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Captivate Fundamentals

To start, we’ll cover some of the fundamentals of
Captivate so you become familiar with the interface
and basic functionality. You'll learn how to create a
new project as well as how to open and save an
existing project.

Next, we’ll create new slides for a project and work
with objects on the slides. We'll practice using the
timeline and master slides. To wrap it up, we'll learn
how to preview a project.

Objectives

The Captivate Interface
Create New Projects
Open and Save Projects
Create Slides

Modify Objects

Use the Timeline

Use the Master Slide

Preview a Project

© 2021 CustomGuide, Inc.
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The Captivate Interface

Before we create a learning project in Captivate, let's take a minute to get used to the different parts of the
Captivate screen.

File Edit View Inset Modify Project Quiz Audio Video Themes Window Help | [ J
@ @~ [0 % Bl Wl ®- [a)- G W =
slides Themes Text Shapes Objects Interactions Media Preview Publish Assets  Library  Properties
FILMSTRIP PracticeFile.cptx  x .
~

® =

Instructionsl Design o

Instructional Design

“Design Is Not Just What It Looks Like Or Feels Like, But How It Works"” - Steve Jobs

TIMELINE

o Main Stage: The Main Stage is where you'll o Main Toolbar: Above that is the main
do the most work. This is where you'll toolbar. You can use the commands here to
design the slide, adding and laying out add slides, objects, text, and interactions.
objects, shapes, and text. You can also save, preview, and publish
your project here.

o Project Tabs: Above the main stage you'll Q Menu Bar: Above the toolbar is the menu
see the current project's file name in a tab. bar. Each menu contains a selection of
If you have multiple projects open at once, commands that all relate to the menu's
each one will be represented by a tab. Just name.

click a tab to switch to that project.
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File Edit Modi Quiz  Audi

go- - | - [ad- ®- mvé B = =

Slides Themes Text Shapes Objects Interactions Media Preview Publish Library  Pre

FILMSTRIP PracticeFile.cptx =

Instructional Design Models

An instructional design model is a too! ~r framework used to develop instructional materials.

TIMELINE

®
Button_11 ®
SubTitle_AutoShape_7 o An instructional dasign medel is 2 tool or

Instructional_Design_Mo.a Instructional Design Models :Display for the ...

A=—nomE=ay Image_13 6. Sub Topic Header Layout 2-assets02:3.05

‘AdobeStck_180837355_sdin:2.0s

Image_135
i ; 1 TarPritimal Nacimr MR S EaTey

Y O|E 00 B b1 a0

G Filmstrip Panel: The Captivate window's e Timeline: Below the stage will be the
left pane includes the Filmstrip, which timeline. Each object on the slide appears
displays thumbnails of all of a project's on the timeline as well.
slides. It's how you select which slide is
displayed on the main stage for editing.

o Slide Navigation: You can also see which
slide you're viewing, and how many slides
your project has in total, up next to the
menu bar.

© 2021 CustomGuide, Inc.
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]Change the Zoom Level Comentado [IG1]:

1. Click View on the menu bar.

o Click View on the menu bar. - v — - .
e Select Magnification 3 e - CF % Ga 2. Select Magnification.
. ]

Preview  Publish Assets  Ubrary  Propeties

o Select a zoom level. . s 3. Select a zoom level.
Lockside e

Lock Ct-Alt-K
Hide Ctl-Alt-H
Show Grid

Snapto Grid

Snap to Object

Show Drawing/Smart Guides

Show Rulers CtisAltsR

BestFit
Hide Guides cule; =

Clear Guides
Lock Guides
Snap to Guide

Create Multiple Guides

Instructional Design Models

Fe— An instructional design model i a tool or framework usédl to develop instructional materials.

- sutton_ 11 ..
SWbTite_Autoshape 7 s o
Instructionsl_Design Moa o

Image_i3 o o | e Tt e e
Image_i35 o o | P e s

P O[Ron b - e

1. Click the Properties button on the toolbar

]Display the Properties Panel /{Comentado [621:

a Click the Properties button on
the toolbar.

E=-

Objecs | Interactions  Media Swe  Preview  Publish Assets  Ubrary  Fropeties

[T~ 8o~

Themes Tt Shapes.

Sides,

fumsTRIP Practiceie.cpb

The Properties panel shows some
information and settings for the

] [rructons besn odes

current slide or selected object. srside
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]Display the Library Panel

Click the Library button on the
toolbar.

The Library pane shows any assets
you've imported into the project.

