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Introduction

This Technical guide has been developed to support you in delivering the Cybertots Toolbox.


This Technical guide is divided into three sections:

· System requirements

· Customising Toolbox content

· Technical support (FAQs, troubleshooting, help desk)

System requirements
Client hardware and software (for learners)

Hardware

To use the learning material in this unit, learners will need a computer with the following features:

· IBM® compatible with a 1000 MHz processor running Windows 2000, XP, Vista, or
· Apple Macintosh® with a 500 MHz processor running OSX v10.4 with: 
· 256 Mb of RAM

· 1024 x 768 pixel display

· CD-ROM drive

· Internet access

· Sound card

Software

Learners will also need the following software/plug-ins installed on their computer:

· Internet Explorer 6.0 or 7.0 (http://www.microsoft.com/ )
-- OR --

· Firefox 2.0 or above (http://www.mozilla.com/ )
-- OR --

· Safari 2.0.4 or above (http://www.apple.com/ )
· Microsoft® Word 97 or a similar word processing program to open and use downloadable forms, checklists and worksheets.
· Adobe® Flash Player 9. If you haven’t got this plug-in, you can download and install the latest free version from: www.adobe.com 
· Adobe® PDF Reader 6.0 or above. If you haven’t got this plug-in, you can download and install the latest free version from: www.adobe.com
Incorrect versions of these applications could result in information being shown in an unreadable form or not shown at all.
Server hardware and software (for RTO) 

· IBM compatible computer with a 1000 MHz processor  (OR Unix equivalent)
· 256 Mb of RAM
· 4 Gb hard disk space free
· CD-ROM drive
· 2xISDN (128k), T1 preferred
· Internet server software
Developer hardware and software (for customising)

Same as client hardware and software above, with the addition of:

· An HTML text editor such as Homesite®, BBEdit® or Macromedia® Dreamweaver.
· A word processor such as Microsoft® Word to edit documents.
· If customisation of multimedia interactions is required, then the following applications may be necessary:
· Flash CS4
· XML SPY or equivalent XML editing tool
· Photoshop/Fireworks (or equivalent) for editing still images

· SoundEdit16 (or equivalent) for editing sound content

· Premiere (or equivalent) for editing video content
Toolbox Help Desk and support services

The Toolbox website provides support at http://toolboxes.flexiblelearning.net.au/support/patches.htm. This site offers help desk details, frequently asked questions, installation and configuration advice and patches for any products that are found to have minor errors or discrepancies. If you are unable to find what you are looking for on this site, please email the Toolbox Help Desk at Toolboxhelp@flexiblelearning.net or phone 1300 736 710. 
Customising Toolbox content

In most cases Toolboxes are able to be modified and redistributed with minimal licensing or copyright encumbrance. However, before commencing any modifications we recommend that you check the license details of the Toolbox, to ensure that any customisation undertaken does not contravene the conditions of that license.

For licensing conditions visit: http://www.flexiblelearning.net.au/toolbox/license.htm
Remember to retain the original files in their CD-ROM format so that you always have an original copy of the Toolbox as a backup.
What features can be customised?


Toolboxes can be customised by users under the flexible licensing arrangements, as long as they are not on-sold. You are therefore encouraged to customise the Toolboxes. However, before embarking on any modifications or customisation, we suggest that you:

· check the licensing details of the Toolboxes to ensure that any customisation does not contravene the conditions of the licence

· have the required trained personnel

· remember to retain the original files in the CD-ROM format as a backup (should you require them at a later stage).

Some design aspects of the Toolboxes can be easily customisable. However, there are other aspects of the Toolboxes that are more difficult. For  complex customisations we recommend that you proceed only if you have the relevant trained technical personnel. 

You may like to customise the Toolbox to take into account local child care issues. This might include simple changes such as editing quiz questions or answers to include local facts, inserting items of interest to your students into the "Did you know" sections on content pages, or editing the tasks to involve different people or places as part of your students' task. 
Other users may like to perform more complex changes by removing from the Toolbox any units they are not providing to their students, editing the Flash interactions, or adding/removing new pages of content.

