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"Training on the Cheap"
Resource Guide

INTRODUCTION
There are endless resources for trainers on a budget. It has been our goal to create a list to get you started on your search. By no means is this list exhaustive. Use it to get started and you'll find more and more resources on your own. If those resources are helpful to you, pass it forward and share them with a colleague.

While we don't necessarily endorse any of the products or companies listed herein, hopefully the tips and ideas presented will help get you started and prod some of those creative ideas you already have hidden in your overwhelmed subconscious.

All of the links in this document were valid as of the time this document was compiled. Many URLs have been shortened using bit.ly for ease of use (in fact, you'll notice bit.ly is one of the resources listed).

We hope you find this information useful. Feel free to share it with others who may also find use from the information.
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Trainer Resources


	Management

	OpenELIVIS

(
PL., ^,;
	Open source E-Learning for business, content management

system, SCORM learning management system.

	Moodie

(tnoo =R '-
:)
	Open source web application that can be used to create

SCORM compliant online learning sites.

	Workforce Connections

(:)it.‑
	Free web-based content creation and management tools

(SCORM and X508 compliant).

	WiZiQ

(W R.i
.c
	Free website which can be used to conduct live online classes

(public or private). You can embed the live virtual classroom

on your blog or website. In addition, the site allows you to

create and administer online tests, upload content or link to

existing web assets, manage and group learners.

	
	

	ATutor

(at ttt
.ca)
	Open source web-based learning content management

system. Assemble, package and redistribute web-based

instructional content, import prepackaged content and

conduct courses online.

	
	

	Dokeos

(clok
r:~:s.c<-; s- })
	Open source online learning suite. Purports to provide all the

features needed for e-learning and blended learning

management: from authoring to reporting.

	
	

	TYPOS

(typo °.o ~;m)
	A free content management system framework.

	Drupal

(dr:.<
g)
	Open source content management platform allowing

individuals to publish, manage and organize a wide variety of

content on a website or intranet.

	
	

	Microsoft Excel
	You can use an Excel workbook to manage training. Keep a

spreadsheet of classes and the dates they have been offered, a

spreadsheet with an employee list and the classes/dates they

have attended. Track skills you want to train, training each

employee needs, training paths, skills assessments, etc. You'll

be surprised how powerful Excel can be for training

management, albeit labor intensive.
.

	Microsoft Access
	If you're good with databases, develop a training database.

Microsoft has a training database template at their website

that you can download and modify to fit your needs.


	Management

	SharePoint

nt

?,
	SharePoint has some out-of-the box functionality for training

management. Though imperfect, it does automate many

processes such as class registration and notification.

Take a look at SLK (SharePoint Learning Kit)

(~.3 t..I
' 't.
i.t
) and LG (Learning Gateway)

	
	

	
	(1
.14~;w
)to see if these plug-ins will work for your

needs.


	Survey Tools

	Zoomerang

(rA~
~,
~)
	Basic (free) service allows up to 30 questions per survey and

up to 100 responses per survey.

	Survey Monkey

(s;.~} . <<' .:.>,
.)
	Basic (free) services allows up to 10 questions per survey and

up to 100 responses per survey.

	SharePoint

)
	Use out of the box functionality to create surveys with no

question or response restrictions. Reporting is basic, but it

can compile and chart results.

	
	


	Web Con fete tieing

	Acrobat

(a :~'f='``. at,c(i

__)
	Collaborate on documents, meet live over the web and share

you screen, valid for up to 3 people, send files to others and

store files online.

	
	

	DimDim

(cliz~.zdiv
..;;€11)
	Useful for screensharing for up to 20 people. Fairly high

tech, make sure you have someone in house for

configuration.

	
	

	Yugma

(,~Z~,ri..€~c) i1'z )
	Free version allows you to instantly share your desktop

online with up to 20 attendees.

	
	


	In The Classroom
	

	Training Time

(hull is 3p.i.14)
	Ideas and issues for corporate and government trainers and

human resource managers.

	ILIA

(1~}:-.i'r...'.t~)
	The link to the right will take you directly to a list of 'White

Papers, Webinars, Peer to Peer issues and more related to

Training Programs at ILTA's website.

	
	

	TrainerBubble

(1)it..!
	Free energizers, icebreakers, PowerPoint games, quizzes,

quotes, team building exercises, training documents and

more!