T Help
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Publish

o

assets
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Comentado [IG3]:
1. Click the Library button on the toolbar




]Unlock and Rearrange Panel#

Once you've got a sense of the panels available in Captivate, you can start to rearrange them to fit your

preferences.

Click Edit on the menu bar.
Select Preferences.

Check the Enable custom
workspaces / panel undocking
checkbox.

Click OK.

You'll need to restart Captivate
for this to take effect, but once
you do, you'll have more
freedom to change how these
panels appear.
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Comentado [1G4]:
1. Click Edit on the menu bar.

2. Select Preferences.

3. Check the Enable custom workspaces / panel
undocking checkbox.

4. Click OK.
5. Restart Adobe Captivate.
6. Enable a panel.

7. Click and drag a panel to a new location.




Restart Adobe Captivate.

@
o
@

You can snap a panel to one side of the
window, group it with another panel
by dragging it to another panel's title
bar, or drag it anywhere else to create
a free-floating panel.

Enable a panel.

Click and drag a panel to a new
location.
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Create New Projects

]Create a Blank Projecﬁ Comentado [1G5]:

1. Click the Welcome screen's New tab.

When you open Captivate, it presents you with the Welcome screen.
2. Click Blank Project.
o Click the Welcome screen's

New tab. 3. Click the Canvas menu arrow.

Here you can choose from the 4. Select a canvas size.

most common types of

5. Click Create.

Captivate projects:

e Responsive: This type D
includes extra features that
allow a project's contents to Reponsve ot stk
automatically resize and
reorganize depending on ‘E
the screen size of the
computer or mobile device F ] — :
viewing it.

o Virtual Reality: Creates a
virtual environment, using
360-degree images and
video with interactive hot
spots.

o Software Simulation: Helps
you by automatically taking
screenshots and adding
interactivity while you
demonstrate software on

Custom

your computer. Desktop (1440 1080)
o o (760 020)
i Phone (75 x6)
e Video Demo: Lets you rTIEDCT) —
re— . 4
record your screen as a inition |
) : e+ gt rore Qi 9oa 0 720)
video, then add objects and YouTube Widescren HD (12805 720)
) ) i YoTube VeSO (BR0R360)
edit that video within YouTube XGA (1024x 768)
Captivate. s
e D
e From PowerPoint: It turns s 9
s0a720
all of the slides into -
animations that play in
Captivate.

Click Blank Project.
Click the Canvas menu arrow.
Select a canvas size.

Click Create.
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]Create a Project from a Template

If you've got a template that you work with, you can use it to create new projects. Once you have a project

open, the Welcome screen is no longer shown.

o Click File on the menu bar.
e Select New Project.

New Project
Record 3 New

side  Open-

5 Benkrcien
> Repone rjct

Virtual Reslity Project
Project From Template.

e W et o s Pomepont
o Select Project From Template. @D cuew

= |
o Select the template you want Soa Sutscuns

Save As Responsive. Shifts CtrlR Aggregator Project..

Save All

to use.

6 Click Open.

Captivate starts a new project using
the content from the template.

Import
Export
Send for Shared Review

Publish To YouTube.
Publih Settings.
prnt..

Project Info.

Bt

> WidgetinFlash..

> IDouble click to add subtitle

Publih. Shift-F12

Mult-SCORM Packager.

m
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Reset Master Side.
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3 This PC
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B Desktop
3 Documents
I s—
B 16 AiDive
B Movies
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“ia Local Disk (C)

« « 4 [ « Documents »

o Adobe
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My Adobe Captivate Projects >

Interaction
o

Custom
Template

Interaction
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N

X | Ubrary  properties

s
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E- m @ | -
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Comentado [IG6]:
1. Click File on the menu bar.

2. Select New Project.
3. Select Project From Template.
4. Select the template you want to use.

5. Click Open.




Open and Save Projects

]Open a Project\ Comentado [IG7]:
1. Click File on the menu bar.

While you can always open a Captivate project by double-clicking its icon, you can also open projects from
within Captivate. 2. Select Open.

3. Find and select the project you want to open.

New Project >

c Click File on the menu bar.

cords N S | e @ : .
e 2 TR i e 4. Click Open.

If you're reopening one of the

Brow:
OpenRecent >
Close -

PropeRTiEs

last few projects you've
worked on, you may be able to
find it in the Open Recent
menu.

or— =
Thene: [Buvesay <]

o CloseAl Shift-Alt-W

Save ces.