Table 1: Customisable elements 
	Element
	To Customise

	
	Description
	Location

	Welcome screen
	Formatted in HTML, edit with Dreamweaver. 
	index.htm

	Content text
	Most text is HTML, browse to the location in the Toolbox, take note of the URL, and use that to find the appropriate file in the toolbox12_11 directory.

Open the file in Dreamweaver (or a text editor) and make the changes.


	\toolbox12_11\project\projectname\html\*.htm

	Images
	Most images were created in Illustrator and Photoshop. If you wish to replace the content images with your own photos, you will need to:

Add the image to the images folder for that unit.

Then edit the HTML to point to your new image. Find the URL of the page with the image, then change the image source tag to point to your own. 

Eg <img scr="../images/yournewimage.gif" width="new width" height="new height" alt="short description of your new image" /> 
	



\toolbox12_11\project\projectname\images


\toolbox12_11\project\projectname\html\*.htm

	Multiple choice and drop-down menu interactions 
	The questions and answers are in HTML format and can be edited using Dreamweaver or a plain text editor such as Notepad (please do not use word-processing software for this task).
	\toolbox12_11\project\projectname\html\*.htm


	Flash interactions
	Most of these interactions can be customised by anyone with basic Adobe Flash design skills. However some are more complex, and require Actionscript knowledge.

To customise open the page in Dreamweaver and select the Flash object that you wish to change. In the header of the page, you will see a filename such as flashint.swf. You cannot change this directly, but must rebuild it from the source code as follows:

Using Adobe Flash authoring software, browse to the source_files directory and locate a .fla file with the same name as the .swf. 

This is the file you need to edit. Open it up inside Flash and look for comments in the Actionscript attached to the first frame. These comments will point you in the right direction.

	\toolbox12_11\project\projectname\media\*.swf




\source_files\\toolbox12_11\project\projectname\media\*.fla

	Glossary definitions
	You can edit the definitions that appear in the glossary using Dreamweaver or a text editor.

Open the glossary page and edit the text between the <dd>tags</dd> for that word.

If you wish to add another word, copy an existing word and definition in the same letter section, then replace them with your own details.

You will then need to link your word where it appears in the content. Open the content page in Dreamweaver, then add this tag in front of the word: <a href="../../shared/glossary/glossary/*.htm#your_new_word" class="glossary" target="_blank"> and this tag after the word: </a> 

You can use existing glossary words as examples.
	\toolbox12_11\shared\glossary\html\*.htm


\toolbox12_11\shared\glossary\html\*.htm


Basic editing

There are numerous ways of editing the content of this Toolbox. The approach is similar to editing pages that might be found on any website.

The two simplest ways are:

1. Using a Web development package (MS FrontPage or Macromedia Dreamweaver).
2. Using a straight text editor (MS Notepad or your favourite text editor).

A basic understanding of HTML and the software package is useful.

Web development software package

· Download the complete Toolbox contents onto your machine.
· Identify the pages you would like to edit (these are displayed in the address bar at the top of the browser page when viewing).
· Locate these files in the downloaded files, following the paths displayed in the browser.
· Open each file in your web editing software package (i.e. MS FrontPage or Macromedia Dreamweaver) and make appropriate changes.
· Save each file.

· Check your edits in a web browser to see if it displays properly.
Text editor (i.e. MS Notepad)

· Download complete Toolbox contents onto your machine.
· Locate the file you wish to edit, following the paths displayed in the browser.
· Open the file using a text editor (i.e. MS Notepad)

· Make appropriate changes,  following the CSS styles, some of which are:
· <h2> (Page headings) white large fonts above the main content area,

· <h3> (Subheadings) dark blue text within the content areas,
· <p> (paragraphs) dark blue text within the content areas

· Save each file.
· Check your edits in a web browser to see if it displays properly.
Customising a Toolbox for single unit delivery


You may only want to offer one or two projects from the Toolbox.
To disable access to projects, open \toolbox\index.htm in Dreamweaver, and comment out the area for the project you wish to disable.
 