	
	


	In The Classroom
	

	Trainers Warehouse

)i .1t°
t ..16
u)
	Tools, tips and toys for trainers. Subscribe to their monthly

email newsletter for monthly training tips delivered to your

Inbox.

	
	

	Sue's Training Resources

(bit ..
il)
	Links to lots of E-Learning resources, games, etc. Not all

links lead to free resources, but many do.

	Games
	Include a competitive game to review information or

stimulate sharing. For example, toward the end of a long

workshop, play Jeopardy or Trivial Pursuit with questions

related to the workshop topic.

Use cooperative games where the whole class works together

toward a target and rewards go to all who participate. For

example, make a "The Ladder of Learning" game show type

presentation layout. Use a question and answer format and

each correct answer takes you up another rung on the ladder,

an incorrect answer takes you back to the bottom. Create

"Safe rungs" at 5 question intervals , so you only actually fall

back to the previous safe rung. It gets folks playing together.

	KISS.r
	Keep it Simple, Short and relevant. Training sessions that are

short (an hour or less) and task focused will get the most

attendance. Focus on a single document type, a single task or

a single feature and teach only the basics of the topic. Use

actual firm documents, if possible. This helps users put the

information in context. Have a fictional company and a

database of fictional names, addresses and phone numbers.

Recycle an actual firm document using your fictional

information. Reuse that same information in all documents

you use for training.

When delivering these training sessions, explain the concept

of the task or feature, explain the steps involved,

demonstrate the steps, work through a guided exercise using

the steps and then assign an independent exercise using what

was taught.


	Rewards

	Rewards can inspire a fun atmosphere of competition. In the process you know the

information is being stored. It also encourages participation. It's amazing how you can get

people to participate when you throw in a little incentive! Learning is a fun process and in

the midst of competition, camaraderie and fun, concepts are understood. A word of caution,

don't spend too much. A little innovation in thought and pocket can go a long way!

	Certificates
	Create a PowerPoint or Publisher template that fits your

	
	firm's branding and issue certificates for participation,

competitions, accomplishments, testing, or certification. Be

careful not to overdo certificates, however, as they will

quickly lose their value.

	PTO, Jeans, Lunch
	Give away a jeans day, an extra PTO day or buy lunch for

those who have won a competition or received certification.

	Chocolate, Cookies
	Line them up like trophies. Those on a diet can decline or

give to a hungry person sitting next to them.

	Movie Hour
	Schedule one in the training room and invite participants

who have reached specified goals.

	Gift Certificates
	Check with local video and electronic game rental stores or

movie theatres. Sometimes you can get free rental coupons.

Be sure to tell the manager why you want the coupons. It's a

great marketing tool for them as well. Many cities also have

resources that sell Y2 price restaurant gift certificates (typically

via radio station web sites).

	Drawings
	Have a name drawing from everyone who attends class for a

month (names are entered in the drawing every time they

attend a class). Hold a drawing at the end of the month for

$25 cash or one of the gift certificates.

	Raffle Tickets
	Issue tickets for desired outcomes, such as attending class,

completing E-Learning lessons, taking online tests, assisting

peers, etc. Each month or each quarter, hold a drawing using

the reward of your choice.

	Buttons
	Purchase buttons and issue them as incentives. For instance,

each time someone passes a certification test they get 2

buttons; the first person to answer the following question

correctly gets 1 button; etc.). They can use their buttons to

"shop" for gift certificates and other goodies you have

purchased.


	Rewards

	Toys
	Even adults are motivated and encouraged to participate by

small toys and stickers. Go to the local party or dollar store.

Give little rewards that are tied to the topic or metaphor. For

example, in a workshop called "Taming the E-Mail Monster,"
have little finger puppets that fit on a pen. You'll be

surprised at how hard grown adults will work to earn one!

	Suckers
	Hand them out to anyone who asks or answers a question.

At the end of the workshop the person with the most

suckers (or sticks) gets an award (or star) for participation.

	Firm Branded Items
	Use small notepads or other company branded items in a

quiz competition.

	Bookmarks
	Find motivational quotes and cute clip art images. Put them

together and print bookmarks on colored stock paper, punch

a hole at the top and add curly ribbon to use as gimmicks

before rolling out a new program.


Learning for the Trainer

Access archived Webinars, Peer to Peer issues, Podcasts, Webcasts and White Papers. Use the Managers Knowledgebase to find links related to a particular area of interest.