Save ShiftsCtre

Save s ShifteCtl+R

swedl
mpor >)le click to add title
B

i

Title Screen 1

esmvemesioe |
[ s

> I Double click to add subtitle

Select Open.
s suner

P To vt

i Seioge

o

Find and select the project you
want to open.

Click Open.

8ackground

Project Info.. Master Side Background

Qualty

D] Master Slde Objects On Top
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m

86~ El- | W~ [ad- ®- [ L I E

b, e
5
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e = Newfoldr -0 e
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1 o«
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: sl s .
et Lo
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el
+ e
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iZa Local Disk (C)

File name: [ Practicefile ] (AN Captivate Files(".cpte, “cptl,

O Ganca

=] Placsholder_t
@ Sidet
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Save a Project /{Comentado 1G8]:

1. Click the Save button on the toolbar.

As you work in a project, you should make sure to save your changes frequently. Captivate does not
automatically save for you, so you'll need to do it yourself.

jncow  Help

®- D v- @ = o) @ =
T =

©subite Autosnape 3

o Click the Save button on the
toolbar.

Object state

) Y+

- -

3 Retain State on Side Revist

Character
Tehoma o

[Reguar e T

= image_t41 o o | Mchsmo s s BIf[u 1 1] =0
F ST Avoshapes o+
& Tt Auoshape.3 o D D for o o .
& Smonshape il o o | semes

W Ttesice o o [s=om

Spacing: 1pt

color Highiight efects

> M 0[Eos bos bis %3

]Save aCopyofa Projecti Comentado [IGI]:

1. Click File on the menu bar.

Sometimes you may need to save another copy of a presentation with a different name, or to a different
folder. 2. Select Save As.

3. Navigate to the folder you want to save to.

A NewProject

15 1 S T = B &

10 sjeas | teractions  Media Preview  Publish Assets Ubrary  roperies

° Click File on the menu bar.
e Select Save As.

4. Give the project a new file name.

5. Click Save.

Object state

-
Sovs Q orma ety I
.

=% e =

Import >
Export >
Send for Shared Review

D] Retain State on Side Revist

Style Name

Publih.. shift-F12

+provide_perspective_subtile

Publish To YouTube.

structiopal Design
S it et -
Tahoma v ©
S Regular v| |8 ‘v
®a 5 -
) image_ta1 o o | Rse s a0 [l v 1 1] =
T ee [Ee——
[€ 0 %]  soacngesot
[ Title Slide o o [ Skde(o)
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Navigate to the folder you
want to save to.

The copy of the project is saved to the
new folder. The version of the project
that's open in Captivate also changes
from the original to the copy, so any
changes you make and save will be
made to the new copy instead.

Give the project a new file
name.

Click Save.

[£ 5 THsPC 5 Documents >

Organise = Newfolder

@ onediive
5 s e
0 Objects
9 Deskeop
(%) Documents
3 Downloads
B 16 AiDrve
B Movies
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PracticeFile
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-
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Create Slides

Whether you're creating a project from scratch or editing an existing one, you're going to need to know how

to add in new slides.

]Create a New Slide

o Select where you want to
insert a slide.

New slides will always be
added after the one that's
selected.

e Click the Slides button on the
toolbar.

The Slides menu presents you
with several different types of
slides that you can insert:

e Content: Uses one of the
layouts from the slide
master, with placeholders
you can use to insert text
and graphics.

e Blank: Won't have any
placeholders, leaving an
empty canvas for you to
work with.

e Question: Will include
placeholders for a variety of
question types. Responses to
these questions can be
checked and graded.

o Knowledge check: Is similar
to a question slide, but
without the grading of
responses.

e Software simulation: Select
this if you're working in a
software simulation project,
but need to add an extra
slide for a step that you
missed.

e Video demo: Select this to
record additional video for
one of those projects.

e cosectin..
) comemsiae
9 sonksice

[ cuesvonsice

[5] Knowtedse check side

[) softare simiaion

o |

O e

Theme:

[ Allow Gesture Navigation
sadgrons
o Encgromnd
quity
[opumasd
”anin‘u a 2 Top

Buttont_Bacc 3 o | s

W Text_Caption_s o | o e o e e

Tite_Autoshape.7

Dty for e 1o f B e

Smartshape s

| Ve B
> 1 0F o b

[ - e

Options.

Comentado [IG10]:
1. Select where you want to insert a slide.

