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EXECUTIVE SUMMARY 0W|ed99

Knowledge Pills Methodology Project (KPM)

About the The main aim of the project is the transfer of the Knowledge Pills Metho-
project dology (KPM) for use by knowledge moderators in SMEs of Paland, Spain
and Greece. It will enable the efficient education of employees to be con-

ducted in-company:.

The next goal is to conduct the pilot phase of KPM use for Polish and
Spanish companies, gathering feedback from knowledge moderators and
participating SMEs.

The project will also foster understanding of the use of the innovative le-
arning processes and introduce learning exchange mechanisms between
the project partners, beneficiaries and training institutions.

KPM consultations will also be held with stakeholders of adult education
In participating countries and SMEs.

The last objective is to disseminate results of the project towards SMEs,
training institutions, educational bodies and all organizations and insti-
tutions supporting development of SMEs, allowing them to use it for the
efficient development of SMEs and their employees.

By the end of the project, the SMEs will shift their way of learning to a more
"just-in-time" learning framework, more connected to the fast changes
that are occurring nowadays.

KPM project aims and objectives are fulfilling the priority of Developing
the skills and competencies of VET teachers, trainers and tutors (LEO-
Tralnno-3) by:

o Training 14 knowledge moderators able to use KPM.

J Preparation and promotion of KPM, the manual and set of content
related materials.

J Participation of stakeholders (trainers, educators, educational bo-
dies, SMEs ...) in the project.

J Implementation of the KPM after the LdV co-financing,

This project has been funded with the support from the European Com-
mission under the Lifelong Learning Programme.
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Knowledge Pills Methodology Project (KPM), Continued

Target groups This project has as its main targets the following:

Partnership

o Small and Medium Enterprises.

° Trainers.
° Consultants.

Although the methodology works in any kind of organization, for this
project SMEs were specifically chosen as the primary target.

The partnership established for the KPM project implementation consists

of 5 partners who have already collaborated in educational -

projects.

international

Our intention is to capitalize on our experience in project management,
especially in the transnational context, and planned diversity will bring
substantial value to the project.

The next table lists the partners, with their country and web address:

PARTNER COUNTRY WEBSITE
Management Poland www.obserwatorium.
Observatory Foundation pl/en
Prestin, Lda. Portugal Www.prestin.com
Technological Institute of . .

Spain www.ita.es
Aragon
ZEUS Consulting S.A Greece www.zeusnet.gr
Nowoczesna Firma S.A. | Poland www.nf.pl
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Knowledge Pills Methodology Project (KPM), Continued

Knowledge

Knowledge Pills Knowledge Pills Methodology is a new method of education that strength-
Methodology ens professional competences by using short pieces of multimedia ad-
vice (knowledge pills). The main tool of KPM is a short instructional movie
— presenting how to conduct certain activities in the work station, by re-

producing day-to-day tasks in an appealing format.

The Knowledge Pills Methodology (KPM) is the framework of efficient
education and knowledge sharing in the company. It uses a set of tools
designed to easily and effectively share knowledge and skills among em-
ployees. KPM consists of the short pieces of advice on video, templates,
guidelines ...

Activities recorded as the Knowledge Pill, can be easily understood and
imitated by employees, whether they are less qualified or highly gualified.
The electronic format allows easy distribution. If needed, it can be made
available on-line for access by people with physical disabilities and be-
come a part of efficient distance learning,

KPM The Knowledge Pills Methodology brings a new approach to training that
innovations has the following main innovations:

J It follows the Social Learning theory, according to which people can
learn with others, now using the social tools available.

J It delivers training according to the specific need of each person in
a "just-in-time” manner.

J It empowers people to be trainers and coaches at all times.

o It uses multimedia as the way to create Knowledge Pills.

J It creates true learning organizations by using knowledge shared

across the organizations, big or small,

About this This document is intended to give an explanation of the Knowledge Pills

document Methodology, based on seven years of accumulated experience in its im-
plementation in various types of arganisations, as a way to create a plat-
form for sharing tacit knowledge within organisations and outside of
them.
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Goals and Intended Users

Goal of this The goal of this manualis to provide support for the training of Knowledge
Manual Mediators to facilitate the implementation of the Knowledge Pills
Methodology (KPM) as a way to efficiently capture and share the tacit

knowledge of organisations, specifically Small and Medium Enterprises.

Whata A Knowledge Mediator is understood to be the person who was trained
Knowledge under the Knowledge Pills Methodology with the goal of sharing and fa-
Mediator is cilitating the sharing of the organisational knowledge, which he may or

may not have.

Types of Considering the previous definition, we can say that there are two types
Knowledge of Knowledge Mediators:
Mediators e Internal.
J External.

Internal The Internal Knowledge Mediator is someone who captures his tacit
Knowledge knowledge or that of other colleagues of the same organisation who have
Mediators relevant knowledge

External The External Knowledge Mediator is a consultant who supports as organi-
Knowledge sation in capturing organisational knowledge that is distributed among
Mediator various persons.

Generally, the External Knowledge Mediator is not knowledgeable in the

area, so that it is essential that he clearly identify his interlocutors in the
organisation.
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Challenges

Needs Every organisation needs to train human resources to reach its organi-
sational goals. However, we are living in a time of constant change where
technical training has an increasingly shorter period of validity, due to the
changes introduced in products and services.

Furthermore, with the international financial crisis, on the average, the re-
sources available for training activities were reduced and simultaneously
there was an increased need to guarantee a return on investments made
In training actions.

We are facing a paradox, in which the training of human resources is more
necessary than ever, and at the same time the financial resources avail-
able for this area have been greatly reduced.

This paradox created an opportunity to rethink the format of the training
solutions and even question whether we can continue to use the tradi-
tional training solutions.

Traditional In dealing with a problem at the level of human resources, the traditional
Solutions solution has been to send the employees to a room where they receive
training.

When the goals for training are at the level of know-how, the habitual
scenario of the training is as follows:

o Room.

. Trainer.

J Group of participants oftentimes brought together around logistical
guestions, rather than by their degree of knowledge, thus creating
training groups that are very asymmedtrical.

o Equipment. On this point, the new technologies have had wide ac-
ceptance, so that we are now used to finding the training rooms
equipped with:

—\Video projector.
—Computers for the participants.
—Interactive boards.

It is easy to see that significant progress has been made in the improve-

ment of the training conditions in a room, but are the people actually
learning better?
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Challenges , Continued

Limitations of Traditional training solutions at the level of know-how have various limi-
the traditional tations that are important to analyse:
training
solutions e The fact that participants entering the training are not at the same
level of knowledge means that the trainer will be forced to use rep-
etition as a means of reinforcing the learning of the less knowledge-
able participants, running the risk of losing the participants who are
more knowledgeable from the start.

J Any technical training covers a number of steps and procedures that
are impossible to memorise completely in a short period of time, and
therefore supplementary didactic materials are produced so that the
people can use them later in their work context.

e  Theusual practice of school desks for taking notes of everything the
professor says in the classroom without a critical eye is suitable for
a system in which memarisation is promoted or when one has the
feeling that at the moment we take notes this is one of the last
chances we have to have all the steps of a procedure. However, in
technical training, the attempt to gather all the steps and procedures
In this form may result in this gathering of information becoming an
end in itself, resulting in the loss of vital information.

e  Traditional training actions do not have a "just-in-time" logic, which
s to say, that the content chosen for a training action seeks to meet
present and future needs, in the hope that the people will retain the
knowledge transmitted until the moment they need it in their du-
ties.

o The use of computers by participants in an attempt to reproduce
procedures outside the context of the workplace creates various
problems:

—The participants tend to try to not lose sight of what the trainer is
doing, that is, the priority of the participant is to not fall behind, even
If that means not reflecting on the underlying reason for carrying
out a certain procedure, turning the training activity into a mechani-
cal, rather than reflexive, process.

—Computers may distract participants, if other applications are avail-
able.

—A computer, whether desktop or laptop, in front of each participant
automatically creates a psychological barrier to the contact and ex-
change of impressions that one wants to flow in a training room.
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Challenges , Continued

Limitations of Didactic material, especially manuals produced for traditional training so-
the traditional |utions have very specific limitations:
didactic
materials o The materials are produced with the goal of filling in the gaps found
In any traditional action, because all those involved in a training ac-
tion of a technical nature are aware that it will never be possible for
the participants to internalise all the steps and procedures covered,
so the manual enters into play as a fundamental piece to be con-
sulted later.

o Generally, manuals are written by people who do not like to write
and written for people who do not like to read, creating all the con-
ditions to guarantee that this sort of material will never leave the
bookshelf. A glaring example of this can be obtained by asking any
group of people how many of them read the instruction manual of
their mobile phone before they began using it.

o The knowledge in the manual is not in line with the level of knowl-
edge of the reader, that is, the producer of the content tends to not
leave out that which is obvious to him, but which may not be so ob-
vious at all to the reader. This leads us to the incomprehensible gaps
we find in many descriptions of procedures that create a blockage.

e  Thecreation of quality technical manuals requires spending time and
resources that have no counterpart in the attention of the reader
because this content tends to be extensive and tedious.

o This type of content does not take into account the levels and lit-
eracy of those it is designed for. This is a serious problem, because
despite the fact that the rates of illiteracy are going down a little all
around the world, illiteracy, meaning the inability to correctly inter-
pret a text, is still very high, so that we have a lot of people in the
work place who can read, but they have great difficulty in interpret-
Ing texts.

WWW.EDUPILLS.EU
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Challenges , Continued

What's new We can say that training is one of the oldest activities of mankind. Even
in training before there was any language, our ancestors were showing each other
how to make a spear or hunt.

Meanwhile, with the possibility of creating manuscripts and later, with the
appearance of Gutenberg's printing press, training and education reached
new heights in terms of their diffusion.

Only in the last centuries has the model for the transmission of knowl-
edge been perfected. However, in the last 20 years, the changes have been
more than remarkable:

e Thelife cycle of the product has been dramatically shortened, creat-
ing situations in which the training of human resources is completed
after the product has become obsolete.

o Long-term planning for training actions has become impossible.

e  Thelevel of knowledge that each employee has to master in his day-
to-day life has increased exponentially.

e  The memorisation of all the information needed to perform a pro-
fessional activity has become unfeasible.

J Organisations increasingly depend on knowledge as a competitive
advantage.

o New duties have arisen in the organisations, creating new training
needs.

