mac*

Future versions of Help Guide will be available later in 2007.

Depending on the language needs of your country, translated scripts may already be available. You may still need to localize images and help steps. You may also want to create new Help Guide steps for other applications commonly used by your teachers. Review the Help Guide scripts to determine the content development needs. The information in this guide will help you create new help skills or modify existing help skills.

Before You Begin
Before you begin development of new skills or modification of existing skills, it is important to understand the Help Guide organization, script template format, and screenshot software needs. Review the information below before you get started with skill development or modification.
Organization of Help Guide

Skills in the Help Guide are organized by Technology Area, then Skill Group, then Skill. Items within an individual Skill are referred to as Steps. There are currently nine Technology Areas. Note their naming conventions and abbreviations:
Help Guide (HG)
Essentials Course (EC)
Graphics (GR)
Word Processing (WP)
Spreadsheets (SS)
Multimedia (MM)
Portable Document Format (PDF)

Web Technologies (WT)
Operating Environment (OE)
Script Template

In the script, Technology Areas are identified at the top of each Help Guide script, below the header. See Word Processing (in bold) in the script example below. Beneath the Technology Area are Keywords (or Tags) that apply to all skills within the Technology Area. The keywords/tags are developed so the user can search for skills in the Help Guide end user application. Technology Area keywords must be the same for all skills in the Technology Area.
In the script, Skill Groups are identified below the Technology Area. Note the format in the script example below. The Skill Group number is followed by the Skill Group title. This information is visible to the end user.
In the script, Skills are identified below the Skill Group information. Note the format in the Example below. The first row (with Technology Area abbreviation and Skill number) is designed for tracking purposes in the Help Guide Input System. The second row (with Skill number and name) represents what the end user will see in the Help Guide application.

Script Example
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Screenshot Software Considerations

To generate the screenshots needed for Help Guide, you can use the print screen function on your keyboard, or you can use a screenshot application. We recommend that you use a screenshot application that allows you to take a screenshot and show the mouse pointer.
Several screenshot software applications are available. We recommend the following applications, since they all show the mouse pointer and produce acceptable quality levels. Free trial versions may be available.

· SnagIt 8 (available from TechSmith at www.techsmith.com*)

· Snapz Pro (available from Ambrosia at www.ambrosiasw.com*) 
Whatever method you select to take your screenshots, be sure you follow the instructions below to properly take and save the screenshot files.
Content Development Process
The steps in the content development process are managed by the Content Development Team. The information in the process applies to teams who are creating new Help Guide skills, or simply modifying existing skills to meet local needs. 

	Content Development Process

	1. If you are creating new skills, you need to set up the folder structure for the scripts and screenshots. Follow the example below:
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	2. If you are creating new skills, open the Help Guide Script Template and complete the following tasks:

a. Complete the script header information.

b. Complete the script title information.

c. Set up the script tables.

i. Copy and paste an existing table template as many times as needed for the number of skills in the group.

ii. Restart the numbering for each table.

iii. Set the number of rows needed for each Skill table by adding or deleting rows. Each Skill table should have 1 row per step in the skill. NOTE: It is often easier to add the new rows while writing the skills in Step 3 below.

d. Save the template and rename it using the following convention: Help_[Application-Version]_[Technology Area]_Group_[Group #]
If you are modifying existing skills, open the script for the Skill Group you will work on. 

	3. Write and format the step text for the new or modified skill. Follow the guidelines below for writing skills.

Naming New Skill Groups and New Skills

· Begin all Skill Group Names with gerunds (“ing”).
· Begin all Skill names with “To”.
· Keep Skill titles brief and use similar language and tone as the existing Help Guide skills.
Writing New Skills

· Follow all writing guidelines in the Intel Corporate Writing Style Guide and the Intel® Education Writing Guide Supplement.

· Keep vocabulary and sentence structure simple. 

· Use “click” for any onscreen mouse selections. Use “pick” when choosing from among several options. Use “select” when the user needs to choose an item (for example: a text box, a picture, cells in a spreadsheet).

· Avoid jargon or slang.

· Avoid contractions.

· Write out all numerals under 10. The only exception is when dealing with items that are specifically numbered, such as “row 3” in a spreadsheet.

