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This manual is a description of what steps have been followed in the creation of our “A Closer Look” series of CD-ROMs. These instructions are being provided in the hopes of helping others who want to take on similar projects to have a good starting place. There are many software options and hardware configurations that would work for this project. This manual describes specifically what we used. It is not intended to imply this is the only way, nor the best way.

Several software programs are mentioned in this manual. It was determined to be unfeasible to describe how each of these programs work. Rather, the onus is on the developers of your project to learn the “ins and outs” of these programs on their own. There are tutorials available for some software programs on the Internet, and some can also be purchased separately.

In order to maintain a smaller file size, graphics included in this manual have been developed at a lower resolution. Therefore, should you choose to print this guide, the graphics may not be as clear as they appear on your computer screen.

Overview of the Process We Use

The research team develops vocabulary, definitions and context examples. This information is saved into a table in Microsoft Word. The research team also makes a demonstration video. Models are video taped using a digital video camera, based on the demonstration tape. Digital video is edited in several phases using these programs:

· Adobe Premier (used to capture video as well as edit segments and replace audio)

· QuickTime Pro (used to save video segments as individual clips)

· Microsoft Word: The Word document is edited to become the text which will be shown on each screen in the final product.

· Adobe Photoshop is used to edit the cover graphic as well as to develop the background graphic and buttons used in each CD.

· Adobe Pagemaker is used to set up the individual pages for the final product. The file is then ‘printed’ to PDF.

· Adobe Acrobat is used to edit the PDF for the final product. Links are added for each video clip and button. Bookmarks are established.

· AutoPlay is used to develop the window that automatically pops-up on the computer monitor when the final CD-ROM is played in the computer.

· Acrobat Reader and QuickTime Viewer (both free programs provided on the CDs) are used to access the final product.

The “A Closer Look” Series

We conceived the idea of creating a series of CD-ROMs that demonstrates vocabulary for various topic areas for use both in secondary and postsecondary settings. Not having the requisite knowledge to produce such a product, we enlisted the help of several professionals in the making of the first CD-ROM. From them, we learned how to do their tasks, therefore all subsequent CD-ROMs will be created in-house. The only part of the project we are continuing to outsource is the research of the signs, the English definitions, and context information. Obviously, for those tasks we want to use persons knowledgeable in the field, and interpreters and deaf persons who can knowledgeably research the signs (the research team). We have budgeted money to pay the research team. We have worked closely with the Interpreter Education Program on our campus, and they have donated time working on this project as part of their jobs, so no additional pay was made. However, any ‘outside’ persons who contract to work on the research team do get paid.

The Initial Technical Aspect

Prior to beginning the project, we contacted local experts for recommendations on purchasing necessary software, a digital video camera, and digital editing hardware. The decision was also made to develop the initial product in a manner we could replicate in-house. This will require utilizing our staff for all phases of developing future CDs. The benefits of doing all the work in-house are self-sufficiency and cost savings. After the initial expenses of equipment and training, only limited funds will be required for contracting with interpreting professionals to conduct research on appropriate signs in future topics and for duplication of the CDs. 

Research Team

We work together with the research team to develop a list of concepts that will be covered on the CD-ROM. Once that list is agreed upon by the team, they research the signs to be used (careful to avoid regional signs when possible as well as inappropriate initialized signs), the English definitions and context sentences. We provide them with a Word document with the concepts set up in a table, so all they have to do is fill in the information. Once the table is finished and returned to us, we proof it carefully for spelling, grammar, punctuation, and consistency. This document is converted several times and ends up being the source for the information eventually seen on the screen. (More on this later.) The research team films themselves on a VHS video, first fingerspelling the concepts and then demonstrating the signs. The research team also verbally says the concept before they demonstrate it. This video is what we show the models on the day of filming in the studio. 

The fingerspelling is added in case we ask a deaf person to review the tape for feedback. This level of clarity is necessary to facilitate filming once we’ve rented studio time. The concepts are not filmed sequentially. We rent the on-campus television studio because they have the proper lighting already set up, and we can film on a green background. The green background makes it possible to later change the background in the digital footage to match the colors used on the CDROM cover and label, for a consistent look.

Digital Filming

Once the research team has given us their work, we plan a time to film, coordinating with the Radio, TV, and Film Department staff to rent their television studio. At this time, we contact potential models. Our goal has been to have good diversity with deaf and hearing persons, as well as a wide range of ages and ethnicities represented. The models, all volunteers, are scheduled to be in the studio at a specific time. Based on the number of models to be filmed, we divide up the number of concepts each one will sign.

During filming, we have one person play the VHS tape from the research team, and check off concepts on the list. As was stated earlier, the research team does not sign the concepts in alphabetical order, but rather randomize the list. By doing this, on the day of filming we can go through the VHS tape from beginning to end and have the models sign the concepts in random order. Since the final product will be alphabetized, we felt that if the viewer chose to watching the concepts in order, it would be more visually interesting to see a wide variety of models, rather than several in a row with the same person on screen.