J During the time they are in the workforce, on average workers are
changing duties more than before.

e  The rotation of workers has been on the increase, so that training
has been transformed into an on-going, and many times repetitive,
process.

o The time available for training actions of medium and long duration
Is decreasing steadily.
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Challenges , Continued

Specific The training process in the SMEs does not differ substantially from that in
features of the the large companies, the major differences being what we find in all that
SMEs surrounds the process, that is to say:

J When an employee leaves an SME, a very significant percentage of
the organisational knowledge (10, 20 or even 50%) can go with him.

e  The majority of the time it is very difficult to organise groups of
participants in homogeneous training actions that are sufficiently
large enough to justify the investment.

e  The cost of the absence of an employee for an opportunity to
participate in training actions is higher, and may even prohibit its
being carried out, because in some circumstances it could mean
closing the company during the time of the action, completely or in
sections.

e  TheSMEsare, by definition, more flexible organisations, this flexibility
being one of their competitive advantages, but this feature has to be
accompanied with “just-in-time” doses of training.

o Budgets for training are particularly small.

e Training is seen as an interesting activity from the point of view of
the sacialisation of the employees, but one having little impact on
the results of the company.

o Under the pretext of not being available, the managers of the SMEs
do not participate in the training actions.

o Despiteits beingsmall, thetransferof knowledge between employees
takes place on a daily basis, in a chactic and non-systematised
way.
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Opportunities

New
approaches to
training

The challenges facing all organisations and in particular the SMEs call for
the use of new approaches, because it is not acceptable to increase in-
vestment in solutions that are out of touch with the new realities.

These new approaches have to take into account:

e  Theneed to provide fast and efficient responses.

o The fact that the persons who make up the organisations are the
carriers of knowledge that should be shared and not compartmen-
talised.

Explicit and
tacit knowledge

In a simplified way there are two major types of knowledge:

J Explicit Knowledge — is the knowledge that is in the form of manu-
als, documents, procedures, videas or any other kind of media.

e  Tacit knowledge - is all the knowledge we carry as human beings,
but which is not spelled out in any other media than our brain.

Sharing tacit
knowledge

According to Shibata and Takeuchi, there are two ways to share the tacit
knowledge:

FORM OF

SHARING EXAMPLE

CHALLENGES

Although thisis the most wide-

Socialisation

One colleague explains a pro-
cedure to another colleague
around the coffee machine.

ly used form of spreading best
practices, this form of sharing
Is not validated and can dis-
seminate bad practices.

Externalization

The possessor of the knawl-
edge prepares a manual for
use inside the organisation

It enables a validated dissemi-
nation of good practices, but
the possessaors of the knowl-
edge do not see the prepara-
tion of the manuals as a part
of their duties, so there will be
many barriers to the creation
of manuals with quality.
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Opportunities , Continued

Conjugating
Socialisation
and
Externalization

Social networks

Examples of
usage of Social
Networks

By nature, tacit knowledge needs to be shared and that sharing happens
every day in any organisation, basically through socialisation, which
makes the arganisational knowledge volatile and very dependent on the
continuation of certain persons in the organisation.

The ideal would be the conjugation of socialisation and externalization in
a form of sharing that would include in itself, the pleasure of socialisation
for the individuals and the advantages of capturing the knowledge of the
organisation that is obtained through externalization.

This happy union exists; it is called Informal Training and it permits
a continuous transfer of knowledge within the organisation.

Social netwaorks have always existed; what is new about them in the last
few years is their transposition to the online environment. Today we can
even say that there is a merger between online and offline.

New platforms such as Facebook, Twitter, Linkedin and YouTube have
facilitated the sharing of ideas, emotions, information and knowledge.

Although thesitesreferredtoareseenasarecreational extensionof our personalities,

we see mare and more examples that this idea is changing, such as:

o Groups dedicated to various themes are being created every day on
Facebook, with the goal of strengthening the knowledge of each of
their components.

o Twitterisan excellent way to reference the availability of new content
on a certain subject.

o On Linkedin, more and more users ask guestions that are answered
by others.

J On YouTube we find an unlimited amount of content with a didactic
nature.

However, to think that the impact of the social online networks is restricted
just to the creation of new platforms for the distribution of cantent is to
ignare the greatest change of all.

Never in the history of humanity have we been so interconnected and
never has the co-creation of content reached such a dimension; every day
we are creating content with our friends, colleagues or even strangers.

This change in attitude must be considered a turning point, and it is an
opportunity that we are impelled to take advantage of.
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Social Learning

KPM and Social
Learning

What is Social
Learning?

Why Social
Learning?

The theory
behind

Knowledge Pills Methodology is based on the Social Learning theory, be-
cause of that is important to understand the fundamentals of this learn-
ing theory.

Social learning is what it sounds like—learning with and from others. It
has been around for a long time and naturally occurs at conferences, in
groups, and among old friends in a café as easily as it does in classroom
exercises or among colleagues online who might have never met in per-
son.

We experience it when we go down the hall to ask a question and when
we post that same question on Twitter anticipating that someone will
respond.

Training often gives people solutions to problems already solved.
Collaboration addresses challenges no one has overcome before.

The social learning makes that immediate, enabling people to easily inter-
act with those with whom they share a workplace, a passion, a curiosity,
a skill, or a need.

A "social learning theory” was first put forward in 1954, standing on the
shoulders of John Dewey and drawing on the budding fields of sociolo-
gy, behaviour modification, and psychology applied to understanding and
changing conduct.

Ideas from social learning theory informed the thinking of later learning
theorists, including Albert Bandura who wrote in 1977: “Learning would
be exceedingly labarious, not to mention hazardous, if peaple had to rely
solely on the effects of their own actions to inform them what to do”.

Fortunately, most human behaviour is learned observationally through
modelling.”
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Social Learning , Continued

Social
constructivism

First approach
of social
constructivism

Today's needs

Social constructivism is the theory of knowledge that seems to best describe
how people learn together, whether in person or online.

When you engage with people, you build your own insight into what's being
discussed. Someone else's understanding complements yours, and together
you start to weave an informed interpretation.

Swiss psychologist Jean Piaget laid the groundwork for this approach by chal-
lenging the behaviourist notion popular in the 1950s that people were pas-
sive recipients of external stimuli that shaped how they behaved.

Instead, Piaget conducted many experiments to demonstrate that people are
active participants in their learning. They interpret what's around them based
on their unique current understanding of the world, and then they continually
modify their understanding as they encounter new information.

Piaget's discoveries eventually led to the concept and practice of discovery
learning for children and the use of role-play and simulation for adults. Active
participation is the key in both cases.

In a world of rapid change, we each need to garner as much useful informa-
tion as possible, sort through it in a way that meets our unigue circumstanc-
es, calibrate it with what we already know, and re-circulate it with others who
share our goals.

The new social learning leverages online communities, media sharing, mi-
crosharing, content collaboration, and immersive environments to introduce
people to ideas in quick bursts, when it suits their workflow, without a big
learning curve, and in a way that more closely mirrors how groups interact in
person.

Social constructivism has become timely because work has for so long fo-
cused on what's known. To triumph today, we must now understand new
information and complex concepts—what hasn't been known before and is
often more complicated than one person can figure out alone.

The 21% century mind is a collective mind where we access what we know
In our friends' and colleagues’ brains. Together we can be smarter and can
address ever more challenging problems. What we store in our heads may
not be as important as all that we can tap in our networks. Together we are
better.
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Formal and Informal Training

Formal training

Informal
training

Formal training is based on the use of traditional training techniques, with
a focus on the process that takes place in the training room, which is sup-
plemented with the creation of various didactic resources (manual, slides,
models, etc...).

As we have seen, formal training today has a vast set of limitations,
which become more evident at a time when the only constant we have
Is change.

Training in a classroom will certainly not disappear; it needs to be rein-
vented, specifically in three phases:

J Before the classroom training — There must be a levelling of the
knowledge of the participants before they enter the training room.

J During the classroom training — Emphasis must be given to the cre-
ation of an environment that is favourable to change, because the
ultimate goal of any training action should be to create conditions
for a positive change.

. Post-classroom training — The participants should take with them
the mativation for change and the support of didactic materials that
can aid them in an efficient manner.

It is not about choosing between formal and informal training; rather, itis
finding a balance between these two forms of training, according to the
training needs, the goals and the profile of the participants.

Informal training is every form of knowledge transfer that is a normal part
of a workday, non-systematised and without defined goals.

For example: A worker explains to his colleague how to do a certain inter-
nal procedure.
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Formal and Informal Training , Continued

Weight of
informal
training

4 Phases
of informal
training

Considering the definition of informal training, itis easy to see that informal
training is predominant in any organisation, and from this perspective, we
are all trainers, coaches and mentors.

Authors, such as Marc Rosenberg, go so far as to say that the weight of
informal training in the total training of any employee surpasses 90%.

This brings up an interesting point in the light of the Pareto principle:about
100% of the training budgets are allocated for a training component that
represents less than 10% of the training received by any one employee.

Thatis to say, if we invest in the creation of conditions for the existence of
quality informal training, we will have an impact on more than 90% of the
training process of our employees.

In the informal training process, we can say that there are 4 major
phases:

1. Need for knowledge—During the performance of a job, we reach a point
at which we cannot go on because we lack specific knowledge.

2. Transfer of knowledge — There is a colleague or friend who has this
knowledge and we resort to his help, and he explains to us the best
way to resolve our problem.

3. Application of the acquired knowledge — Because this is a pressing
need, we immediately apply the knowledge that was transferred.

4. Consolidation of the knowledge — \/hen we have completed the work,
thanks to this transfer of knowledge, we are satisfied and we create
the conditions for consolidating this knowledge the another person
had, assimilating it as ours.
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Formal and Informal Training , Continued

Limitations The process described above appears to be simple, effective and surely all
of informal professionals try it out periodically, although it has some limitations:
training

o If there is too much availability to share knowledge on the part of
those who have It, a situation of dependency may arise, in which
those who do not have the knowledge have no incentive to consoli-
date it.

. If the transfer of knowledge is always made by resorting to sociali-
sation, that is, without creating any type of content that could be
useful for the next time or for other persons, one runs the risk of
repeating the process needlessly.

. If those who have the knowledge feel that they are a sort of "brain in
continuous out-sourcing”, they will lose some of their motivation for
sharing knowledge.

J Justas the one whois unknowledgeable consalidates his new knowl-
edge through the satisfaction gained from successfully completing
a task, the knowledgeable person also gains satisfaction if he feels
that he is contributing to a positive change that has transverse ef-
fects in the organisation and not just a momentary effect on an in-
dividual.

Knowledge Pill It becomes necessary to create a tool that enables the capturing of tacit
knowledge in the organisation, placing it at the disposal of all the employ-
ees.

This tool is the Knowledge Pill, a small unit of explicit knowledge in a mul-
timedia format to be used from the "just-in-time" training perspective.

The idea underlying the name Knowledge Pill is that, like pills we take for
the immediate relief of some state of illness, Knowledge Pills enable the
user to immediately overcome a situation in which there was a lack of
knowledge that needed to be supplied immediately.
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Formal and Informal Training , Continued

Key elements of As already mentioned, a Knowledge Pill is a piece of knowledge packed
Knowledge Pills in multimedia format and made available to everybody that needs it, but
some key elements should be respected:

J The use of multimedia format.

o Simplicity, easy to create and to distribute.