· Each numbered Skill step should be an individual skill. 
· Avoid combining steps unless necessary, or unless the steps are simple and can logically be combined. [Example: Click Format | Style. Then, click New.]
· Combine steps involving drop-down menus or right-clicking. [Example: Click View | Toolbars. Then, pick Customize.]
· All “action” words should be bolded. These are words that a user will click on the screen, such as the name of a button or menu. [Example: Click Close.]
· Use a vertical line to indicate a sequence of actions on screen that a user must perform. [Example: Click Table | Table Properties.]
· Where relevant, provide alternative ways to perform a skill. Use a lowercase “or” as a divider between the two methods. The “or” should be inserted in the text column and the screenshot column as appropriate. [Example: Click Edit | Copy. or Click the Copy button on the Standard toolbar.]
· Use “NOTE:” (all caps, bold, and followed by a colon) to identify an important note or instructions that you need to call attention to. [Example: Click File | Exit. NOTE: Any open database windows or objects will be closed when exiting the program.]

· Within the script and step text, there are references to other skills. Those references indicate a link to another skill, a link that will need to be added in the Help Guide Input System. The reference appears as highlighted text (this is so the Content Entry Team sees the linked skill; the highlighted text will not be visible to end users). Note the example below. 

Linked Skill Example
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	4. Create screenshots for each new/modified Skill and insert them into the script. Follow the screenshot guidelines below.

General Information

· Take screenshots to correspond with each step.

· Screenshots should show clearly the specific menu, button, or example that is referenced in the step. Crop screenshots as necessary so they show only the information you want them to show.
· Steps that include multiple screenshots should have the screenshots organized in a manner that will be easily understood by the user. Screenshots should be grouped together and saved as one image file.
Instructional Considerations

Pictorial instructions are provided to support the textual information so that:

· Emerging readers can use Help Guide as a source of information

· Unfamiliar computer skills can be made clear

Given that, the main things to consider when planning screenshots for a particular Skill Group are:

· What specific menu, button, or tool selections need to be shown? Is it okay to show a close-up of a selection only, or might it be helpful to provide more visual context?

· What other supporting visual information should be included as examples to provide readers with a clear, “before and after” understanding of a particular sequence of steps required to complete a skill? 

Taking Screenshots

1. Configure your computer display. Be sure you are using the default display settings for the operating system and software version that you are writing Help Guide steps for. The goal is to have a computer display that will be similar to what most users will see. 
2. Take the screenshot using the screenshot software application or the commands on your keyboard. (See the Screenshot Software Considerations section above.)

3. The screenshot should be RGB color, 96 dpi. If it is not, adjust it to match these specifications.
4. Reduce the size of any images that are too large to be placed in the actual Help Guide application window. Note the following screenshot size guidelines:

Screenshot size

Width=250 pixels or less

Height=135 pixels or less

5. In certain cases, you might want to crop out any extraneous background detail that detracts from the intended clarity of the screenshot (e.g., information in a document behind pop-up menus or windows, words that are partially cut off when creating a close-up image of part of a dialog box or window). 

a. To completely remove such unwanted areas from a screenshot (resulting in a white background), pick white as the background color. Then, use your application’s Selection tools to select the area you want to remove, and press Delete. 

b. To leave in the surrounding color behind or next to the critical part of a screen shot image while getting rid of extraneous information (i.e., cut-off text in a dialog box or drop-down menu), use the Eyedropper tool to select the background color as your application’s foreground color. You can then either use your application’s paintbrush tools to go over the extraneous information, or use the Selection tools to block out an area and fill it with that sampled color.

6. Save the screenshot as a JPEG file. See the Screenshot File Naming Guidelines below for information on how to properly name your screenshot.

7. For steps with multiple screenshots, open all screenshots in an image editor application. Move them to the same canvas and organize them in a manner that you would like them to appear on the screen. Save them as one image. The canvas must adhere to the screenshot size guidelines of Width=250px or less and Height=135px or less.
8. It is best to save all screenshots in the same folder for one version of the Help Guide (for example all screenshots for the Help Guide Office 2003 version would be in a single folder).
Screenshot File Naming Guidelines

To keep track of the numerous screenshots generated for each Help Guide version and to expedite the process of inserting them into the script and content entry system, it is important that unique images be numbered according to the following specifications:

1. Begin all screenshot file names with a two-letter abbreviation of the corresponding Technology Area, followed by an underscore. For example: Graphics = “GR_”

2. Next, include the Skill Group number, followed by a period, and then the numbered Skill within that group, followed by another period. For example: Graphics Group 1, Skill 4 = “GR_1.4.”