There are several considerations while filming:

· First of all, we mark the exact spot on the floor for the models to stand, as well as the exact spots for the tripod legs. By doing this, we assure that the models will be exactly in the center of the frame every time. We adjust the height of the tripod based on the height of the model.

· A second consideration was glare. To reduce distractions in the final product, we ask models to remove eyeglasses, jewelry, and watches. Watching compressed video on a computer screen is already more difficult to read than a videotape and these precautions do seem to help.

· A third consideration was consistency of appearance. We purchased several neutral colored shirts of the same style. Each model wears the color that gives the best contrast for his/her hands and face.

· In addition, to minimize the length of the tape to be edited, we pause the tape after each signed concept. The camera operator starts the camera, states the concept to be signed, waits three seconds then signals for the model to proceed. When the sign is completed, the model drops his/her hands and continues to stand still for three more seconds. A piece of colored paper is held in front of the camera each time right before pressing ‘pause.’ The colored paper provides a marker between sign concepts and helps tremendously when editing the footage. Thus, we have editing “wiggle room” with three seconds before and after the signing takes place, plus a clear ending marker for each segment.

Editing the Video

The digital video is transferred from the digital video camera to a computer via a firewire cable (also called an IEEE cable). The process is called ‘capturing’ the video. The software we use to capture and edit video is Premiere. It is fairly easy to learn and comes with a very helpful tutorial.

We capture the video in sections, by model, meaning we capture all of the footage for Model A and save it under that person’s name. That footage is then edited into segments, one for each signed concept. Each segment is re-named to the name of the concept for easy identification. Once the segments are renamed, the original audio is removed.

Voice talent is used to voice and record the concepts in a sound-proof studio. This is done on a different day than the filming. The audio is imported into Premiere and edited. Like the video clips, each segment is re-named to be the same as the concept said. Then the audio and the video segments are put together, being careful to align them in a consistent manner. On our first CD-ROM, the voicing ended when the fingerspelling ended. However, we’ve decided to omit fingerspelling on future CD-ROMs. On the second CD-ROM, the voicing begins as the model picks up his/her hands. This consistency adds to the professionalism of the overall product.

In each video segment, the green screen behind the models has to be replaced with a background that visually matches the color scheme of the product. Do a search in your video editing software ‘help’ for “green screen” and you will find information on how this is done.

Once the segments have the backgrounds replaced, the video must be rendered. This can be a time-consuming process. While the computer is rendering, it can’t do anything else, so you are effectively locked out of your computer for a long while. We have found it is best to start the rendering process as we leave work for the day.

Test clips for each model are converted to a QuickTime video and checked for appearance, paying special attention to how the green screen conversion looks when compressed. Sometimes it takes several attempts to get the green screen values set exactly right. The values will be different for each model. If the model moves position during filming, that can also cause the green screen values to be different. This is another reason why it is so important to have the models stand on mark.

The entire model’s video is then converted to a QuickTime video. Once opened in QuickTime Pro, the video segments have to be cut apart and saved as individual clips. It is important to save each clip as self-contained, versus the option of saving normally (allowing dependencies). Obviously, the clearest way to name each clip is by the concept it represents. 

Once all the video clips have been created in QuickTime Pro and saved to your hard drive, also save them to a CD-ROM. You wouldn’t want your computer to crash and have the only copy of all your work on the hard drive!

Miscellaneous

· A student from the University of Arkansas at Little Rock contributed to the project by designing a CD cover and label that is edited for future CDs.

· Local interpreters and deaf persons served as models for filming, using the signs from the videotape; and talent was brought in for the voice-overs.

· After a great deal of testing and retesting, A Closer Look: Signs for American National Government was born. Through the use of Acrobat Reader and QuickTime Viewer (both of these free programs are included on the CD), the user can easily navigate through a comprehensive list of terms and quickly choose which one he/she wishes to review via video clips.

· The professional who authored the first CD-ROM provided training to our staff, and now provides technical assistance as needed.

· Some activities can be completed before the video/audio editing are complete. These activities, discussed below, include:

· adapting the cover, developing background graphics and header graphics for additional sections

· developing contents for each section,

· developing/adapting the AutoPlay screen,

· developing additional content sections,

· layout of page contents, and

· initial review process.

Graphics

A stipulation to the initial cover design development was that we would have to be able to adapt the graphic for each CD that will be authored. Adaptations include changing the coloration of the graphic to match the colors used within a specific CD and changing the text (and its color) for each CD. Graphics must also be developed to serve as headings for the various additional content sections. Graphics work is done using Photoshop.

Additional Content Sections to Develop

There are several sections that must be developed for each CD that is authored. Sections include: Table of Contents, Helpful Hints on Using the Program, Ordering Information, Disclaimer, Credits, and a list of all concepts. The content for each of these sections is written using Word.

AutoPlay Screen

For ease of use, we chose to have a window automatically pop-up on the computer monitor when the CD is put into the computer. From this screen, the user can install the most recent version of Acrobat Reader as well as QuickTime Viewer. These programs are included on each CD and are required to access the program we have developed.) From this screen, the user can also open the program.

