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Performance Objective Test Items 
1.0 Instructors learn how to find and launch the 
Jing program 


 


1.1 Given a computer with Jing already 
installed, find the program folder within the 
Start menu. 


Observe that instructor can open the Start 
menu, navigate to All Programs, then to 
Techsmith subfolder. 


1.2 Given a subfolder opened in the Start 
menu, find and click on the Jing shortcut icon. 


Observe the instructor clicking on the 
appropriate icon to launch the program. 


2.0 Instructors create a user account with Jing 
in order to begin recording videos. 


 


2.1 Given the launched Jing program, visually 
locate the Jing “pod” at the top of the screen. 


Observe the instructor locating the correct area 
of the screen and moving the mouse to that 
area. 


2.2 Given the entry screen to the Jing 
application, accept the terms and agreements 
presented. 


Observe the instructor finding the appropriate 
button on the screen and clicking it to continue. 


2.3 Given the user account setup page, enter 
the appropriate information to continue. 


Observe the instructor entering their email 
address, username and password information 
to continue. 


3.0 Instructors check that their computer is 
configured with an external microphone for 
recording. 


 


3.1 Given a computer and microphone, locate 
the correct microphone port and corresponding 
microphone plug to ensure they are connected. 


Observe the instructor following the 
microphone cord to the computer to check that 
it is correctly connected. 


3.2 Given the volume preferences window on a 
Windows computer, check that the microphone 
is not muted. 


Observe the instructor opening the volume 
properties window and visually confirming that 
the Microphone setting has the “Mute” property 
unchecked. 


3.3 Given the Sound Recorder program 
provided with Windows, test recording of voice 
using the microphone. 


Observe the instructor starting the Sound 
Recorder, speaking into the microphone and 
then playing the recording back. 


4.0 Instructors define an area of their computer 
screen to record and begin recording. 


 


4.1 Given the launched Jing program, find the 
Capture option. 


Observe the instructor finding the Capture 
button under the Jing pod at the top of the 
screen. 


4.2 Given the clicked Capture option, click and 
drag the mouse to define an area of the screen 
to record. 


Observe the instructor moving the mouse to 
the top-left corner of the desired area and 
dragging the mouse to encompass the entire 
area. 


4.3 Given the defined screen recording area, 
ensure that the Microphone option is not 
muted. 


Observe the instructor clicking the 
mute/unmute icon in the defined area to ensure 
it is not muted. 


4.4 Given a recording area with a working 
microphone, give presentation. 


Observe the instructor giving their presentation 
on the computer. 


4.5 Given a finished presentation, click the 
Stop button to end the recording. 


Observe the instructor clicking the Stop button 
at the end of their presentation. 


5.0 Instructors save the presentation they just 
recorded to their computers in a specific 
location. 


 


5.1 Given a finished presentation, click the 
Save button to save the video file. 


Observe the instructor clicking the Save button 
in Jing, not using the Screencast.com button. 


5.2 Given a finished video, navigate to a 
specific folder location on the computer to save 


Observe the instructor using the folder 
navigation buttons to locate a specific folder on 







to. their computer. 
5.3 Given a finished video, name and save the 
file. 


Observe the instructor typing in a new name for 
the file. 


5.4 Given a named video file, finish saving to 
the computer. 


Observe the instructor clicking the final Save 
button to complete the process. 


 
 
 








Pretest 
 
Answer the following questions to the best of your ability. 
 
1. Jing is an example of a __________ program that can be used on a Windows machine. 
 a. Audio Capture 
 b. Screen Capture 
 c. Video Capture 
 d. All of the above 
 
2. Jing can be used to record information from Microsoft Office programs only. 
 a. True 
 b. False 
 
3. All computers have microphones built in to them and are on all the time. 
 a. True 
 b. False 
 
4. Jing can record 
 a. only text and still images from your screen. 


b. one window on your screen only. 
 c. anything on your computer screen, including other videos. 
 d. none of the above. 
 
5. Video recorded using Jing can only be saved online, not to your computer. 
 a. True 
 b. False 
 
 







Practice Test #1 
 
1. What is the name of the company that created the Jing program? 
 
2. Where does the Jing program appear by default once it has been installed? 
 
 
 







Practice Test #2 
 
1. What other program, besides Jing, can be used to record your voice on a Windows computer? 
 
2. What is the size limit for a captured area of your screen? 
 
 
 
 







Posttest 
 
1. Jing is able to capture video of  
 a. anything that is visible on your computer screen. 
 b. any program except internet browsers. 
 c. your mouse movements but not your voice. 
 d. slideshows only. 
 
2. Jing videos can be saved directly to your computer once they have been created. 
 a. True 
 b. False 
 
3. Videos recorded in Jing can only be two minutes in length. 
 a. True 
 b. False 
 
4. Jing appears on the screen as 
 a. a small rainbow in the lower-left corner. 
 b. a blue triangle at the top. 
 c. a small smiley face in the task bar in the bottom-right. 
 d. a yellow “sun” shape at the top. 
 