2. Click the Slides button on the toolbar.

3. Select a type of slide.

© 2021 CustomGuide, Inc.
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o PowerPoint slide: Imports
PowerPoint slides into a
project.

o 360 slide: If you're making a
VR project, select a three
sixty slide to add another VR
image.

e Select a type of slide.

A new slide is added, using the same
layout as the slide we had selected.
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]Copy a Slide\

o = = EiE

Sides [ CuleX  eracions  Media Preview  Publish Assets  Ubray  Properties

0 Select a slide.

o Click Edit on the menu bar.

e cuec e [

. e sty -
o Select Duplicate. e ¥ [u] =
A copy of the selected slide is added to e =
) - pee e S
the filmstrip pane. = o
Fnd s Replce o —
Copy ARl [ Resetastrside
e e [ Mestersiide view
Ungroup EISSR Models [ P @I
fepor riom v i  Allow Gesture Navigation
teplace Image. - e
e [rstr s acgroud =
Convert to freeform &y
Convert to rollover Smart Shape ostigized L

0] Master Side Objects On Top
Edit Gradient

EditText 2]

Object Style Manager... ShiftsF7

Preferences... ShifesFe
=

]Move a Slide

Comentado [IG11]:
1. Select a slide.

2. Click Edit on the menu bar.

3. Select Duplicate.

o Click and drag a slide in the
filmstrip pane.
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Comentado [IG12]:
1. Click and drag a slide in the filmstrip pane




]Delete a Slide

Select a slide.

Click Edit on the menu bar.

Select Delete.

The slide is removed from the project.
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save
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Comentado [IG13]:
1. Select a slide.

2. Click Edit on the menu bar.

3. Select Delete.
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Modify Objects

]Copy and Paste an Objecli

Whether you're working with a picture, a text box, or a shape, the basics of modifying objects are the same.

Select an object.
Click Edit on the menu bar.
Select Copy.

Select the slide you want to
paste the object to.

Click Edit on the menu bar.

Select Paste.

00 0000

practions  Media

Assets

Ubrary  properties

ProPERTIES
Copy Background
Paste

Paste as Background Shift-Alt=V

Object state

Copy Appearance

Paste Appearance Normal (Defaul)
Duplcate
Delete oel

Select Al CuleA
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Copy Allltems
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Preferences Shift+Fe
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State View
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“[Defoult Smat sn
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3 Replace modified styles

uBRARY

Options.
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Comentado [IG14]:
1. Select an object.

2. Click Edit on the menu bar.

3. Select Copy.

4. Select the slide you want to paste the object to.
5. Click Edit on the menu bar.

6. Select Paste.
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S
e
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optimized
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]Move an Object

Click and drag an object to
move it around on the slide.

et Modity
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Comentado [IG15]:
1. Click and drag an object to move it around on the slide.




]Resize an Object

Click and drag an object's sizing
handles to change its size.

]Modify an Object's Timind
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Comentado [IG16]:
1. Click and drag an object's sizing handles to change its
size.

Click Window on the menu
bar.

Select Timing Properties.

The timing properties for the
object appear at the top of the
panel. You can change when an
object appears, and for how
long, using the text fields, or
just display an object for the
duration of the slide.
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Comentado [IG17]:
1. Click Window on the menu bar.

2. Select Timing Properties.

3. Adjust an object's timing properties.
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0 Effects >
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Adjust an object's timing
properties.
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]Delete an Object

Click Edit on the menu bar.

Select Delete.
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Click Edit on the menu bar.

Select Delete.
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Use the Timeline

The timeline lets you control when objects appear on a slide, and how long they appear for. You can also
control the layer order that objects appear in.

]Display the Timeline

Click Window on the menu
bar.

The timeline appears. Every object on
the slide is represented as a bar,
showing when it appears and for how
long.

Select Timeline.

]Zoom the Timeline
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1. Click Window on the menu bar.

2. Select Timeline.

Click and drag the zoom slider
to display more or less of the
timeline.
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1. Click and drag the zoom slider to display more or less
of the timeline.
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]Move Objects on the Timeline

Now that we can see the whole timeline for this slide, let's look at how to move objects around on the
timeline.

Click and drag an object to
move it on the timeline.

Click and drag an object's left
or right border to adjust its
duration.
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1. Click and drag an object to move it on the timeline.

2. Click and drag an object's left or right border to adjust
its duration.




]Sync an Object to the Playhead\ Comentado [1G22]:

1. Click a spot on the timeline to move the playhead.

Another way to change when an object appears on the slide is to align it to the playhead. The playhead is
represented by a red box on the timeline, with a red line that descends through all of the objects below. 2. Select an object.

o Click a spot on the timeline to @l y U TS0 BT

move the playhead.