3. After that, include the specific step number that the screenshot corresponds to within a particular skill. For example:

· Graphics Group 1, Skill 4, Step 2 = “GR_1.4.2_” 

· Multimedia, Group 5, Skill 17, Step 3 = “MM_5.17.3group_” 

[Note the term group. Group is used to indicate that screenshots were grouped together on an Optimum sized canvas.]

4. After that, include the software application that this screenshot corresponds to. Since the Help Guide will be available for a variety of applications and versions, it is important that the screenshots be labeled correctly so you know which operating system and version they go with. Use the appropriate abbreviation that corresponds to the application and version you are working with. 

· Microsoft Office 2000 software = “MSO-00”

· Microsoft Windows 2000 operating system = “Win-00”

· Microsoft Office XP software = “MSO-XP”

· Microsoft Windows XP operating system = “Win-XP”

· Microsoft Office 2003 software = “MSO-03”

· Microsoft Office 2004 for Mac software = “MSO-Mac04”

· OpenOffice v2 software = “OO”

Add the software application identifier after the Skill step information. For example: Graphics Group 1, Skill 4, Step 2, for Microsoft Office 2003 software = “GR_1.4.2_MSO-03”

Inserting Screenshots into the Help Guide Scripts
After the screenshots have been properly named and saved, they can be inserted into the right column of the Help Guide scripts. To insert screenshots:

1. Click the Insert menu, choose Picture, and then select From File.

2. Navigate to the folder with the saved screenshot images for that document. Then, find and select the appropriate file for a particular step. (NOTE: It is easiest if you arrange the files in the images folder to display in alphabetical order.)

Reusing Already Created Screenshots

Whenever it makes sense, reuse screenshots that you have already created. To reuse screenshots, simply copy the one you want to reuse, and paste that copy where you need it in the script. When reusing screenshots across versions, check to make sure the screenshots are still accurate and be sure to note if there are any aesthetic differences. Often, you will need to retake the screenshot for different software applications and versions since the displays are typically different.

Inserting Multiple-Use Technical Illustrations

Several small technical illustrations have been created for common and repeatedly used steps such as double-clicking and right-clicking, dragging the mouse (in all different directions), for pressing/holding down various keys, and even commonly selected options, such as the OK button. Often these images are grouped with other screenshots. It is recommended that you keep these frequently used screenshots in a separate folder so developers can reference them as needed. Any screenshots that will be used in the final scripts need to be included in your final images folder.

	5. Create keywords for each new or modified Skill. If this is a new Skill Group, add the Technology Area keywords and create keywords for the Skill Group. Follow the keyword guidelines below.

The keywords/tags are developed so the user can search for skills in the Help Guide end user application. 

· Technology Area keywords must be the same for all skills in the Technology Area.

· Keywords/Tags for the Technology Area, Skill Group, and Skill should not be duplicated. If a keyword is used in the Technology Area keywords, do not repeat it as a Skill Group or Skill keyword. If a keyword is used in the Skill Group keywords, do not repeat it as a Skill keyword.

· Keywords/tags should be lowercase.
· Keywords/tags should be separated by comma.
Keywords Examples 
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	6. Review the work completed to this point (both Skill step text and screenshots).

	7. Submit the completed script to the Content Reviewer. When you receive test results back from the Content Reviewer, make all necessary changes and finalize the scripts. Submit the final script and image files to the Content Entry Team.


Line 1: Technology Area name


Line 2: Technology Area keywords/tags





Line 1: Skill Group number (for internal tracking only)


Line 2: Skill Group number only and Skill Group name (visible to end user)


Line 3: Skill Group keywords/tags





Line 1: Technology Area appreciation, Skill Group number, and Skill Number (for internal tracking only)


Line 2: Skill Group number, Skill number, and Skill Name (visible to end user)














Note Skill keywords/tags and their location below the Skill step text. (See also the Script Example on page 2.)
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