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Introduction

This guide supports your adaptation of Intel® Teach Elements: Project-Based Approaches (hereafter Elements: PBA) course materials. Part I explains adaptation of the Flash-based course (e-learning) content, images, and audio voice-over files. Part II explains the integration of the materials adapted in Part I into your e-learning course in local language. Part III explains adaptation of facilitation materials and your options for publishing the course to the Web, on CDs, and to non-Intel sites.
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Contacts

If you have questions about adaptation in your location, please contact Laurye Clampitt (laura.m.clampitt@intel.com)
About the Elements: Project-Based Approaches Course

The course consists of three components, each with content to adapt:

1. E-learning Course Content: This is the flash-based interactive content developed from text, image, and audio files.  (The US English version can be viewed at:  www.intel.com/education/elements.) The e-learning content is divided into screens which is the amount of content between two “next” actions in the navigation.  The entire course consists of 220 screens of content. Estimated total word count is 45K.
2. Resource Documents: There are 69 text based documents (word or pdf) embedded in the course that support offline activities for applying the concepts of the course.  Estimated total word count is 77K.
3. Course Delivery Materials: The course can be offered in both self-study and facilitated formats.  For each format there are delivery options including CD and online. Facilitated courses can be offered face-to-face using a print guide, or online using a Learning Management System.  The facilitation materials are adapted separately from the e-learning part of the course. Approximate word count: 5K (Note: this content is not part of the flash-based course.)
A note about translation of Intel® Teach Elements: Intel® Teach Elements is a branded name.  The name translation must maintain the brand (Intel® Teach) and the meaning of the name “Elements.”  Elements should translate to mean parts of a whole—as in a chemical element; it should not be translated to mean beginning, basic, or simple.  

Project-Based Approaches Adaptation Resources:

· Elements: PBA File Sharing Site: All files for adaptation (content scripts, file lists, etc.) are located at the file sharing site (FSS). Contact Shelley Shott shelley.shott@intel.com for access to the site.

· Intel® Teach Curriculum Guidelines: Brand elements, logo usage, color treatment, images, etc. applied to Intel Teach materials. Download the PDF or search for IBC #15455 at: http://brandcenter.intel.com.
Software Requirements for Adapting Intel® Teach Elements: Project-Based Approaches

To create your curriculum, we recommend the following software:

	Recommended Software
	Adobe Acrobat* is required to:

· View the complete curriculum (language: U.S. English) [PDF versions]

· View the Curriculum Guidelines [PDF version]
· Convert resource files from Microsoft Word* to PDF

	
	Neo Sans Intel font family (or Intel CBID approved alternative) is required to:

· Create your curriculum manuals
Information on how to acquire this font is in the File Sharing Site

	
	Microsoft Word* is required to:

· View the curriculum content documents and resources

	
	Microsoft Excel* is required to:

· View the file translation list spreadsheet and some resource files

	Optional
Software
	Image Editing Software
For review and editing (where applicable) of images from photo shoot. Adobe Photoshop* is the recommended software. For review only, all computer operating systems have image preview software installed. More than likely this work will be done by whomever you contract with to take the photos.


Part I: Adaptation of (E-learning) Content for PBA Elements
	Planning 
	· Review the US English course thoroughly at www.intel.com/education/elements Read background information about the course including the Course Overview and the Syllabus 

· Use the F + PgUp keys to display screen ID—the number shows the Module, Lesson, Activity and screen (example: pbl_m0_l2_a1_01.xml) These numbers are important for identification of specific screens in the content scripts and identifying changes in your review.


· Review all adaptation documents at the Elements: PBA File Sharing Site. There are three categories of Word files that need to be translated and localized:

· E-learning Course Content – these files contain all the content in the Flash-based view. The text has been extracted from XML files into tables in Word and the formatting needs to be preserved; 

· Resource Documents – these files are embedded in the Flash course as links to Word or PDF files. The File Translation List spreadsheet lists all the files and where they are linked in the course. Review the File Translation List spreadsheet carefully to know:

· Files format (save as MS Word files or PDFs)

· In some cases, the files have been re-purposed from other projects (such as Intel® Teach Essentials Course or Thinking with Technology) so you may already have localized versions to use

· Course Delivery Materials – these include the facilitator’s guide, content scripts for creating online facilitation in a learning management system, etc.

· Establish your adaptation team and adaptation timeline. 