J Short, the average Knowledge Pill should not take more than 3 min-
utes to watch.

e The person who has the tacit knowledge should be directly in-
volved.

e  There should be management support for the use of this method-
ology, so people in charge of knowledge management, human re-
sources and training should be involved.

Advantages of The main advantages of using Knowledge Pills in organisations are:
Knowledge Pills
. It facilitates know-how.
It transforms each employee into a training agent inside the organi-
sation to which he belongs.
It enables the designing of training tailored to the needs of a duty.
It consolidates the knowledge already existing in the organisation.
It avoids the permanent repetition of informal training processes.
It reduces the costs of traditional training.
It enables the training of employees, customers and partners.
It enables having training when it is necessary and as many times as
It Is necessary.
People learn better by seeing than they do by reading.
J It is particularly effective in environments where there is a rotation
of personnel.
J No previous knowledge is necessary to be trained through the use of
this method.
e  The speed of training content creation is unbeatable.

WWW.EDUPILLS.EU




Vs

Knowledge
3 pills

Knowledge Pill Formats

Possible
formats

Choice of format

Audio

Audio: example
of use

Video

There are various possible farmats for Knowledge Pills:

° Audio.
° Video.
° Multimedia Presentation.

The choice of a format will always depend on:

o The goals of the learning.

e  The profile of the learners.

o The moment at which the learners are most disposed to use the
Knowledge Pills.

o The equipment available for the use of the Knowledge Pills.

A Knowledge Pill can have the format of an mp3 (or other) audio file, ena-
bling more portable usage, because it can be listened to on small mp3
players, car radios and mobile phones.

It can be well suited for explaining the reason for a procedure and even the
steps of the procedure, if, for example, the listener has to do the various
steps while in movement.

The quality of the sound and the script have a fundamental role in this
format.

An employee has to perform a substantial and ordered set of steps in a
safety procedure, which requires him to go to various points in a building.

The employee, with an mp3 player can listen to each of the steps and fol-
low them in the order given on the recording, eliminating the possibility of
misinterpreting a written text.

A Knowledge Pill can have the format of a video file (mp4, wmv, mpeg...).

This format is very well suited for cases in which the learner has to see
how to do a certain procedure, needing an explanation at each step.
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Knowledge Pill Formats , Continued

Video: example
of use

Multimedia
presentation

On a production line, the way to use the machines and tools is difficult to
explain in @ manual, and for that reason, most of the time the training is
given on the assembly line, with more experienced workers explaining the
procedures to be followed to other less experienced colleagues.

If this explanation is recorded using a video camera, we will have a teach-
Ing resource that is highly useful and that can serve as material for con-
sultation or even training of new employees.

A multimedia presentation can take many different formats:

J Slide presentation in Powerpoint — This can be a presentation with
narration, which may, or may not, include a video of the narrator.

o Screen capture — This is a form of presentation that enables the per-
formance of a set of steps using any computer application and ex-
plaining the steps as they are being performed.

For this type of multimedia presentation, various programmes can be used:
J Camtasia Studio (www.techsmith.com).

. Captivate (www.adobe.com).

. Camstudio (http://camstudio.org/).

J Wink (www.debugmode.com/wink/).

The files created can be video files (mp4, wmv, mpeg...) or flash, which
makes it easy to publish them on Web pages.

| 2t |

Avaliagao Escrita Individual [{{]

Duragdo: 2 horas (ver hordarios actualizados no
Moodle)

Com consulta (n&o inclui computadores ou
dispositivos moveis)

Ambito: Matéria dada por ambos os professores
Perguntas préticas
Respostas no méximo em meia pagina

Ndo responderei a questdes durante o avaliag@o

Sisemay do Informagba Filipe Catrer o

m—.—-ﬁﬁu

Example of slide presentation in Powerpoint using Camtasia Studio
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Multimedia In any office there are dozens of computer programmes that are used by

presentation: all or some of the employees; the level of use is not homogeneous, so that

example of use we have persons who master the programmes and others who are mas-
tered by the programmes.

The employees who are the most efficient in the use of such programmes
lose a lot of time explaining to others how to do certain operations or may
even end up having to do the tasks themselves.

The sharing of their knowledge is much more effective and lasting if at
the moment they share it, there is a recording of the steps they are doing,
because this can be made available later for consultation or for training of
other employees.

You Tllhe i | Pesquisar Navegar | Carregar

Publicar boletim Definicbes | Temas e cores Mddulos Videos e listas de reproducéo

Example of a Knowledge Pill using screen capture.
Available at www.youtube.com/InformalTraining
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Forms of Distribution

Open or Closed

Intranet

Internet

Extranet

We can say that there are two major forms of distribution of Knowledge
Pills, depending on the learners:

o Closed distribution — The content created is only available to the em-
ployees of the organisation.

o Open distribution — The content can be accessed by any person in-
side or outside the organisation.

The choice of the farm of distribution of the Knowledge Pills will depend
on whether we want the content being made available for access only by
persons within the organisation or if we see an advantage to having per-
sons outside the organisation be able to access the Knowledge Pills.

One of the advantages of the content being accessible to persons outside
the organisation is to be able to create a perception in the market that the
organisation is a leader in this field.

Whatever the form of distribution chosen, we can use different means of
distribution, which are described below.

The Intranet, by being a network that is accessible only to internal em-
ployees, is an optimal means of closed distribution for Knowledge Pills.

The Internet can be used for an open distribution, but it can also be used
for a closed distribution, by resorting to reserved areas.

The Extranet, by definition, is a private network of interlinked computers
that uses Internet protocols to share information between companies. It
Is almost always an extension of the Intranet, which requires the use of
passwords.

The Extranet enables the relationship with partners of the organisation,
being the ideal platform for training them.
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Forms of Distribution , Continued

Physical Given their versatility, Knowledge Pills can also use physical supports for
supports their distribution.

By physical supports, the following are meant:

Pen Drive.
CD-ROM.
DVD.
Memory Card.
Hard Drive.

The use of this type of support makes it possible to use other types of
equipment besides the computer, such as:

J DVD player.
e  Television.
o \/ideo projector.

Mobile Knowledge Pills can be used through mobile devices, such as:

IPod.

iIPhone.

iPad.

Tablets.

Portable DVD player.
Smartphones.

Devices of this type enable Knowledge Pills to be used in a very flexible
manner and in any environment, avoiding the need to resort to comput-
ers.

Social Learning With the emergence of online social networks, we can say that we are
facing a new reality that is enabling the creation of spaces of co-creation
and co-learning.

Platforms such as Facebook, Linkedin, Slideshare, YouTube, and Twitter
make it easy to share contents in closed or open groups.
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Knowledge Pills have a very broad target audience, because we can say that
any employee of any organisation can benefit from this methodology.

However, it is also possible to said that there are specific benefits, de-
pending on the individual's position in relation to the organisation.

The employees of an organisation may be creators and recipients of
Knowledge Pills, in this way enabling the creation of a genuine Learning
Organization.

When someone or another company is subcontracted, there is always the
risk of the subcontractor not understanding clearly what is required of
him because he is not steeped in the vision and mission of the company.

For example, to explain to a Web design company what changes need to
be made on the organisation’s site, the usual process is to hold a meeting
where notes are taken and an extensive e-mail is sent with the intention
of giving an exhaustive explanation of all the alterations.

Anyone who has been through a similar process knows very well that
there is an enormous margin for misunderstandings.

A Knowledge Pill in the format of a narrated screen capture sent to the
subcontractor can prevent misunderstandings, besides being produced
much more quickly.

One of the most common problems in the relationship with customers or
potential customers is to ensure that they clearly understand the poten-
tialities of the product and how to use it correctly.

Normally, the attempt is made to give written information that is as de-
tailed as possible, with the use of an occasional diagram to facilitate un-
derstanding. However, all of us as consumers know that this is not en-
tirely effective.

An organisation that adopts this methodology will certainly use Knowledge
Pills to relate to its customers, providing them with an excellent pre- and
post-sales service.
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Learners, Continued

Partners

Potential
investors

Partners are all those who relate to each other as an organisation; we are
talking about:

o Business partners.
J Suppliers.
o Other entities that have relations with the organisation.

Knowledge Pills can make a decisive contribution to a more fluid
relationship, with less potential for conflict.

Even potential investors can be better informed through Knowledge
Pills.

An investor does not analyse only the business plan of a company or
a project; he needs to have a good understanding of the applications of
the products and services of a company.

The problem is that this information is given in a format that forces the
investar to use his imagination to arrive at a conclusion, and it is not
possible to control his imagination.

Knowledge Pills can make it possible ta give better direction to the investor,
through an explanation and demanstration, available 24 hours a day and
the number of times that are necessary for a full understanding,
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Internal Applications

Examples
of internal
applications

An employee
coming from
outside training

Employee to
employee

Receiving of
new employees

New procedures

Knowledge Pills can be used in very diverse situations within the
organisations, for example:

J An employee coming from outside training.

Employee to employee.

Receiving of new employees.

New procedures.

An employee has received outside training on how to use a computer
programme. The knowledge acquired is useful for his team, and he
therefore produces a Knowledge Pill with the crucial aspects of the training
received.

An employee has to do a procedure every three months, and as he does
not master the procedure well, he always asks for the help of another
employee, who loses time every three months.

Thealternative is for the knowledgeable employee to produce a Knowledge
Pill that can be consulted by any employee whenever needed.

When a new employee arrives at a company, he is overwhelmed with
information that he is in no condition to absorb.

With Knowledge Pills, a new employee can measure out in doses the
information received in the amount that is necessary, in this way ensuring
the consolidation of the acquired knowledge.

In an arganisation new procedures for computer security are defined, and
the sendingout of the typical circulars has proven to be ineffective, because
the instructions cannot conveniently simulate the new procedures.

A Knowledge PIill that fully reproduces the procedure in the environment
the user is used to will prevent people from having alternative
Interpretations.
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External Applications

Examples
of external
applications

Pre-sales

Post-sales

For partners

Knowledge Pills can be used in the relationship with persons outside the
organisation:

° Pre-sales.
° Post-sales.
o For partners.

The potential customer needs to understand the usefulness and func-
tions of a product or service in order to make the decision to buy.

A Knowledge Pill can be created according to the specific information
needed by a potential customer, and it can be used by other potential
customers with similar needs.

To have customers who are satisfied with the products and services, it is
necessary for them to know how to use them in the best way.

Knowledge Pills can help customers in this use, creating an attractive and
efficient support that works 24 hours a day.

To avoid errors and needless wastes of time, the partners of a company
need to know the procedures for interacting with the company.

Knowledge Pills can prevent the need for many meetings to repeat the
procedures already defined previously.
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METHODOLOGY - KPM

Micro Skills

What are Micro
Skills?

Micro Skills in
Training

Types of Micro
Skills

Critical Micro
Skills

Transverse
Micro Skills

owledge

Micro Skills refers to all the small units of knowledge needed for the good
performance of a duty within an organisation.

These Micro Skills can be transferred to other employees through:
o Externalisation — Training actions and didactic resources,

J Socialisation — Colleagues explain to one another how to carry out
certain procedures.