This screen was designed with an easy-to-use program called AutoPlay by Indigo Rose Software Design Corp. Once a screen is developed, the file can easily be modified to change the background and text for each of the new CDs as they are developed.

Content Information

The information contained in the Word document is the heart of the information that will appear in the final version of the CD-ROM. It is vital that this information is correct and complete. Once the research team has developed the vocabulary, definitions, and context examples in the Word table, the information is proofed carefully for spelling, grammar, punctuation, and consistency.

When the content has been finalized, any text which is to appear on the screen but not already included in the table is then added. (For example, the words ‘definition’ and ‘context’ must be added to each concept listed in the table.)

The text sizes and colors are changed to those that will be displayed in the final product. First, all text is changed to a consistent size throughout the document. Then the concept font is changed – typically white, Arial, 24 point bold. The words ‘definition’ and ‘context’ are made bold. The coloration of the word ‘context’ as well as the example are changed to match the colors used in the program.

Once all these changes are complete, the table is converted to text only. This document now is ready to be “placed” for layout in PageMaker.

Layout

Layout for the final product is done using PageMaker. An advantage to using this program is that the Word file can be linked to the PageMaker file. Any text changes performed to the Word file automatically update in the PageMaker layout. However, be aware that any changes to the text file can cause the layout to shift. Don’t be shocked if you look at the layout and it’s not what you originally specified! (Each section – opening with table of contents, help section, ordering info, credits, list of terms – is laid out in a separate PageMaker file.) In PageMaker, if each page is to appear with the same background, the background is set up on the masters. If the pages are to appear with different headers, then no master is developed. Instead, the header graphic is placed on each page as needed. The text from the Word document is then placed within the layout.

Initial Review

Upon completion of the layout, each section is ‘printed’ to Acrobat. Once each section has been converted to PDFs (Portable Document Format), they can be combined to become one PDF document. Before adding any links to the product using Acrobat, be sure to have the file reviewed NUMEROUS times. This review process requires someone looking at each and every page – reviewing content placement, readability, grammar, spelling, and punctuation. (For example: Are all the headers in white, Arial bold? Does the word ‘definition’ on every page appear as bolded text? Does the word ‘context’ on every page appear as bolded text? Are the word ‘context’ and the example both in the correct color? Are the headers placed in the same location at the top of the page or do the placements vary from page to page? Do the definitions make sense? Do the context examples make sense? Do the definitions given match what is demonstrated in the context?)

Corrections are then made to the Word file that automatically updates when the PageMaker file is opened. Adjustments may need to be made within the PageMaker file as well. Then the section is again ‘printed’ to Acrobat. Another review process should then take place.

Have multiple people review the product for you – don’t expect one person to be able to find all of the errors. And don’t expect that one person to be able to review the product several times simultaneously for you. (This may seem like a time-consuming portion of the development, and it is. However, multiple reviews will help eliminate even minor errors. The fewer errors in your final product, the more professional your product will look.) When the layout/content has been reviewed, and no one can find any more errors, it’s time to move on.

Dictionary Development

Once the content of the Word file is finalized (i.e. after the Initial Review process described above), the Word file can be converted to a separate PDF file as a dictionary for vocabulary study purposes. The dictionary contains the same concepts, definitions, and context examples that are displayed on each page in the final product. However, this document contains very few graphics so it is easy to print out for study purposes.

Final Product Development

Once the video/audio editing is complete (you have separate video clips for each concept) and the content information has been reviewed for accuracy, the final phase of development can commence. Within Acrobat, links are established for each of the videos. Links are established for all the buttons (yes, every button on every page has to be functional!)

Bookmarks are set up for easy navigation within the product. Any web URLs provided within the product must have active links established.

Final Review Process

Once again, it’s time to review the product. entire PDF should be reviewed multiple times. Each time, contents should be reviewed. In addition to the content review, each and every button, link, video, and bookmark must be tested. Again, it is best to have one person review the product. Make corrections. Have another person review and make changes. Here again it is important to have a number or people review the product for you – don’t expect one person to be able to find all of the errors. And don’t expect that one person to be able to review the product several times simultaneously for you. It may seem like a time consuming portion of the development, and it is. However, multiple reviews will help to eliminate even minor errors. in your final product, the more professional your product will look.)

Authoring

When the product has been reviewed and no more errors have been discovered, the product should be ready for duplication. A master CD should be burned with the entire contents of the final CD (final PDF, video files, dictionary, autoplay file, additional programs such as Acrobat Reader and QuickTime). The company with whom you contract to duplicate your CDs should give you guidance regarding the cover graphic formats as well as how the CD should be burned.

In Closing

Again, we would like to emphasize that we intend for this to be a helpful guide for you, should you decide to develop products in a similar project. We are well aware that the process we use to develop our CDs is not the one and only possible alternative. Best wishes to you in your endeavors!
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