· Review the Software Requirements above for use in Elements PBA adaptation and production (purchase if needed). 
· Plan/budget for the scope of your localization:
· The estimated word count for translation:

· E-learning  – 45K words

· Resource documents – 77K words

· Facilitation materials – 5K words

· Total – approximately 127,000 words

· Determine program needs for course delivery format(s): only self-paced (e-learning/action plan components only) and/or facilitated (face-to-face or online)?

· Review anticipated content changes that are significant with Shelley Shott, shelley.shott@intel.com in an adaptation review meeting.

	Step 1 
	Translate and Localize Text: 

All text content to translate is in Word documents located on PBA File Sharing Site. Translate and localize the Word documents for your country’s local language. The recommended order of translation is as follows:

1. E-learning Course Content 
2. Resource Documents
3. Course Delivery Materials 

	Step 2 
	Localize Imagery
Review the images in the US English version and determine which images you want to replace with locally appropriate images. You will need to set up a photo shoot. At a minimum you will need to take photos of three adults (who look like teachers) and four students (at middle school level) in classroom settings and against a white backdrop, with similar poses as the US English course. 
Note: Permissions must be secured and stored for anyone appearing in the photos.  The permissions form is located at Content and Files > Image and Audio Instructions on the File Sharing Site.
Schedule Photo Shoot and Take Images

The Image Instructions document available on FSS provides a detailed explanation of the image specifications (type, size, etc.) along with a list of recommended locations and poses.

	Step 3 
	Plan Audio Recordings

The US English version of the course does not use audio voice-over for all on-screen content; it limits audio to narration at beginning of modules and in teacher and student dialogs. You will need to decide how much audio voice-over you want—this will impact your budget. Audio recording is done after all screen content is finalized. You will need to set up a recording time at a sound proof recording studio, and schedule the voice talent.

Develop the Voice-Over Scripts

You will need to develop voice-over scripts as outlined in Voice Over Instructions on the Content and Files > Files for Publishing tab in FSS. These scripts include excerpts of the course screens/content that contain audio voice-overs. 

	Step 4 
	Finalize Resource Files

Many of the resource files you translated (see part 2 of Step 1) should be converted to PDF. See the File Translation List spreadsheet in the files tab for additional details on file type and naming.

	Step 5 
	Review and Select Photos
Most likely, you will have many more photos from the shoot than will actually be used. At this point, you will need to identify the photos you want to use in the course. Once you have selected the photos you will need to make sure they are the correct size and format for delivery. See the Images Instructions document on the File Sharing Site for more information.

	Step 6 
	Record Audio Files 
Recording audio should be the last step of the adaptation process after you have translated all the files from Step 1. See the Voice Over Instructions for additional details. Note: You may want to record final audio files after you have reviewed your initial re-engineered version of the course, the alpha version, as content is likely to change.

	Step 7
	Deliver files for Re-Engineering
Once all the files have been translated and the support materials created (imagery and audio recordings) deliver files for re-engineering Flash.

The development team has created a Web site (CAMP) where you can upload your assets, capture your comments, and make changes online to the text, images, and audio. Username and password are available from Laura.m.clampitt@intel.com. 

CAMP - CairoIT Asset Management Portal: http://www.cairoitlive.com/camp/login-vendor.aspx
The system should be relatively easy to use. Please review the Content Submission Training Guide and BKMs. Both of these files contain important information. However, once you have reviewed the documentation and Web site, if you have any questions you can request a walkthrough of the Web site from Laura.m.clampitt@intel.com.  

Use the CAMP Content Submission Training Guide to learn how to deliver your assets. 




Part II: Re-Engineering and Review for Elements PBA

During reviews, all comments and feedback are entered and tracked in the web-based Content Asset Management Portal or CAMP. You will be assigned a log in and receive a CAMP training manual after all your content assets are delivered and entered. As you review, each issue you identify needs a separate comment associated with a screen and a widget. It's important that you use CAMP through the full cycle of review, with replies to developers with approval to close the issue. As you review, each issue you identify needs a separate comment associated with a screen and a widget. It's important that you use CAMP through the full cycle of review, with replies to developers with approval to close the issue.
	Step 8
	Module 1 Review 
After the developer begins integrating the localized files and re-engineers the course into the new language (5-6 weeks), the adaptation team will need to conduct an alpha review of the first module of the course. This involves a detailed review of the re-engineered course screen-by-screen and preparation of detailed feedback (2 weeks). 

During this review the adaptation team should be reviewing things like: 

· Does the course interface need to be adjusted to accommodate different lengths of characters? 

· Do the fonts need to be adjusted to accommodate the language? (i.e bigger, smaller, bold) 

· Are the images aligned, etc.? 