The training duty in any organisation is fundamentally focused on the
creation of diverse skills.

In technical training, an attempt is made to group a set of Micro Skills into
training actions that last a minimum of a few hours, only as a question of
logistics, because it is easier in this way to get a group together in a room
in front of a trainer.

What we say in Knowledge Pills Methodology is that each person has his
own pace for internalising Micro Skills and that getting a group together
and inundating them with information merely for logistical reasons is not
effective.

The approach of this methodology is based on the detection of two types
of Micrao Skills in the organisations:

° Critical.
° Transverse.

Critical Micro Skills are considered to be those units of knowledge of great
importance to the good performance of a concrete duty.

Transverse Micro Skills are those units of knowledge reguired in a trans-
verse manner in the organisation and that are necessary for a good per-
formance of various duties.
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Micro Skills , Continued

Critical vs The big difference between critical and transverse Micro Skills has to do
Transverse with whom that Micro Skill is important to.

o Ifitis impartant only to the work of one person, we are talking about
a critical Micro Skill.
. If it is important for the work of several people inside the organiza-

tion who share the same type of work, we are talking about a trans-
verse Micro Skill.

No matter whether we are talking about a critical or a transverse Micro
Skill, the process of creation will be identical, the only difference perhaps
being in the way the Knowledge Pills created are disseminated:

J Critical Micro Skill - Dissemination will be directed more towards the
people wha need that skill.

e Transverse Micro Skill — Dissemination will be across the organiza-
tion.

Examples of The following table presents examples of critical and transverse Micro
Micro Skills  Skills:

MICRO SKILL TYPE
Do mailings using Microsoft Word Critical
Use collaborative programmes to schedule meetings Transverse
Correctly use a part on an assembly line Critical
Enter the record of documents on a workflow programme Transverse
Use a project management programme Critical
Communicate using a web-based platform Transverse
Correctly use a payment terminal Critical
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Phases of the Method

Training The Knowledge Pills Methodology will have distinct phases depending on
scenarios whether it is being applied by Internal or External Knowledge Mediators,
and we will therefore give special attention to each one of them.

External If the methodology is applied by External Knowledge Mediators, we will
Knowledge have the following phases:
Mediators

PHASE ACTION

Diagnosis:

1 o |dentify the subjects that the persons need to know but do not know.
e Select the knowledge that is the most relevant to the duties performed.
e Select the employees who have the tacit knowledge to be disseminated.

Creation of content:

e Creation of multimedia content.
e \/alidation of the content created.

Dissemination:

3 e Training sessions using the Knowledge Pills.
e Design and creation of an Organisational Knowledge Centre (Online and
Offline).

Assessment:

4 e Results of the assessment.
e Preparation of new relevant content.
e Expansion of the scope of the project.
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Phases of the Method, Continued

Internal If the methodology is applied by Internal Knowledge Mediators, we will
Knowledge have the following phases:
Mediators

ACTION

Preparation and Diagnosis:

Identify the potential Internal Knowledge Mediators.

Select the Internal Knowledge Mediators.

Train the Internal Knowledge Mediators.

Make the direct supervisors aware of the need to validate the Knowledge
Pills created by the Internal Knowledge Mediators.

Creation of content:

e Creation of the Knowledge Pills by the Internal Knowledge Mediators,
based on their own tacit knowledge.

o Validation of the Knowledge Pills by other employees of the organisation
with the same tacit knowledge or the ability to evaluate whether the
Knowledge Pills created correspond to the good practices that are to be
disseminated.

Dissemination:

3 e Using the possible technological supports (Intranet, Internet, DVD, CD,
etc...), creating an Organisational Knowledge Centre (OKC).
e Training and/or awareness actions for the use of the Knowledge Pills.

Assessment:

e Assessment of the application of the methodology, for which external

4 consultants may or may not be used.

e Expansion of the methodology to other areas of the arganisation, with
the goal of training other Knowledge Mediators and creating an ever
larger base.

The Regardless of whether Internal or External Knowledge Mediators are

Organisational used at the end of the process, we will have a very appreciable quantity of

Knowledge Knowledge Pills, and under normal circumstances, this quantity will tend
Centre (OKC) to grow exponentially.

It is therefore import to establish, depending on the support used, what
format the repository of the organisation’s knowledge will have, which we
call the Organisational Knowledge Centre (OKC).
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Phases of the Method, Continued

Features of Regardless of the support and the technology chosen, in order for this
Organisational Organisational Knowledge Centre to fulfil its mission, it must have the fol-
Knowledge lowing features:
Centre (OKC)

o Be accessible to all those it is intended for.

o Be accessible at the time and place it is justifiably needed. For exam-
ple, on an assembly line or at a workstation in an office.

o The Knowledge Pills must be classified in a way that makes search-
ing for them easy. That is:

—Allthe content created must have Tags to facilitate search for them
by internal and external search engines.

—The content must be organised in directories and sub-directories
that enable an easy search by subject.

—The form of classification must allow for growth to an infinite
number of Knowledge Pills.

o Under some circumstances, specifically when wishing to share
knowledge with persons outside the organisation (customers, sup-
pliers, partners, etc.) the Knowledge Pills must be easy to share us-
ing e-mail, instant messaging and online social networks (Facebook,
Twitter, Linkedin and others), having:

—Specific buttons for sharing content through the various social
networks.

—Direct link for e-mail and instant messaging.

—Code for uploading to Web pages.
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Benefits and Challenges

Advantages

This methodology has as its main advantages:

J It creates a rapid and accessible platform to capture and redistribute
the tacit knowledge of the employees of an organisation.

J It changes the attitude of the employees in relation to sharing know!-
edge, because it makes this a fast and easy task.

J It increases the level of the technological literacy of the employees,
through a more active use of technology.

J It reduces the costs for the area of training, while increasing its ef-
ficiency at the same time.

o It creates a Learning Organisation.

o It facilitates dialogue with all the external agents (customers, suppli-
ers and partners) who have a relationship with the organisation.

. It helps people with special learning difficulties.
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Benefits and Challenges , Continued

Barriers to Although this is @ method with proven efficiency that is easy to under-
implementation stand, there are many barriers to its implementation, which many times
have nothing to do with the methodology itself, but with structural issues

of the organisation and the attitudes of the people.

In the following table, we list the main visible and invisible barriers en-
countered in the implementation of this methodology in different organi-
sations and some possible solutions.

BARRIER

POSSIBLE SOLUTION

The resources for training may be reduced,
because this methodology needs fewer re-
sources. The power of training department is
reduced.

Make those in charge of training aware of the
fact that the power of a training department
comes from the results obtained and not from
the amount of human and material resources
managed.

The methodology is too innovative, because
we do not know other organisations that use
it

Make those in charge of training aware of the
competitive advantage represented by adopt-
ing an innovative methodology for sharing
knowledge.

The methodology has clear advantages for
large companies, but for SMEs, it is too com-
plex.

Give ademonstration to the heads of the com-
pany, showing the creation of a Knowledge
Pill

The employees that have relevant tacit knowl-
edge have little or no technological culture.

Propose using External Knowledge Mediators.

The tacit knowledge is disseminated through-
out many employees.

Propose the training of Internal Knowledge
Mediators and initial follow-up by external
consultants.

There is a lot of knowledge to be shared and
there is no clear vision about how this meth-
odology could help the organisation share it.

Propose moving ahead with a pilot action, se-
lecting an area of the arganisation in which
to work, resorting to External Knowledge
Mediators.

The use of multimedia requires a lot of re-
sources, in terms of manpower, materials and
time.

Give a demonstration of the creation of
a Knowledge Pill for the heads of the com-

pany.

The persons having tacit knowledge have dif-
ficulty in explaining what they know to a cam-
era or a microphone.

Propose using External Knowledge Mediators
to facilitate the process in the beginning, cre-
ating an atmosphere of recorded conversation
between the holders of tacit knowledge and
the External Knowledge Mediators.
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Framework

Who creates
the KP

General rules
for creating KPs

owledge

PILLS.

The Knowledge Pills can be created by anyone who has access to the
software, equipment and knowledge necessary for its creation.

However, under the scope of this methodology, we are going to consider
two types of Knowledge Pill creators:

J Internal Knowledge Mediators — Holders of tacit knowledge they will
capture using this methodology.

J External Knowledge Mediators — Consultants who will capture the
tacit knowledge of others using the KPM.

A basic element of this methodology is its simplicity, so that the decision
on the technologies to be used should take this premise into account.

Knowledge Mediators, whether Internal or External, should test the
various technologies at their disposal before starting the actual work of
capturing tacit knowledge.

Agood priorunderstandingof the knowledge tobe disseminatedis the basis
for a successful implementation of this methodology in any organisation,
because it is very important to gain defenders of the methodology in the
first phase.

These defenders will be the drivers of an unstoppable process of change,
and they will not necessarily be part of the management staff.
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Framework, Continued

Typical content The typical content of a Knowledge Pill is composed of the following
parts:

o Title — A title should clearly identify the goal of the Knowledge PIill, so
that whoever reads it immediately understands whether this is the
content that is needed.

J A question - A question to be answered that can be introduced orally
or in a written format, and in some formats it is desirable to present
the two forms.

o A reply — The person who has the knowledge responds to the ques-
tion asked in a clear, direct and succinct manner.

o A list of credits — The relevant information about who produced and
supported the creation of the Knowledge Pill is given here.

o Tags — By tags, we mean key words that will enable a better search
of this type of multimedia content, so it is very important to define
them along with the created content.

Formats Within the scope of the Knowledge Pills Methodology, we will consider
considered three formats of Knowledge Pills:

° Audio.
° Video.
° Multimedia.
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Audio Knowledge Pills

Scope

Equipment

A Knowledge Pill can have the format of an mp3 (or other) audio file, ena-
bling more portable usage, because it can be listened to on small mp3
players, car radios and mobile phones.

This form can be well suited for explaining the reason for a procedure and
even the steps of the procedure, if, for example, the listener has to do the
various steps while on the move and have his hands and eyes free for the
task.

For the production of Knowledge Pills in audio format, various types of

equipment can be used:

J Microphone, connected to the computer with or without an external
sound card. The advantage of a microphone with its own sound card
s that it does not depend on the sound card of the computer, which
In many cases does not have the quality needed to record sound
through simple microphones.

o Computer for editing audio.

. Portable mp3 recorder, such as an iPod Nano.

Example of a Microphone with a sound card and a USB connection
www.plantronics.com
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Audio Knowledge Pills, Continued

Software There is a wide variety of software for editing audio, but for the sake of
simplicity, we will touch on two programmes:

. Audacity (http://audacity.sourceforge.net) — This is a free pro-
gramme with many possibilities for editing, and it is perfect for a
user who does not know much about editing audio.

. Camtasia Studio (www.techsmith.com/camtasia) — This is a video
editing programme (not free) that also allows the user to edit audio.
In this way, we only need one tool for various types of Knowledge
Pills.