For example, if you wished to disable the 1st unit, Health and Safety, you would edit its link to become: 
<!- - Comment: Removed link to unit 

<li><a href="projects/health_safety/index.htm" title="Health and safety" id="item1">Health and safety</a>


<ul class="subitem" id="i1">



<li><a href="projects/health_safety/html/hs_chs_01.htm">Children's health and safety</a></li>



<li><a href="projects/health_safety/html/hs_ohsp_01.htm">OHS processes</a></li>



<li><a href="projects/health_safety/html/hs_afa_01.htm">Apply First Aid</a></li>


</ul>

</li> -->


This same method can be used in the top navigation library item at \Library\topnav.lib if you wish to disable the Tour or Communications Tools.
If you want to distribute a smaller version by pruning the unnecessary content, you will need to follow the above process, and in addition delete the appropriate folders in the toolbox12_11\projects directory and removing the links from the menus. See above for examples.
Each section of content in a projects folder conforms to a standard naming convention of xx_yyy_nn.htm where xx is an abbreviation of the project name, yyy is an abbreviation of the unit name and nn refers to the page number.

To remove a unit from the project menu, remove it's link and image from the project index.htm page, and remove it's pages from \toolbox12_11\projectname\html 

Keeping to the standards

This Toolbox has been developed in accordance with a number of internal conventions and international standards. These standards may be related to accessibility, cross-browser compatibility, or just to enable the easy location and customisation of content.

Keep this in mind when you are customising, as whatever you produce will need to be accessible, cross-browser compatible, and able to be further customised.

Try to ensure that any changes you make are conformant with the following standards.

· WCAG 1.0, Priority 1 - http://www.w3.org/WAI/ 

· XHTML 1.0 Transitional - http://www.w3.org/TR/xhtml1/ 
· CSS 2 - http://www.w3.org/TR/REC-CSS2/
Visual design

This Toolbox uses: 

· Cascading Style Sheets (CSS1 and CSS2) for visual layout.

· Only relative font sizes, compatible with the user specified "text size" option have been specified.
If your browser or browsing device does not support style sheets at all, the content and menu structure of each page is still readable.

Global formatting with CSS

This Toolbox has been created with Cascading Style Sheets (CSS). This will enable you to make global changes to the look and feel of this Toolbox. If you don’t have a good understanding of HTML and at least a beginner’s level understanding of CSS you should get somebody with this knowledge to help you.

The main CSS file, which is shared by all content areas, is located at shared\css\global.css. Each project has it's own css file which is located at \toolbox12_11\projectname\css\project.css. If you want to change the appearance of your text, global.css is the file you are most likely to need. The intranet, resources, glossary and tour also have their own styles in a \css folder. 
CSS style descriptions

Table 2: CSS style list 
	Style Name
	Font
	Size
	Description

	body
	Trebuchet MS, Verdana, Helvetica, sans-serif
	100%
	Main body font. If you do not have the first font, your browser will look for the second, then the third. If you do not have any of the named fonts, it will select the standard sans-serif font available on your computer.

	h1
	n/a
	n/a
	Heading Level 1 – Should only ever appear once per page. 

	h2
	As for body
	150%
	Heading level 2

	h3
	As for body
	140%
	Heading level 3

	h4, h5, h6
	As for body
	120%
	As for level 3.

	link
	As above
	100%
	Indicates a hyperlink. Initially blue, but will turn brown when visited.

	<div class="activity">
	n/a
	n/a
	Area that will show a Reflect icon on the left. Add this tag in front of your activity, with a </div> tag afterwards and an activity icon with class="icon" added.

	<div class="think">
	n/a
	n/a
	As above.