During reviews, all comments and feedback are entered and tracked in the web-based Content Asset Management Portal or CAMP. 

	Step 9
	Alpha Review

After the developer integrates the localized files and re-engineers the course into the new language (5-6 weeks), the adaptation team conducts the Alpha review. This involves a detailed review of the re-engineered course screen-by-screen and preparation of detailed feedback (2 weeks).

During reviews, all comments and feedback are entered and tracked in the web-based Content Asset Management Portal or CAMP. 

	Step 10
	Beta Review

The Developer revises the course per Alpha feedback and delivers Beta version (2 weeks), then the adaptation team reviews and provides feedback to the developer (1 week).
All comments and feedback should be entered into CAMP, the CairoIT Asset Management Portal. 
During reviews, all comments and feedback are entered and tracked in the web-based Content Asset Management Portal or CAMP. 

	Step 11


	The Developer integrates Beta feedback and delivers the final, production version (1-2 week).  The self-paced course can be published on local www.intel.com/education Web sites prior to facilitation options being developed.

All comments and feedback should be entered into CAMP, the CairoIT Asset Management Portal. 

Optional pilot: You may want to plan a small pilot to add valuable input before delivering your final feedback.


Part III: Adaptation of Course Delivery and Facilitation Materials
	Step 12

	Review Course Delivery Methods and determine materials you will need to adapt
Review the ppt slides that describe your course delivery options in detail. Determine local needs for course delivery: 
· Host a self-study course on local intel.com/education site
· Create and distribute CDs for self study 

· Provide access to facilitation guide (upon acceptance of terms of use) on local intel.com/education site 

· Provide option to download and host e-learning and facilitation materials on non-Intel sites (requires license agreement) 

Based on your delivery choices, adapt facilitation guide, Web content scripts, online facilitation content, as needed.


Adaptation Timeline 

The following timeline is a rough estimate. Actual times will vary depending on your processes. Roughly speaking, the Adaptation phase will take between 6 -10 weeks and the Re-engineering phase about 6-12 weeks.

Part I – Adaption of E-learning
· Planning: 1-2 weeks
· Translation/Localization: 5-6 weeks
· Photos: 1-2 weeks (can occur during translation)
· Voice Recordings: 1 week (to be done after translations are complete)
· Final Review: 1-2 weeks
Part II – Re-Engineering of E-learning
· Course Development: 5-6 weeks

· Alpha Review: 1-2 weeks

· Alpha Fixes: 1-2 weeks

· Beta Review: 1-2 weeks

· Production Delivery: 1-2 weeks

Part III – Adaptation of Facilitation Materials
· Planning: 1 week
· Translation/localization: 2 weeks
· Development in an LMS, publishing on your intel.com/education site: 2-4 weeks



Recommendations
· Screen ID - When viewing the e-learning course, use the F + PgUp keys to display screen ID information—the number shows the Module, Lesson, Activity and screen (example: pbl_m0_l2_a1_01.xml) These numbers are important for identification of specific screens in the content scripts and identifying changes in your review.


· Resource Files - Be sure to review the Resources Spreadsheet carefully which identifies:

· How the files need to be saved (as MS Word files or PDFs)

· Which files have been re-purposed from other projects (such as the Essentials Course or Thinking with Technology): you may already have localized versions to use.


· Unit Plans – The e-learning course and resources makes reference to a number of unit plans like those found in Designing Effective Projects. Rather than reference the US course, you’ll want to be sure to reference your own unique unit plans. Unit plan references are used in the following screens:

· pbl_m1_l1_a2_01.swf and pbl_m1_l2_a2_01.swf
· pbl_m1_l1_a3_05.swf
Frequently Asked Questions (FAQs)

Q: Now that I have completed the localization/translation of the materials, what is next?
A: The next step is to submit your materials to Laurye Clampitt (Laura.m.clampitt@intel.com.

Q: We have our own Flash development team. Can we re-engineer the course ourselves?
A: Not at this time. We are currently using a single agency to integrate your local content. 

Q: How do I use the Word documents in the Resources section?
A: Word documents are provided for your use in adapting and translating: replace the text with your version. 
Once you adapt your version using the Word documents, then use Adobe Acrobat* to create PDF versions for use in the Resources section of the online course. Note: As described elsewhere, the file name for the resources needs to remain exactly the same as the US English version (i.e., don’t translate the file names).
Q: Do I need to record the same audio as the US version? 
A: No. It is up to you to determine if you want to create audio recording (voice-overs) for your Elements course.
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