The Process of The process of creating a Knowledge Pill in audio format passes through
Creation  the following phases:

Preparing the script.

Recording the content.

Validating,.

Editing the audio.

Final result.

U s wN =

Preparing the In the preparation of the script, there are two possibilities:
script

o When there are steps that are perfectly identified, it is better to pre-
pare a detailed script that is validated in advance before being read
and recorded.

J When the script is based on an interview with the knowledge holder
at his place of work, it is better to just clearly identify the goal of the
Knowledge Pill. We are going to consider this last case as the most
commonly used form in the scope of the KPM.

Recording the The form of the recording will depend on the option made in the previous
audio content phase:

J When the recording is made using a written document that has al-
ready been validated, a computer with a good microphone can be
used, or any other mp3 portable recording device.

o When the recording is made in the workplace, it may be more con-
venient to use a portable recording device to gather the audio from
the holder of the knowledge we want to capture.
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Audio Knowledge Pills, Continued

Validating After the audio has been gathered, its content should be validated even
before it is edited, because if the entire content is not validated, the re-
cording will have to be repeated. If there are only occasional problems, it
may be possible to resolve them during the editing.

Editing the audio For the editing of the audio, the audio editing programmes such as the
ones mentioned in the previous point will be used. The main work to be
done in this phase should be:

e  Toeliminate periods of silence at the start, in the middle and at the
end.

o To eliminate unnecessary content.

o To raise or lower the volume when necessary.

Cuts that are audible should be avoided, because they may give the lis-
tener the sensation that perhaps there was a skip in the steps to be per-
formed.

Ll I tll_l}j 18 J|J|_J LHA

View of audio editing using Audacity
(http://audacity.sourceforge.net)

Final result As a result of the foregoing phases, we will have Knowledge Pills in audio
files that can assume various formats, mp3 being the mast common, due
to its ease of use in multiple supports.

WWW.EDUPILLS.EU




Vs

Knowledge
3 pills

Audio Knowledge Pills, Continued

Tutorial Videos  Under this point, we give links to tutorial videos that may be useful in the
creation of Knowledge Pills in audio format.

GOAL OF THE VIDEO LINK

Making Podcasts with www.youtube.com/watch?v=IC3VZkfdgV8

Audacity
Introduction to www.youtube.com/watch?v=9w5L3gySlJI&feature=
Audacity related

Camtasia Studio www.techsmith.com/learn/camtasia/7/

Tutorials
Advice and In creating Knowledge Pills in audio format, the main precautions to take
precautions should be:

o To preserve quality when capturing the sound, paying special atten-
tion to the ambient sounds, moving away from sources of noise.

o To test the equipment and be sure you have extra batteries before
beginning the recording.

o To ensure a proper diction and that the person speaking into the
microphone does not speak too fast.

o To prevent nervousness on the part of the knowledge holder, by
creating a scenario of tranquil conversation in which the consultant
asks questions to the knowledge holder and he answers,

e  Tochecktosee if the quality of the sound is acceptable immediately
after the first recording, and if so, proceed with the other record-
Ings.

e Toreduce to a minimum the cuts in the editing; it is preferable to
repeat the whole recording than to leave it for the editing phase.

o Toensure that the validation of the content is always done by some-
one who was not directly involved in the creation of the Knowledge
Pills being validated.

e  Topreventloss of concentration in the listener, by limiting the dura-
tion of this type of Knowledge Pill to no more than 3 minutes.
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Video Knowledge Pills

Scope A Knowledge Pillin video is a video capture of the performance of a task or
of someaone sharing his/her knowledge.

This type of Knowledge Pill is extremely well-suited for three kinds of situ-
ations:

J When we want to capture each of the steps of a task, such as the
assembly of a piece of equipment, for example.

J When we want to capture the knowledge of someone with a lot of
experience. Someone giving advice on how to make an effective pub-
lic presentation would be an example.

o It can also be useful for motivating people to change, because they
can see the image of the person responsible for the project as he/
she explains each of the steps and the results to be obtained.

A video without narration or sound that has only subtitles can also be
considered as a Knowledge Pill in video format. This format, however, is
not a natural format. The effectiveness of this type of format comes from
the fact that it is very close to the reality of any human being.
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Video Knowledge Pills, Continued

Equipment For the production of Knowledge Pills in video format, various types of
equipment can be used:

. Video camera — There is a great variety of formats (HD, 3D), and the
choice of this type of equipment should always take into considera-
tion how the sound is going to be captured, which is the essential
element in a Knowledge Pill video.

o WebCam — This can be useful in giving a quick explanation of a pro-
cedure or sharing knowledge, but the quality of the image and the
sound may not be the best.

J Mobile phone with video function — The advantage of this type of
equipmentisits dissemination. At the moment we can say that they
are found in any part of the world, so that the capturing and sending
of video has become something very simple. The disadvantage may
be the quality of the image and especially sound.

o Photographic camera with video function — The dissemination of
these cameras is not quite as great as that of the mobile phones
with video function, but they generally have a somewhat better
quality and memory storage capacity.

o iPad — Also has the possibility of recording video.

J Computer for video editing — \/ith software for doing editing,

o Tripod — There are various sizes and formats and their purpose is to
facilitate obtaining a stable image, but there are video cameras on
the market now that ensure a very stable image even when filming
without a tripod. Small flexible tripods can also be used, which allow
the camera to be set up in any location.

J Microphone — Given the importance of sound in the production of
Knowledge Pills in video format, we will deal with this equipment in
greater detail in the following point.
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Microphone When necessary, we can go beyond the microphone that comes with the
equipment and use an external microphone, especially if we are recording
outdoors or we want to make wide angle shots that enable us to see the
movements made by the persons being filmed.

There are various types of microphones we can use:

o Directional — These are sometimes incorporated in the cameras, but
they can be a separate accessory. This type of microphone captures
the sound in the direction the camera is pointed, but it is not well
suited for distances greater than 2 to 3 metres, because it begins to
capture sounds in the background. It does, however, give the person
who is being filmed certain mobility.

o Wired — This type of microphone is connected to the camera and
placed next to the interviewees or even attached to their clothing,
The quality of sound is very good as background sounds are elimi-
nated, but it limits the mobility of the interviewees, which can create
complications when they have to perform tasks for the recording.

. Wireless — This type of microphone gives interviewees total mobil-
ity and enables the filming of wide angles and shoots that are not
directed towards the person speaking, because the camera can cap-
ture the sound through its receiver over a distance of over 10 me-
tres. There are two types of solutions:

- Adapted using traditional wireless microphones that are used in
conferences and that are connected directly to the camera through
the audio input port.

- There are video camera makers who already offer a wireless micro-
phone as an accessary. The following figure shows a microphone
that uses Bluetooth technology, which allows making recordings of
high quality at distances of up to 15 metres, even when filming out-
doors.

Example of a Sony wireless microphone that uses Bluetooth technology
(www.sony.com)
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Software Normally Webcams, cameras and video cameras come with software fur-
nished by their manufacturer for editing video and for conversion of files
into formats that allow them to be edited by other programmes that are
more suitable for video editing.

There is a wide variety of software for editing video, but for the sake of
simplicity, we will touch on three programmes that are accessible to any
user:

. Windows Live Movie Maker (www.microsoft.com)—This programme
Is aimed at users of Windows applications and offers the possibility
of quick and very intuitive editing of video content, permitting the
user to do the following, for example:

- Record content directly from the Webcam.

- Add a title and list of credits

- Cut portions of the video.

- Create automatic films.

- Record to multiple supports, DVD, disc, mobile devices, YouTube.

. iMovie (www.apple.com): This programme has the same functions
as the previous one, but it is more sophisticated, as is habitual with
these types of programmes that work on the Apple operating sys-
tem.

e  Camtasia Studio (www.techsmith.com/camtasia): This video editing
programme (not free) is a tool that can be used for various types of
Knowledge Pills, and besides having the usual functions found on
video editing programmes, it enables the user to create files in vari-
ous formats and easily integrate them into Web pages.

The Process of  The process of creating a Knowledge Pill in video format passes through
Creation the following phases:

Preparing the script.

Choosing the location and clothing.

Recording the video.

Validating,.

Editing the video.

Final result.

U WN =
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Preparing the
script

Choosing the
location and
clothing

To make the process quicker and simpler, the script should not follow the
filmmakers’ model, because we are not working with professional actors,
but with professionals who are used to sharing their knowledge.

For this reason, the script should be limited to the questions that are to be
answered and preferably, one video should be made for each question.

However, these questions should be validated in advance by the persons
In charge of the organisation to be certain that the content being created
s in line with the goals of the organisation and that the right people are
being interviewed.

The location and clothing are important logistical questions because of
the following factors:

La localizacion puede ser la misma en la que se ejecutan las operaciones
gue se han de capturar en video.

. Si la localizacion no constituye una cuestion fundamental, se puede
elegir una localizacion con buenas condiciones de iluminacion, con
poco ruido de fondo y con un fondo que no distraiga la atencion de
las personas que vean el video.

J Por lo que respecta a la vestimenta, esta puede resultar importante
para reforzar el mensaje; es decir:

- Siel video es de un técnico de la empresa que explica las funciones
de un producto, sera mas interesante que el técnico vaya vestido en
su ropa de trabajo

- Por otra parte, si se trata de un administrador que explica los
avances de un proyecto de cambio, tendria mas sentido elegir una
vestimenta mas formal.
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Recording the
video

For the recording of a video, a location with good lighting and no back-
ground noise should be chosen. Care should be taken to avoid placing the
knowledge holder in a position of speaking directly into the camera.

The easiest way to create a Knowledge Pill in video format is for the con-
sultant to ask questions of the knowledge holder in the format of an in-
formal conversation. Care should be taken to be slightly turned to one side
In relation to the camera, so that expressions and body movements can
be seen.

Example of recording a Knowledge Pill on video based on a model of
informal conversation, using a wireless microphone (see arrow)
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Conversation This conversation can take place in the format shown in the following fig-
model ure, thatis, face-to-face (seated or standing), with the camera placed over
the shoulder of the interviewer and focused on the interviewee, so that

the interviewer does not appear in the image.

Example of recording a Knowledge Pill on video using a model of
informal conversation with the camera positioned over the shoulder of
the interviewer

Note that the interviewee will tend to speak to the interviewer, thus

avoiding the habitual constraint people feel when speaking directly into
a camera.

Validating Even before starting on the edition of the content created, these should
be validated by third parties not directly involved in their production, to be
certain that the content corresponds to the correct practices.
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Editing the
video

The editing of the video uses the video recordings that have been vali-
dated:

Cutting out periods of silence and portions having no connection
with the content.

o Adding titles, logos and other mandatory references.
J Raising or lowering the volume.
o Reducing background noise.
J Inserting subtitles and call-outs (arrows, text balloons) that facili-
tate the use of this type of content.
O R O v | s
- I eies " Bohes Wi kil e -
Ha

4l L | 2

ARCHATEC |

View of video auditing using Windows Live Movie Maker
(www.microsoft.com)
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Final result Depending on the programme for editing video that is used, we will have
files of different formats:

WMV — Windows Media Video.
MP4/FLV/SWF — Flash Outputs.