5. You can record as many Jing videos as you want or need. 
 a. True 
 b. False 
 
 







Final Project Portfolio: 
 
The last item to be graded is a sample video demonstration to be recorded by each student. 
Choose a program that you would like to demonstrate to someone else in the class and record a 
minimum five minute clip of you explaining how to use that program.







Answer Keys: 
 
Pretest (5 points possible) 
1) d 
2) b 
3) b 
4) c 
5) b 
 
Practice Test #1 
1) Techsmith 
2) Top, center of the screen 
 
Practice Test #2 
1) Sound Recorder 
2) There is no limit, it can capture the entire screen if needed. 
 
Posttest (5 points possible) 
1) a 
2) a 
3) b 
4) d 
5) a 
 
Portfolio Project (20 points possible) 
5 points: Correctly saving project as a file to turn in to the teacher. 
5 points: Everything remains within the video window during playback. No actions are off-screen 
where they were not recorded. 
5 points: Voice was properly recorded in the video and is understandable and at appropriate 
volume. 
5 points: Project is at least five minutes in length 








Course Checklist: 
 
Keep this checklist with you as you progress through the course. Mark each item when you have 
an understanding of it. 
 
___  The Jing program is located in the TechSmith folder of the Start menu. 
 
___  A user account must be created to use the Jing program. 
 
___  User accounts require a valid email address and agreement to terms and conditions. 
 
___  Microphones must be connected to the correct port on desktop PCs 
 
___  Some laptops have microphones already built in, but may need to be unmuted. 
 
___  The Sound Recorder can be used to test your microphone volume and quality. 
 
___  You must define a capture area using Jing before beginning your recording. 
 
___  Both still images and video can be captured, but only one at a time. 
 
___  Presentation information must remain within the defined capture area to be recorded. 
 
___  Recorded videos can be saved to your computer or uploaded to an online website. 
 
___  Saving videos to your computer allow you to use them without an internet connection. 
 
___  Longer videos create larger file sizes that may be too much to store online. 








Instructional Strategies 
 
One important key to good instruction and information retention is making the content interesting 
to the students. This will help to motivate them to be active participants in the course. A quick 
preinstructional activity will help to accomplish this. As you know that your audience is in the class 
to learn about capturing video from a computer to create presentations, show them a fun 
example. Take a program that all of the participants are aware of and probably have no problem 
using and show them how simple it is to make a short instructional video from it. In this case, 
show them how to record a session of Solitaire with commentary. This will help keep the 
audience’s attention, tell them directly what they will be learning (how to record a program on the 
computer) and revisit the prerequisite skills that they should have to take the class. 
 
The course needs to present the information on how to start the Jing program, create a Jing 
account, test their microphones, record a short presentation and then save the file to their 
computer. Examples of this process will be developed as a handout that will be given to the class 
in sections for each stage of the process. 
 
Within the course there will be hands-on practices of each of the necessary steps that are taught. 
Each student should have a computer available to them directly, or pairs could alternate using a 
single computer. 
 
A pretest will be administered at the start of the course to determine the level of student 
knowledge on the subject of screen capture programs. During the course there will be two 
practice tests used as checkpoints to ensure that the students are retaining the information being 
taught and are not falling behind. Finally, a posttest will be administered to check for the 
knowledge they should have at the end of the course. 
 
A checklist of necessary tasks will be given to the students at the start of the course, allowing 
them to quickly see how far they have progressed and to be used as a memory aid for the skills 
they have already learned. The final posttest will test on the items listed in this checklist. 








Jing Instruction Manual: 
 
Jing is a free program you can use to record audio and video of your computer use or capture still 
images of your screen. Software such as this is often called a “screen capture” program. Let’s 
begin by starting the Jing software. 
 


 
 
Find the program by navigating to the Start menu, then the “TechSmith” menu, then finally on the 
Jing icon. 
 
At this point you will be asked to create your user account. In order to begin using Jing you must 
enter a valid email address, a display name (a nickname, essentially) and a password. Once 
entered, you must agree to TechSmith’s terms and conditions to begin using the program. 
 
Once the program is running you will find it in the top-center of your screen, represented by a 
yellow half-circle. Moving your mouse over top of the circle will bring up the options needed to 
use the program.  
 


 
 







Before using the program it is best to test your microphone to ensure that it is working and is 
configured correctly. First, locate your microphone and follow the cable to your computer, making 
sure that it is connected to the Microphone port and not the Speaker port. Microphone ports are 
often marked with a small icon of a radio microphone or are sometimes colored pink. If you are 
using a laptop that has a built-in microphone you do not need to follow this step. 
 