 You can find out more about CSS at: http://www.htmlhelp.com/reference/css/. 

Navigation


Each unit has it's own navigation at the top and bottom of the page. The top of the page, below the main header, uses a breadcrumb style navigation to orient users within the section. At the end of the content a page-number menu indicates progress throughout the unit. Any changes to page, unit or project titles will need to be reflected in this navigation. A search and replace edit will find all instances of the item and change them for you.
The Resources section uses an expandable menu to contain the major sub-sections. If you add a page to the resources, as well as adding it to the menu area in the resource.dwt template, you will need to edit the parameter on line 6 as follows:
<!-- TemplateParam name="currentID" type="URL" value="page.htm" -->
Enter the filename of the page in the 'value' area. If you have the correct parameter in a page header, but it does not expand the sub-section as expected, you may need to open the page in Dreamweaver, then go to the Modify menu, then choose Templates > Update Current Page. Then save the page again.
File structure


The root folder has the following sub-folders:

· shared which includes all scripts, styles etc that are used in the Toolbox - it must be on every CD-ROM or server copy of the Toolbox. It also contains the tour, resources, intranet and glossary.
· source_files which contains Flash files. This is only needed if you wish to edit the Flash files or image files.
· projects contains all learning materials for the five projects.

· The remaining folderscontain the supporting materials for the home page and additional popup pages.
Each unit folder has the following structure:

· css folder, which contains the styles
· html, which contains all the pages except the project index pages 
· images, containing all the images for the unit
· docs, containing any Word documents for the section.
· media, containing all the Flash.swf files for the unit. If the Flash requires audio, there will be an audio subfolder; if any of the Flash requires xml, there will be an xml subfolder.

Accessibility


The site is compliant with W3C Web Content Accessibility Guidelines (WCAG 1.0), Priority 1 Checkpoints.


Each Flash interaction has a text alternative link. To access the alternative version you will need to click the link – it will open a modal window with the new content. If a screen reader, such as JAWS, comes across the link, it will alert the user of the alternative version by speaking, “Text alternative”.

If you modify any of this Flash content, remember to modify the content in the alternative version as well. The text-only alternative versions can be edited in the html as for normal content: the html page will be named the same as the page they belong to, with the suffix _txtalt. 
Text equivalents of rich elements


All content images used in this site include descriptive ALT attributes. Purely decorative graphics include null ALT attributes. Transcripts of the Flash photostories are also provided as a text alternative. 
If you replace any image or Flash interaction with another, it is important that you update the alt tag or text alternative appropriately. 

Links


Title attributes have been used on links to describe the link in greater detail. If the text of the link already fully describes the target (such as the headline of an article), then the title attribute may be a generic "Open activity in a popup window" or "Open document in a new window".

Links have been written so users with screen-readers can make sense of them out of context.
Links to popup windows have been created so that users who do not have Javascript enabled will still be able to open them in a new window by default. Users may also right-click the links to select their preferred method of opening new items.
Technical support

Technical support is available from the Toolbox Help Desk, which is detailed at the end of this section. However before calling or emailing, please make sure that the answer you seek is not located elsewhere in this section, or available on the support pages at www.flexiblelearning.net.au/toolbox/support.
Installation on a web server


Copy the entire contents (except for autorun.inf, autorun.exe and the source_files directory) from the CD-ROM to the appropriate directory on your web server. 

If you are only copying selected units to your server or CD-ROM, you must make sure the entire shared folder is also copied.

There are no server side technologies utilised by this Toolbox, so no server configuration will be necessary.
Installing into a SCORM compliant LMS


If you wish to make content from this Toolbox available through your LMS, and your LMS is SCORM compliant, then you can install the relevant learning objects (LOs) by using the following process: 

1. Browse to the Toolbox Repository at http://toolboxes.flexiblelearning.net.au/repository/index.htm. 

2. Search on the name of this Toolbox, you will find a number of learning objects, each relating to a section of the Toolbox CD-ROM.