MOV — QuickTime Movie.

AVI - Audio Video Interleave video file.

M4V —iPaod, iIPhone, iTunes compatible video.
RM — RealMedia streaming video.

GIF —animation file.

Normally the programmes for editing video have help files that offer a choice
of the type of support for which the video file is best suited, that is:

DVD.

CD.

Mobile devices, iPod, iPhone, IPAD and others.
YouTube.

Hard Drive.

Web.

This versatility of formats makes it possible to view Knowledge Pills on
video in a variety of supports, enabling them to be viewed even when the
target audience does not have access to the Internet, because what is
important is that the target audience be able to watch this content where
and when they need them.

Tutorial Under this point, we give links to tutorial videos that may be useful in the
Videos creation of Knowledge Pills in video format.

GOAL OF THE VIDEO ENLACE

Introduction to
Windows Live Movie http://www.youtube.com/watch?v=94lYVLPBXpg
Maker

http://www.youtube.com/watch?v=0pOAIPQWhuA

iMovie Functionalities Rfeature=fuer

Camtasia Studio

. www.techsmith.com/learn/camtasia/7/
Tutorialss
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Advice and
precautions

Caring about
sound

Caring about
preparation

In creating Knowledge Pills in video format, the main precautions to take
should be with:

Sound.

Preparation.
Capturing the image.
Editing.

In creating Knowledge Pills in video format, the main precautions with the
sound should be:

To preserve quality when capturing the sound, paying special atten-
tion to the ambient sounds, moving away from sources of noise and
locations that echo.

When wireless microphones are used, one must check to see that
the range of the receptor installed in the camera is not exceeded and
that the camera is not capturing the sound of its own microphaone,
as well.

To ensure that the microphone is well positioned and does not move
whenever the interviewee moves.

In creating Knowledge Pills in video format, the main precautions with the
preparation of video should be:

To test the equipment and be sure there are extra batteries for the
equipment being used before beginning the recording.

To choose a location with good lighting, preferably with natural light.
In the event there is no other alternative for the location, a light
source should be used, which may be a powerful lamp or even a pro-
jector.

Before beginning the filming, a check should be made to see that
that there are no shadows that cover part of the faces of the per-
sons participating in the video.

From the outset, a check should be made to see if there are ele-
ments that would create a distraction, for example:

- Clothing that is not in line with the goal of the video, such as comic
ties, for example.

- Backgrounds with well-defined images and/or movement, or even
live images with passing cars and pedestrians.

- Presentations or posters that are too visible.
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Caring about In creating Knowledge Pills in video format, the main precautions with
capturing the capturing image should be:
image

o Whenever possible, a tripod should be used to prevent shaking or
sudden changes in the plane of view, which cause distractions.

o To ensure a proper diction and that the person speaking into the
microphone does not speak too fast.

o To use the widest possible angle of view, in order to present a gener-
al view of the non-verbal language of the participants in the video.

o The use of zoom should be kept to an absolute minimum, but it can
be very useful when we want to show a detail of a document, piece
of equipment, part, etc.

e To prevent nervousness on the part of the knowledge holder, by
creating a scenario of tranquil conversation in which the consultant
asks questions of the knowledge holder.

o To check to see if the guality of the sound is acceptable immediately
after the first recording, and if so, proceed with the other record-
Ings.

Caring about In creating Knowledge Pills in video format, the main precautions with the
editing editing should be:

o To reduce to a minimum the cuts in the editing; it is preferable to
repeat the whole recording than to leave it for the editing phase.

o Toensure that the validation of the content is always done by some-
one who was not directly involved in the creation of the Knowledge
Pills being validated.

e Topreventloss of concentration in the listener, by limiting the dura-
tion of this type of Knowledge Pill to no more than 5 minutes.

e  Thefile format should allow the videos to be properly viewed on the
selected supports.
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Knowledge Pills

There are two types of Knowledge Pills in multimedia format:

J Recording of the presentation in Powerpoint.
o Screen capture,

The recording of a presentation in Powerpoint is basically a set of
Powerpoint slides, which are narrated and to which a video of the pre-
senter can also be added.

This type of Knowledge Pill may be very useful, specifically in the following
cases:

o To present a theoretical framework.

J If you want the target audience to be able to see it as many times as
needed.

J When presentations are made and there are members of the target
audience who are absent and who need to see the presentation to
be able to continue their learning.

Screen capture is the recording of a navigation in any application, with
narration (with or without video from the presenter).

This type of Knowledge Pill may be very useful, specifically in the following
cases:

In explaining procedures to be used in any computer programme.

In presenting the functionalities of a programme.

To explain alterations to be made at a site.

To make clear to a customer what the process is for inserting data
on a certain site.
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Equipment For the production of Knowledge Pills in multimedia format, the following
equipment can be used:

Software

Process of
creating a
Powerpoint
presentation

Computer — To capture images (Powerpoint or screen) and edit
them.

Microphone — Connected to the computer with an external sound
card or not. The advantage of a microphone with a sound card in-
cluded is that it does not depend on the computer sound card, which
In many cases does not have the quality needed to record sound
using simple microphones.

Webcam — when you wish to capture images of the presenter to
insert in the Knowledge PIill.

For the creation of Knowledge Pills in multimedia format, various types of
software can be used, such as:

Camtasia Studio (www.techsmith.com).
Captivate (www.adobe.com).
Camstudio (http://camstudio.org/).
Wink (www.debugmode.com/wink/).

The process of creating a Knowledge Pill in multimedia format in a
Powerpoint presentation passes through the following phases:

m DESCRIPTION

Create presentation in Powerpoint, keeping in mind that it will be a presen-
tation with narration.

Use one of the software programmes listed to narrate the presentation,
with video of the narrator included or not.

3 Edit the content created so that it can be used on the selected support.
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Process of The process of creating a Knowledge Pill in multimedia format as a screen
creation of capture passes through the following phases:
screen capture

DESCRIPTION

1 Define the process that you wish to record.

Open the programmes that you intend to record to avoid wasting time wait-
ing for the programmes to open.

3 Record and narrate the steps that you wish to share.

Edit the content by performing the following tasks:

e Eliminate periods of silence and unnecessary content.

e Place subtitles and call-outs.

e [f the programme allows it, add zoom in and zoom out in cases where this
is relevant.

Add titles and list of credits.

Add a watermark to guarantee that the content produced is not able to be
used by other entities.

Record the files so that they can be used on the selected supports.

Tutorial Videos  Under this point, we give links to tutorial videos that may be useful in the
creation of Knowledge Pills in multimedia format.

GOAL OF THE VIDEO

Camtasia Studio

. www.techsmith.com/learn/camtasia/7/
Tutorials

Adobe Captivate

Channel www.youtube.com/user/adobecaptivate

Introduction to

S
Camstudio www.youtube.com/watch?v=Kiug3H3c4gk

www.youtube.com/watch?v=Ta1VnYOyxas&feature

Introduction to Wink
=related
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Advice and In creating Knowledge Pills in multimedia format, the main precautions to
precautions take should be:

o The sound should be clear and very audible.

e The use of a video of the narrator should be made only when it is
strictly necessary, to avoid large files and unnecessary distractions.

o All the written texts should take into consideration the fact that the
Knowledge Pills will not always be viewed in full screen and that the
screen may vary from an iPod to a projection screen.

o Befare starting the recording, have a very clear idea of what you
want to explain, why, and who it is intended for.

o To reduce to a minimum the cuts in the editing; it is preferable to
repeat the whale recording than to leave it for the editing,

o Toensure that the validation of the content is always done by some-
one who was not directly involved in the creation of the Knowledge
Pills being validated.

e  Topreventloss of concentration in the listener, by limiting the dura-
tion of this type of Knowledge Pill to no more than 5 minutes.

e  Thefile format should allow the videos to be properly viewed on the
selected supports.
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DISTRIBUTION SOLUTIONS

owledge

Framework

How to reach In choosing the form of distribution of Knowledge Pills, various questions
those who need must be considered, such as:
the knowledge
. Does the content created have any degree of confidentiality?
J Does the target audience have access to computers in their work-
place?
J Does the target audience have to watch the Knowledge Pills while
on the move?

Target audience The target audiences for the Knowledge Pills may be highly differentiated,
but for the purposes of distribution, we will consider two main types:

o Inside the organisation — Such as workers, but also customers, sup-
pliers, partners and potential investors, when dealing with informa-
tion with some degree of confidentiality.

J Outside the organisation — Customers in the first place, but also sup-
pliers, partners and potential investors, when dealing with informa-
tion with no degree of confidentiality.

Forms of For each of the target audiences identified, we have to guarantee that
Communication the following conditions are met in relation to the content made available
through the Knowledge Pills:

o It should be accessible at the moment it is needed.

J It should be made available through the support that is most suited
to the possibilities of use by each of the target audiences.

o It should be accessible at the location most suited for its use, either

a fixed or mobile location.
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For Inside the Organisations

Framework

Intranet

Extranet

Reserved area
on a site

The following are the main channels of distribution for Knowledge Pills,
when the content created by this methodology is aimed towards internal
audiences or to external audiences when the content has some degree of
confidentiality.

The Intranet is a private network of interconnected computers, restricted
to just one entity, based on a Web platform, and it is very well suited for
the creation of an Organisational Knowledge Centre (OKC).

In this area, all the employees can share their knowledge with other em-
ployees in a secure and centralised form, at the same time enabling a
quick validation of the content created.

The Extranet is a private network of interlinked computers that uses
Internet protocols to share information between companies.

It is almost always an extension of the Intranet, which requires the use of
passwords.

This type of platform is very appropriate when you wish to share content
with entities outside the organisation (customers, suppliers, partners), but
whose access to information has some reservations.

Areserved area on a siteis a private area on a public site, for which the use
of passwords is always necessary to gain access.

Toacertain degree, areserved area on a site is a kind of simplified Intranet
or Extranet, so that what was said for those two types of platforms also
applies to this case.
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Physical
supports

Google docs

By physical supports, the following are meant:

Pen Drive.
CD-ROM.,
DVD.
Memory Card,
Hard Drive.

This type of support makes installation possible in the workplace, specifi-
cally on:

o Computers.
J DVD players, fixed or portable.
e  Televisions, when using multimedia external hard drives.

When we want a Knowledge PIill to be accessible only to certain author-
Ised persans, regardless of the software used or their location in the world,
Google docs is the right platform.

All that is required is an account on Google (having Gmail is not necessary)
to be able to place videos and then make them available to the persons
you wish, thus ensuring that the videos are not accessible to the general
public.

a )

Google docs

@ como Utilizar Dropbox.mp4

R —

L-".r Fl
> ‘D.I 0:00/ 4:04 380p = ::

Example of a video made available through Google docs
www.docs.google.com
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Dropbox Dropbox is a service for the storage of files. It is based on the concept of
cloud computing.