4. Select Sync with Playhead.
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]Reorder Objects\ Comentado [1G23]:
1. Click and drag an object up or down to move it

You can also change the layer order of objects on the timeline, to control which object appears in front between layers on the timeline.

when things overlap.
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Use the Master Slide

Captivate uses Master Slides to lay out the design elements on the different types of content slides.
Captivate includes a lot of master slide layouts that you can use. You can also create your own master slide
layouts, then insert slides based on layouts into your projects.

rTurn On the Master Slide Panel

c Click Window on the menu
bar.

e Select Master Slide.

The Master Slide panel appears in the
left pane in place of the filmstrip. You
can close the master slide panel and
return to the filmstrip by clicking the
Exit Master button on the toolbar.
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1. Click Window on the menu bar.

2. Select Master Slide.




Mew and Modify the Main Master Slide

The master slides used by the current theme are all shown here. The theme's first master slide, in this case

the Welcome slide, is shown.

Click the top slide in the
Master Slide pane.

The top slide is the Main
Master Slide, which every
other master slide in the
theme will be based on.

Add shapes, text, and objects
to the main master slide that

will appear in all master slides
in the theme.
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1. Click the top slide in the Master Slide pane.

2. Add shapes, text, and objects to the main master slide
that will appear in all master slides in the theme.
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]Create a Content Master Slide

o Click Insert on the menu bar.
e Select Content Master Slide.

o Give the new content master
slide a name in the Properties
panel.

This name will appear in the
Insert a Slide menu when
adding slides to the project
filmstrip.

o Add text, shapes, and objects
that will appear on the slide
when used in a project.
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1. Click Insert on the menu bar.

2. Select Content Master Slide.

3. Give the new content master slide a name in the
Properties panel.

4. Add text, shapes, and objects that will appear on the slide
when used in a project.




]Insert a Placeholder Object

You can also insert content placeholders. Placeholders are special text and image boxes that will prompt you
to fill them in when you insert the slide into your project.

° Click Insert on the menu bar.
e Select Placeholder Objects.

o Select a type of placeholder
object.

There are plenty of different
types of placeholders you can
insert, but the most common
one's you'll use are the text
captions and image
placeholders.

o Format the placeholder
object's size, position, and
style options.

Once the content master slide is
updated, it can be inserted into the
project.
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1. Click Insert on the menu bar.

2. Select Placeholder Objects.

3. Select a type of placeholder object.

4. Format the placeholder object's size, position, and style

options.




Preview a Project

You can preview a project that you're working on to see how it will look when people are viewing it.

]Play a Slide\ /{Comentado [1G28]:

1. Click the Play button below the timeline.
There are several ways to preview your project. Let's first look at the most basic, which is to play the current

slide.

o Click the Play button below the
timeline.
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]Preview a Projecﬁ

To get a better sense of how a project will play when taken properly, we can preview it.

Click the Preview button on
the toolbar.

Select a preview method.

e From this Slide: Will start a
preview from the currently-
selected slide, through the
end of the project.

o Next Five Slides: Will start a
limited preview of five
slides, starting with the
currently-selected one.

e Project: Will start a preview
of the entire project,
starting at the beginning.

Click the Play button in the
Preview window.
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1. Click the Preview button on the toolbar.
2. Select a preview method.
3. Click the Play button in the Preview window.

4. Click the End button to close the Preview window.
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o Click the End button to close ® price *
A ) e
the Preview window.

Main Menu

Click the module name to learn more about each topic.
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Learning Design
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]Preview a Project in a Web Browser

Finally, let's take a look at previewing a project in a web browser. This helps you see a project the way that
someone viewing it online will see it.

Click the Preview button on
the toolbar.

There are two ways to preview
a project in a browser, as
either HTMLS5 or as a SWF.

SWF's used to be more
common, but over the years
support for Flash has gone
away and HTMLS has taken
over.

Select HTML5 in Browser.
Captivate generates the
preview, which opens up in
whatever web browser is set as
the default on your computer.

Click the Play button in the web
browser.
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1. Click the Preview button on the toolbar.

2. Select HTMLS in Browser.
3. Click the Play button in the web browser.

4. Click the Close button to close the browser window.




Click the Close button to close
the browser window.

Now you have a better idea of how
your project will look when published.
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