3. Download each object that you wish to place on your LMS. They will be delivered as IMS content packages, which look exactly like .zip files. 

4. Follow your LMS’s specific instructions for uploading these IMS content packages.
 

Be aware that not all LMS’s are SCORM compliant, and that some claiming to be compliant cannot process IMS content packages so probably aren’t.

Please refer issues with the uploading of content to your LMS administrator, not the Toolbox Help Desk. The administrator or LMS vendor will contact us if necessary.

Producing CD-ROMs for distribution

Whether producing one-off copies of CD-ROMs, or class sets, use the following procedure:
1. Start up your favourite CD-ROM burning software

2. Select the data option (don’t simply copy the whole CD-ROM)

3. Drag and drop all files (except the source_files directory)
4. You may wish to delete the ‘Teacher guide.doc’ and ‘Technical guide.doc’
5. Burn

Before you burn yourself a class set, it might be wise to test that the first one works as expected.

Known issues


The following are known technical issues that users may experience when using this Toolbox.

· IIS 6.0 will not serve content of unknown MIME type.
· Pages may display strangely on IE 5.5 due to incompatibilities with its implementation of the CSS standard.

· Safari 2 will use unstyled popup windows instead of modal windows for text alternatives.
· Lotus Notes based training environments don’t allow pop-ups.
· Issues with pop-up blocking by Windows XP SP2, and others (i.e. Google).
· Issues trying to use Dreamweaver templates inside FrontPage.

Troubleshooting

Frequently asked questions - FAQs


1) Are there subtitles available for the video material? How do I turn them on?

There aren’t any subtitles available for the video. However a transcript of each video segment is available via the ‘text alternative’ link.
2) I'm getting an icon that tells me I need to install Flash – why is this happening?

This could be due to a few reasons:

· Adobe® Flash® not installed 

· Internet Explorer® with Windows XP SP2 is blocking active content 


To run this toolbox you need at least Version 9 of the Adobe® Flash® plug in. Visit the Adobe website to download it. 

3) I get a security warning when I open the Toolbox — it tells me to "click for options..."

If you are using Windows XP Service Pack 2, Internet Explorer may be set to block active content. In this case you will get a security warning about this. This security warning may appear only if you are viewing the Toolbox directly from a local drive (your hard disk, a network drive or a CD-ROM). If you are viewing via an http:// address (eg the Internet or your work intranet), you won't have this problem.

4) When I click on some links a pop-up warning appears. Why is this happening?

When clicking on some links on the toolbox you may get this message: Pop-up blocked. To see this pop-up or additional options click here...

In this case click on the message and select "Always Allow Pop-ups from This Site..." from the pop-up menu. Then click "Yes". The browser will refresh the page so you will need to navigate back to where you were before.

The Toolbox Help Desk

The Toolbox Help Desk is here to help you with installing Toolboxes and solving technical issues and a single help desk call is all that is needed. However, before contacting the help desk please assist us by following these steps:
· Check if your question has already been answered in the Frequently Asked Questions (FAQs) section of the Toolbox website at http://toolboxes.flexiblelearning.net.au/support/index.htm. 


· Check the section relating to patches and fixes on the Toolbox website at http://toolboxes.flexiblelearning.net.au/support/patches.htm. 

· If you don’t find the assistance you need on these pages:

Email: toolboxhelp@flexiblelearning.net.au 
Phone: 1300 736 710

· Please provide: 

· the Toolbox name and series number, eg: 12.11 Child care: Cybertots
· your name, phone number and email address  

· the problem you need help with.

The Flexible Learning Toolbox Help Desk will contact you as soon as possible.
\

Contact details:

For more information on the Australian Flexible Learning Framework:

Phone: (07) 3307 4700
Fax: (07) 3259 4371
Email: enquiries@flexiblelearning.net.au
Website: flexiblelearning.net.au 
GPO Box 1326
Brisbane QLD 4001

flexiblelearning.net.au/toolbox 
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