The company that developed the platform makes available enormous and
powerful servers that are able to store the files of its customers from all
around the world. Once the files have been duly copied onto the servers
of the company, they will be accessible from any location with Internet
access.

The files may be synchronised between various computers that have
Dropbox installed and the Web server, which acts as a backup copy.

The service offers up to 2Gb of free storage.
Given its simplicity, this can be a very useful tool in making Knowledge

Pills available in a format that enables fast sharing with duly identified
persons, through their e-mail address.

i © ™
« Dropbox
&% Get Started Files = (O Events g Sharing & Help
% Dropbox » [® Public
4 Sea our Dropbao # Upload | g New folder | [ Show deleted files | More ¥
File Name » Size Modified
% Parent folder
K How to use the Public folder.rtf 1.05kB 4.-’1[-'20105:23?&

Partial view of the Web interface of the Dropbox service
(www.dropbox.com)
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Framework

Site

YouTube

The following are the main channels of distribution for Knowledge Pills,
when the content created by this methodology is aimed towards external
audiences or to internal audiences when the content has no degree of
confidentiality.

The placement of Knowledge Pills can be very useful in situations such as
these:

Providing information on how products work.

Presenting new ideas and concepts.

Helping external entities use the functionalities of the site itself,
such as forms.

YouTube is, without a doubt, the largest multimedia platform available to
any person with a computer, portable device or television set up for the
purpose.

One of the facilities of YouTube is the possibility of creating a channel to
bring together a set of videos by the same author.

This is a very interesting platform when you wish to make videos available
to the general public, as the videos can be stored on YouTube and also
made available through sites, blogs or social networks.

(Pumbolelkn | | Definigbes = Temas e cores | Modulos  Videos e listas de reprodugio | \
Edt View Fomst Inwet Tools Form(d) Help
- bl ® A B0 meE[E [ [l
Impont e ] r Data da adigio ¥ | Os mais vistos | Os melhor
Open - Date and timw
1% Cronte 5 copy 2301 5PM, 2501 My recipe of

Mayonnaise in less
170 visuslizagdes - ha 1
ang

Using Informal
Training in Crisis
233 visuslizagSes - hé 1
ang

Expont » cov Shedt Only  f—— Example of
Briva s Knowledge Pills
{5 niei Sheet Only 311 visualizades - hié 2
angs

How to Cut Costs and
flective

Have E
l' (l)| 0:00/ 5:46 B | 524 visualizages - hi 2
s 732 JIFEEH
Case Study Using

Informal Training
183 visuslizagdes - ha 2
ancs

Example of Knowledge Pills
De: InformaiTraining | 7 de Jan de 2009 | 211 visualizagdes

1
1%
15
"l ]
= S :

Example of the Informal Training channel on YouTube
(www.youtube.com/InformalTraining)
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Vimeo \/imeo is an alternative platform to YouTube and can be used in the same
way, because its functionalities are very similar.

The great competition between YouTube and services such as \/imeo cen-
tres on factors such as the compression and the quality of the videos
after they are loaded.

vimeo

Your videos

2 Uploaded / 0 Other Credits / 2 Total

Videos 1-2 of 2

Show me | newest w | wvideos in | thumbnail +  format Search thase videos

Here are all your videos on Vimeo. Choose
plosded” to view the videos you have uploaded

to Vimeo. Choose "Othar Credits” to see the

wideos that you are credited in by other users.

Wa recommand using the sort bar which allons
you to see your videos in different orders or
formats. If you are looking for a particulsr video
of yours, use the "search these videas” link.

Video de Boas-Vindas do Comentdrios as respostas  Advertisement
Coordenador Pedagogico do Exercicio Google -
J ths ag Ficheiro

Example of a channel on Vimeo
(www.vimeo.com)
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ITunes is an audio and video player developed by Apple to play and or-
ganise digital music, video files, and for the purchase of digital media files,
specifically podcasts and vodcasts.

The iTunes Store is the component of iTunes through which users can
buy and download digital media files into the programme itself. Note that
Podcasts and VVodcasts are free.

At the iTunes Store it is possible to place Podcasts and Vodcasts for free
distribution at no cost.

This is an interesting channel for distributing Knowledge Pills in any of the
formats considered (audio, video or multimedia), making it possible to use
them on various pieces of equipment:

o Computers.
° iPad.

o IPod.

o iIPhone.

Another advantage has to do with the subscription of content. By sub-
scribing to a Podcast or Vodcast channel, we begin receiving updated con-
tent whenever it is updated on the original site, making it useable on any
of the equipment mentioned.

e Podeasts  Audiobooks  ifunesU  Ping

Video Tips for Trainers

[ uvscrnaroo |

20000000 :

Example of a channel on iTunes Store (www.apple.com)
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Facebook Facebook is undoubtedly the largest online social network in the world,
with more that 700 million users; it is a meeting point and a place for so-
cial experimenting, thatis, Facebook is being transformed according to the
use made of it by each one of its users.

For these reasons, Facebook has become a space that is propitious for
sharing knowledge and is an example of a platform to support so-called
Social Learning.

The sharing of information on this platform may be done through two

options:

o Page — The page is equivalent to having a site within Facebook, using
a template and pre-defined functionalities. This option is visible to
everyone even if they are not a Facebook user.

J Group — The groups may be open, in which all Facebook users can
enter. Or closed, in which Facebook users who want to enter have to
receive authorisation from the administrator of the group.

The following functionalities are available on pages as well as in the

groups:

J Placement of messages on the mural.
o Video Sharing.

J Photo Sharing.

. Discussion Forum.

J Sharing Links

— T
Networking— Your Professional Survival Guide « + Uplosd Video || B Recoed
Video

NETWOHI(ING v

Example of Facebook page with available videos (http://www.fa-
cebook.com/pages/Networking-Your-Professional-Survival-
Guide/132242700123375)
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Yahoo Groups

Yahoo Groups is an evolution of a service that existed already in the 90s,
called Geocities, and we can say that it is the forerunner of the Social
Internet we have today.

Yahoo Groups allows users to create groups that are closed or open to the
participation of any person, having the following main functionalities:

Discussion Forum.
Chat.

Repository of files.
Sharing Links.
Surveys.

Calendar.

One interesting detail is that the messages placed on the forums are re-
ceived by all the group participants by e-mail, so that the participants do
not have to check for new messages on the online forum.

YAaHOO!, Groups = 1L |
= T
T ﬂt DAWARNHA 96€
gatamers - thseareafyahss tom | frou Owree - Ldel Hembershin Stan & Geoup | My Grawps
=]
I‘mlﬂ.ecmllleﬂqﬂ —) Sasech Sewrch | secanced  Stan Topic
IMPORTANTE: Comunidade Marketing Digital L
jhexistahbq os, s 4 soutis Higados & & n—— @
T Marketing » que procuram -
Promats Gestores de T1 » marketing, uni-vos! Vascencelos, Pedrs
\' gk R bt i sk riimiiesamii S o . y.
e mire o3 Gestores de Tl e - Sent G

View of a closed group on Yahoo Groups (www.yahoo.com)
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Google Groups Up until January 2011, Google Groups functioned in much the same way
as Yahoo Groups, but currently it serves only as discussion forums.

As is the case with Yahoo Groups, all the messages placed in the Google
Groups discussion forums are received by e-mail by all the members of
the group.

File sharing was transferred to Google docs and Google Sites.

Google Sites is a free service of Google that enables the creation of sites,
which can be personalised without the need to know HTML, and which
allows the sharing of content in open or closed form, for example through
the creation of an Intranet based on this service.

>

(C;O ( lglL“ grupos Pesquisa

Bem-vindo aos novos Foruns de discussdo Google

Os novos Fdruns de discussdo Google sdo uma forma melhorada de participar
em debates on-line.

Se tem comentarios a fazer, gostariamos de saber a sua opinifio

‘. t st ‘ Procurar

Todos os seus debates num Unico local

Esta a utilizar actualmente os novos Féruns

de discussdo Google como experiéncia por

predefinicdo. Clique aqui para voltar a utilizar

aversdo antiga, mas diga-nos o motvo pelo
qual estd a deixar de utilizar.

by Novo férum de
discussdo

Organize-se com favoritos e pastas, opte por acompanhar por e-mail e
localize rapidamente mensagens ndo lidas

Dé a sua opinido

Utilize a edigBo de texto formatado para per lizar as suas g
com tipos de letra, cores e imagens.

As pessoas sdo a esséncia dos debates

Utilize fotografias, pseuddnimos e traduges automaticas para partilhar as
suas ideias com o mundo.

~

View of the discussion forums on Google Groups

(www.google.com)

WWW.EDUPILLS.EU




Vs

Knowledge
3 pills

For Outside the Organisations, Continued

Livestream Livestream is a platform for disseminating video content in a 24-hr. tel-
evision channel format.

There are various functionalities available on Livestream that are very in-
teresting, such as:

Compiling and sorting of videos for anline broadcast.

Creation of programming schedules for the videos.

Personalisation of the channel with a logo.

Placing of written messages during the emission.

Interruption for live transmission, which can be recorded for broad-

casting at a later time.

J Possibility of sharing the link or the HTML code of the broadcast for
placing on a page.

J Promation and sharing of the broadcast through social networks.

o Chat available simultaneously with the broadcast.

J Widgets that can be added to the pages of sites to facilitate access

to the broadcasts.

Livestream Your Events

chat | W TR
) Il 1 viEewen 00 share - B I UNR LoGin # © L
L
Share this Channel ke | [ Be the frst of your friends to e this.

Example of the Informal Training TV on Livestream
(http://livestre.am/Gbz)
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For Outside the Organisations, Continued

Ustream Ustream is a service for making content available in an online channel
format, very similar to Livestream, having similar functionalities.

For these reasons, we can say that both Livestream and Ustream are
good options when we wish to make content available online in continu-
ous video format, 24 hours a day, 7 days a week.

On Air News Fets & Animals Entertainment Sponts lusic Gamany Education Spirituslity Morz

f
P D

TRPFORTLIGA e
wvrw. fiytap.com
de bragos abertos ﬂ

O o Socisi Svesm = A Pz e
E Filipe Carrera
fiipecarers | @ Jow crows o Twset 0 e A8 Pop ot g e

Chect-n 19 join The Chat and v jour Tiesos

“‘Li Caitlin Best. Show. Ever. Period

r'l‘ Erica | could watch this all day.

m

s’l‘ Kelsey Do you have any dogs?
B ' Have you seen the Shiba Inu
puppies?

r-l‘ Katie Hahaha, that was really funny.