Once the microphone is connected you need to check your computer’s Volume settings to see if 
the microphone has been muted. Open the volume control and uncheck the “Mute” setting if 
necessary. 
 


 
 
Test your microphone using the Sound Recorder program that is installed on all Windows 
machines by default. It can be found in the Start menu, under “Accessories”, then “Entertainment” 
and finally Sound Recorder. 
 


 
 
Click the Record button and begin speaking into your microphone. You should see the green line 
in the center of the program change to indicate any sounds detected.  
 


 
 
Click the Stop button, then the Play button to play back your recording. If you hear your voice 
then you have successfully configured your microphone for use in Jing. If you do not hear your 
voice, check the settings in the above steps and try again. You can close the Sound Recorder 
when you are finished, without saving your recorded file. 







When you are ready to record your video, move your mouse over the Jing icon and find the 
Capture icon at the far left. 
 


 
 
Click the Capture button. Your screen will display a set of yellow lines, or cross-hairs, to show you 
where your capture area will begin. Move your mouse to the top-left corner of the area you want 
to capture, click and hold your mouse button and drag to the bottom-right corner of the area to 
record. Two numbers will be displayed next to your mouse indicating the height and width of your 
selected area in pixels.  
 


 
 
Release your mouse button to select that area and display the Jing recording options panel. Here 
you can choose to capture a single still image or begin your video recording. In our case we will 
click the “Capture Video” button. 
 


 
 
You will see a three-second count-down to prepare you before the video begins recording. You 
will also see an indicator for your microphone, letting you know if it is muted or not. 
 







When the recording begins you will see two yellow lines moving on the left and right edge of your 
recording area. Give your presentation, making sure that everything you do is within the recording 
area highlighted. Anything outside of that area will not be captured. In the bottom-left corner you 
will be able to see the elapsed time and have access to the Stop or Cancel buttons.  
 
When you finish your presentation, click the Stop button. 
 


 







After stopping your recording you will be shown a screen to preview your video before saving. 
Simply click the large play triangle to watch the video. When you have finished watching and are 
ready to save, click the “Save” button at the bottom-left corner. 
 


 
 
A Windows dialog box will appear, asking you to choose a location and give your file a name. In 
this case, save the file to the “My Videos” folder within the “My Documents” folder. Name the file 
anything you would like. In this example the file is named “My_Solitaire_Video.swf”. You do not 
need to add the .swf to your file name, it will be added automatically when the file is saved. 
 


 
 
To complete the process, click the Save button in the Windows dialog box. 
 
You have just successfully saved your first screen capture video using the free Jing program! 
 
 








Course Manual: 
 
In order to teach this training course you will need to follow this manual for the proper order of the 
materials.  
 
Read through the Instructional Goal, Instructional Analysis and Performance Objectives 
documents to gain a better understanding of the course and the learners that are being targeted 
with this specific training. The Instructional Strategies document can be used as a basic overview 
of how the course should be ordered and paced.  
 
At the first class have the students take the Pretest quiz from the Assessment Instruments 
document. The quiz can be given as a paper test or an online test, as long as each student 
answers the questions for themselves and not as a group. 
 
After the pretest hand out the Course Checklist to each of the students. This will allow them to 
follow along and mark their own progress as the course progresses. 
 
The Jing Instruction Manual is to be used by the instructor as an overview of the instructional 
steps and a visual aid. Ideally, the steps taught would also be displayed on a large screen for the 
class to see and each student should then follow along on their own computers.  
 
After each student has completed creating their online account in the Jing program, pause to 
administer the Practice Test #1 from the Assessment Instruments document. As there is no grade 
associated with this practice, the quiz can be given for the group to answer orally, rather than 
using paper or an online quiz system. 
 
Continue through the Jing Instruction Manual through the point that they have stopped recording 
their first test videos. At this point pause to administer the Practice Test #2. Like the first practice 
test, this one can be given to the class to answer as a group. 
 
When you reach the end of the instruction manual, review the Course Checklist with the class 
and answer any questions the students may have that the list mentions but they are still unclear 
about. 
 
After reviewing the checklist, administer the Posttest to each student. Like the Pretest, this quiz 
can be given as a paper test or an online test, as long as each students answers the questions 
themselves and not as a group. 
 
Once the Posttest has been collected, give the students the assignment for their Final Project 
Portfolio. The students are to use the information they have learned in the class to create a five 
minute demo of any program they would like on their computers. This should be done individually 
so that each student has a single video to submit, but groups can work together for ideas or to 
help with unclear points. Collect and grade the final projects as described in the Assessment 
Instruments document.  
 
At the end of the course have the students fill out the Formative Evaluation for the course itself. 
This information should be collected and compiled in order to find points in the instruction that can 
be improved upon for the next class. 








Course Evaluation: 
 
Please take some time to rate this class and what you thought of the materials presented.  
 