‘{ﬂ\ Ern E' "f.l'.-s is really cool

o Off Air &) B} shae W =
Channel Info Honors Embed Flag

Filipe Carrera 1views “ P

e bragos sbevics wwrw. fiytap.com
Recent Videos Viagens a partir de 15 de Setambro 2011

Prog de o £ wohta com todas = toan inchuides. Aartidas de

Example of a channel on Ustream
(www.ustream.tv)
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In the following points we present various success stories in the applica-
tion of Knowledge Pills Methodology.

The cases chosen were implemented in different types of organisations,
such as:

A large Portuguese company.

A world-wide Non-Governmental Organisation.
A Portuguese governmental agency.

A Portuguese university.

The cases presented were chosen for the following generic reasons:

They are organisations of differing scopes and cultures.

Their stakeholders are very diversified.

The needs of each of the organisations are completely different.
They involve aspects of internal and external communication.
The persons they are intended for are very diversified.

Allthe cases presented were begun and concluded between 2008and 2011,
but their results, Continued to have repercussions for various years.
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Collaborative Problems

Type of This is one of the largest Portuguese companies, with branch offices in

Organisation

Challenge

various countries around the world.

This company has thousands of employees distributed throughout vari-
ous production units.

This company made large investments in equipment, software and train-
Ing with the goal of creating a genuine collaborative atmosphere between
its employees, through collaborative tools to support:

Project management.

Workflow.

Management of calendar and meetings.
Specific business support applications.

Despite the volume of investment made, the situation did not improve
due to the failure to use or the poor use of collaborative tools, some of
which had been created for the company.

Furthermore the collaborative tools used had been customised for the
company or had been even created internally, so that the setting up of
additional traditional training actions would be complicated, because the
knowledge about these tools was found only within the organisation.
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Collaborative Problems, Continued

Actions carried The following table gives a summary of the actions carried out:
out

STEP ACTION

Awareness-raising meeting with the heads of the human resources depart-
1 ment and with the internal customer, to demonstrate the suitability of the
Knowledge Pills Methodology to the needs of the company.

Identification by the company of about 30 procedures that are critical in the
2 use of collaborative tools that hindered the proper use of these tools, which
made this a source of lack of productivity.

Identification of the employees of the company having knowledge about
these tools.

Creation of Knowledge Pills, using the recording of the procedures within
4 the work environment of the employees. About 30 videos were created, one
for each of the procedures identified in step 2.

Validation of the content created by the other employees identified as hav-
ing the knowledge in step 3.

6 Publication of the Knowledge Pills created and placed on CD-ROM support.

Dissemination of the Knowledge Pills created through 15 training actions in
a classroom for 10 employees at a time. These actions were focused on the
reasons for the correct use of the collaborative tools, using the Knowledge
Pills created as an accessory.

The Knowledge Pills were made available on CD-ROM for all the participants
S] at the close of the training actions, so they could take them to their work-
stations.

Dissemination among employees. All the training action participants were
encouraged to share the Knowledge Pills with other colleagues. In general,
this is what happened, because their usefulness was immediately recog-
nised.

Assessment of the results of the project through meetings with the internal

q customer and reports on the training actions.

Results The implementation of the Knowledge Pills Methodology was a success,
and among the results we highlight the following:

J Over 10,000 euros/month in cost savings (considering only the 150
direct participants).

e  The employees began to share knowledge in a way they had never
done before.

J New employees receive better training in their integration.

o And training continues even without a trainer in the company.
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Capturing Our Best

Type of ThisisaNon-GovernmentalOrganisation,JCl—JuniorChamberinternational,

Organisation

Challenge

which is an organisation of young leaders and entrepreneurs between the
ages of 18 and 40.

JCl has about 200,000 members, distributed in 5,000 communities in over
120 countries.

JCI'is an organisation that has as one of it goals the personal and
professional development of its members, and therefore gives a lot of
attention to training, having developed a trainer certification programme,
which has more than 10,000 trainers.

In 2009, the persons in charge of training for JCI in Europe noted that
there was a very asymmetric distribution of certified trainers throughout
Europe, that is:

e  Trainers with the highest certifications were concentrated in only a
few countries.

e Trainers in the process of obtaining their certification had great
difficulty in finding other trainers they could use as mentors.

Thesedifficulties meant that the overwhelming majority of trainers did not
go forward in their certification process, and when they did, the process
was very slow, due to the lack of knowledge.

Furthermore, the trainers with the highest certifications were available
to help the less experienced trainers, but only at certain times of the year,
specifically at European and world conferences, which was obviously
insufficient.

WWW.EDUPILLS.EU




% Knowledge

23 Pills

Capturing Our Best, Continued

Actions carried The following table gives a summary of the actions carried out:

out

STEP ACTION
; Determine the areas of difficulty of the JCl trainers in Europe, both in the
certification process for trainers, as well as their development as trainers.
Decision on the format of the Knowledge Pills. In this case, it was decided
to interview the most experienced trainers in Europe during the European
2 : :
conference held Budapest, using for this purpose a video camera with a
wireless microphone.
Selection of content to be created in the two areas:
3 e (Certification programme.
e Skills and good practices in training.
Selection of certified trainers to be interviewed in the videos. This selection
4 . .
was made based on the content chosen in the previous paint.
5 Creation of videos of up to 3 minutes in length with over a dozen trainers
during the JCI European conference.
6 Publication of the videos created.
Distribution of the videos though various supports:
e Group created on Facebook (JCI TrainerTeam) to support the project.
e Channel on YouTube - Video Tips For Trainers (www.youtube.com/
7 VideoTipsforTrainers) .
e Podcast channel on iTunes - Video Tips for Trainers, in this way also al-
lowing access to videos created using iPod and iPhone.
o Twitter was also used to broadcast the uploading of videos on YouTube.
Due to the success attained among the European trainers and by request of
8 many non-European trainers, the scope of the project was expanded world-
wide.
9 After selecting new cantent and new trainers, more videos were produced,
this time at the JCI World Conference held in Tunisia.
0 The videos were published and distributed through the various channels

already established in step 7.
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Capturing Our Best, Continued

Results This was a project for capturing the tacit knowledge of the best trainers of
a world organisation, the success of which was far beyond expectations
and which meant its scope had to be expanded.

We highlight the following as the main results of the project:

J Increased motivation of the trainers to follow through on their path
towards certification of their competences.

o Rapid access to more than 50 videos with important content for any
trainer.

. Because the decision was made to place the videos on open channels,
this resulted in an improved image of JCl and even brought new
trainers to the organisation, as they recognised the quality of the
certification programme.

. Due to the use of iTunes, trainers located in certain areas of Africa,
Asia and Latin America had access to content they could download
and see on mobile devices, not being dependent on having conditions
for Internet access with video streaming capabilities.

=

ou TUI]E | s Pesquisar | | Mavegar = Caregar InformalTraining = = Terminar
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The Video Tips For
Trainers Project

103 visualizacles - ha 1 ano

How to Market
Trainings
22 visuakzaches - ha 1 ano

De Trouver du
Contenu pour la
33 visualzaches - ha 1 ano

Affaire & des
Participants

18 visualzaghes - ha 1 ano
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YouTube channel created by the project.
www.youtube.com/VideoTipsforTrainers
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A New Approach in Public Administration

Type of This is a governmental agency that deals with various persons and enti-
Organisation ties located not only in Portugal, but here and there around the world.

Challenge This agency received a financial grant to modernise its administrative
processes, specifically through the elimination of paper in its workflow.

Due to imperatives of the project, the change could not be gradual and
involved making various changes simultaneously, specifically:

Change of equipment,

Creation of a new Agency Portal.

Change of the Workflow programmes.

Creation of a virtual Single Counter to serve private individuals and
entities.

The structure composed of more than 150 persons who needed to:

. Be motivated for a change that had all the ingredients for turning
into chaos in its implementation.

J Know clearly how they were going to have to perform the processes
on the day the system changed.
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Knowledge

Actions carried The following table gives a summary of the actions carried out:
out

STEP ACTION

Meeting with the persons within the organisation responsible for the project
1 to determine the needs for the internal and external communication of the
project.

It was decided that the head of the project for the organisation should
make a video to explain to all the employees and stakeholders the following
points:

2 e Reasons for and objectives of the change.
e The most important actions to be carried out.
e |ntended results of the project.
3 The team of consultants responsible for the implementation of the process
of change was trained using Knowledge Pills.
4 Creation of Knowledge Pills directed toward the employees of the Agency.
5 Distribution of Knowledge Pills through the Intranet.

New Knowledge Pills are currently being prepared, for use by persons and
6 entities that have a relationship with this Agency through the Single Counter
created under the scope of this project.

Results This was a project of internal communication and simultaneous training
that had the following results:

o Greater motivation of the employees in the implementation of the
change, because there was a visible engagement of the hierarchy in
the project, who openly supported the project in a video.

J Due to having the Knowledge Pills as a resource, the employees had
fewer difficulties in the implementation of the change.

e  Theconsultantsin the technological area had fewer requests for help,
because the Knowledge Pills are always available on the Intranet.

e  The videos remain available to the new employees and current
employees that need them, regardless of the day of the week or the
hour of the day.
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This is the Instituto Superior de Economia e Gestao (Higher Institute of
Economyand Management), one of the mostwidely recognised institutions
for teaching Economy and Management.

The application of the methodology was made in some of the post-
graduate courses.

These courses have been very successful in the Portuguese market and
have been characterised by their innovative character in terms of content
and methodologies.

In the subject of e-Marketing, the intention is to give a perspective of the
impact of the digital media on traditional marketing, specifically in the
realm of multimedia.

Classroom time is clearly insufficient for the students to understand the
potentialities of using video in Digital Marketing,

The following table gives a summary of the actions carried out:

STEP ACTION

Launching of an activity for the students to create a 3-minute video about
1 a specific part of the material on the subject of e-Marketing. This work
counts towards the final classification of the students.

Production of videos by the students in several possible formats:
e Recording a short interview.

2 e Presentation of a topic in front of the camera.

e Recording a guided tour to a site, with narration.

e Presentation in Powerpoint with narration.

3 Publication of the videos and uploading to YouTube by the students.

L Showing of some of the videos and discussion on the challenges and ap-
plication of this type of content.

5 Insertion of the videos created in a Web TV to be available to current and

future students, as well as former students.
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University TV, Continued

Results As it has been a success up to the present time, this project is on-going
and it is foreseeable that it will be adopted in the next editions of post-
graduate courses.

Among the main results from the implementation of this methodology,
the following should be pointed out:

o The students believe that this type of work brings them closer to the
day-to-day experience of business communication.

o The content previously created by students helped the current
students not only to better understand the content of the material,
but also to help them produce their videos better, as an improvement
Is seen in the quality of the videos produced in each edition.

o The school, the courses, the subject, the professor and even the
students were promoted externally, specifically through the tags
associated with the videos created.

J Gradually, a repository is being created of knowledge given in the
classroom, but which was captured for the benefit of the creators
themselves, and for the professor and future students, as well.

0 11 1 viewen I SHARE ~ B 1 U N LoGiN # @ L

University Web TV at Livestream. www.livestream.com/iseg
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