1. How would you rate the pace of the class? 
 5. Much too slow 
 4. Too slow 
 3. Perfect speed 
 2. Too fast 
 1. Much too fast 
 
2. The instructions were clear and easy to follow. 
 5 – Excellent 
 4 – Good 
 3 – Average 
 2 – Fair 
 1 – Poor 
 
3. The examples given were relevant to the course being taught. 
 5 – Excellent 
 4 – Good 
 3 – Average 
 2 – Fair 
 1 – Poor 
 
4. The instructor demonstrated knowledge of the subject area. 
 5 – Excellent 
 4 – Good 
 3 – Average 
 2 – Fair 
 1 – Poor 
 
5. The instructor communicates well with the students, both in class and out. 
 5 – Excellent 
 4 – Good 
 3 – Average 
 2 – Fair 
 1 – Poor 
 
6. The instructor is enthusiastic about the subject. 
 5 – Excellent 
 4 – Good 
 3 – Average 
 2 – Fair 
 1 – Poor 
 
7. Do you think the information from this class will be helpful to you in future?  
 
 
 
8. What do you think could have been done to improve the class? 







Evaluation Analysis: 
 
Q: Did the evaluation capture the information I wanted? 
 
A: As this training class has not been taught yet I can only guess at the responses I will receive. 
However, I believe the information above is a good start to give me a broad level of feedback on 
what the students think of the course. 
 
 
Q: How could it be improved? 
 
A: As the class is taught I’m certain that further questions will arise that I will want to have some 
metrics for at the end of the training. Over time the evaluation will likely change to help it focus on 
the aspects of the course that are important to gauge in order to make improvements the next 
time. 








 1.2 Click on Jing icon to 
launch program 


2.3 Fill in screen name, 
email and password 
fields 


3.3 Test microphone 
using Sound Recorder 


4.5 Click Stop button to 
end recording 


5.4 Complete saving of 
file to the computer 


1.1 Find Techsmith 
folder in Start Menu 


3.2 Check PC settings to 
ensure microphone is 
not muted 


4.4 Give presentation, 
keeping details within 
defined screen area 


5.3 Name the saved 
video file 2.2 Accept Jing 


agreement terms 
presented 


5.2 Navigate to location 
to save video file 3.1 Locate microphone 


and plug into 
microphone jack of PC 


4.3 Check that the 
microphone is unmuted 2.1 Locate Jing program 


at top of screen 


5.1 Click Save button to 
save to computer, not 
screencast.com 


4.2 Click and drag 
mouse to define screen 
area to record 


4.1 Locate Capture 
button in Jing program 


Entry Skills: 


Understanding of basic 
Windows operations 


Understanding of Sound 
Recorder program 


Understanding of 
computer file/folder 
structures 








Analysis of Learners: 
 
Learners are instructors of college classes in either online or traditional classroom settings along 
with instructional specialists that help instructors with their course curriculum. 
 


Information Categories Data Sources Learner Characteristics 
1. Entry Skills: Interviews with instructors Learners have an understanding of 


how to use a Windows computer to 
launch programs. They also have 
an understanding of how to 
navigate folder structures to save 
and later locate files. 


2. Prior knowledge of topic 
area: 


Interviews with instructors Learners have viewed recorded 
presentations of others, but have 
not recorded their own 
presentations. 


3. Attitudes toward content: Interviews with instructors Having watched similar 
presentations by other instructors 
the learners are looking forward to 
being able to create similar videos 
for their own classes. 


4. Attitudes toward potential 
delivery system: 


Interviews with instructors One-on-one instruction toward 
using new software has been 
perceived as a good method of 
learning for the targeted 
instructors. 


5. Academic motivation: Interviews with instructors Instructors that want to keep up to 
date with educational trends have 
found more need to have 
presentations available 24/7 and in 
formats that can be easily 
accessed. This is sufficient 
motivation for them to look into 
presentation recording programs. 


6. Educational and Ability 
levels: 


Interviews with instructors The instructors are very 
knowledgeable about the 
presentations they wish to record 
and how to navigate a computer to 
present them. Screen and voice 
recording software is not unknown 
to them, even though they 
themselves have only used the 
voice recording facilities 
previously. 


7. General learning 
preferences: 


Interviews with instructors The instructors all indicated that 
due to the nature of the program it 
was easier to learn in a one-on-
one setting where the instructor 
was using a computer themselves. 
Learning without doing was often 
insufficient to allow them to 
remember the steps once they 
returned to their own computers 
later. 


8. Attitudes toward training Interviews with instructors All instructors indicated that they 







organization: were looking forward to the 
training.  


9. Group characteristics: Observation and 
Interviews 


The instructors were a mix of 
college classroom teachers with 
several years of experience and 
instructional specialists that helped 
the instructors with their course 
content. 


 
 