Tons of free video demonstrations on all things Adobe.

Microsoft has really done a great job with its Office Online website. There is so much information here for trainers and learners alike. Pack a lunch and spend some time looking around to see all that Microsoft has to offer. Download demos, templates. Send links to users to self-paced training and other relevant content. Use bit.ly to shorten those long links and even track the links to see if users are visiting the sites you send them.
	Learning for the Trainer

	Bit.ly

L)
	Shorten long URLs that you email users for help and how-to

sites on the Internet or on the firm's intranet. Bit.ly even

allows you to track the links to see if users are actually

visiting the sites you send them.

	Professional Development
	Blogs, white papers, websites, webzines, free webinars and

social networking sites can be great resources for trainers.

You can find tons of information, tips, tricks and ideas to put

in your toolkit. There is an abundance of resources on the

Internet, we're listing a few here.

	Delicious

lc l
}=
	Setting up an account at Delicious is an absolute MUST.

You can bookmark all of the great sites you run across, tag

them and even share your bookmarks. Since Delicious is a

social bookmarking site, you can subscribe to your favorite

tags or add people to your network whose bookmarks you

want to see. Don't worry, you can mark some of your

bookmarks as private if you don't want to share them with

others. Install the bookmarking buttons in your browser to

make it easy to bookmark sites.

Bookmarks in Delicious are mobile, so you can access them

from any computer, any time, any where.

	
	

	Susan Boyd Associates

( usaa
(I.c:<>:-;:_)
	Many helpful articles, training checklists and analogies to use

for technical training.

	Tripwire Magazine

(t. ipw!i-e •r,Lgazlile.c o;,;
	Though technically for Web Developers and Designers,

you'll find lots of helpful tools to create e

newsletters and other "design related" tips for trainers. Other

similar sites are Web Resources Depot

: -6s1.r::s:)w- :esde <=t.. (i
) and Cats who Code

	
	

	
	

	
	


	Learning for the Trainer

	Legal Tech Blogs & Sites

Geek Law Blog

;.g(ill)
	There are many websites and blogs devoted to legal

technology. These are a great way to learn about other

software programs and stay current, or even one step ahead,

on legal technology issues. We're listing just a few.

	
	

	Dennis Kennedy
	

	Law.com > Legal

Technology
	

	L
.:<F
	

	Law Technology News

(iav;-t:c
x•~nc t
s,c:.)tl)
	

	Society of Legal Learning

Professionals

(lc j:allcarwnng r:et.)
Y.
	

	Professional Legal Trainers
	

	Group

(pit.
f:3
)
	

	
	

	Learning Blogs & Sites

Zaidlearn

(zaid.ie tr.n.blf)gspoteon )
	In addition to legal specific technology, you'll find blogs and

sites devoted to learning and training in general. We're listing

just a few.

	Jane's E-Learning Pick of the

Day

(at].t'1S llw:llt:.t
")
	

	The Masie Center

(tiltsi.e.corn)
	

	eLearning Guild

(etcar.nitigf?;Lt.IId.cotnl)
	

	
	

	WebEx

(wc bex.c oin,'~ reiJ set:- ila <r>)
	WebEx has many free webinars and recorded webinars. You

can view all recorded or upcoming events by Area of Interest

(such as Information Technology, Professional Development

and Training).

	
	


	Learning for the Trainer

	Microsoft E-Learning

Onicroso tcce
co-I)
	With My Learning you can personalize and plan your

learning path by products , experience and goals. Your

organization may have access to some of the Learning

Solutions through Software Assurance benefits. Additional

courses can be purchased.

	
	


	Social Networking

	You are doing yourself a terrible disservice if you aren't plugged in to the social networking

world. This is the best place for crowd-sourcing your projects, getting ideas, learning tips

and finding experts. In addition, you need to know all you can about these sites because you

WILL be asked!

	ILTA

(I It
',ct ===,r r;)
	You'll pick up the best tips and get FAST answers to your

most pressing questions via the discussion groups at ILTA.

	Linkedln

O.nt. cd
C~E}u
	

	
	Join some of the many training and legal related subgroups.

	Twitter

€ x°i.r:e3`c:oil
	Believe it or not, this is a great place to pick up valuable tips

and tidbits of information you can use in the classroom or

for training development.

	
	

	Delicious

(d lic ou;,, (,rz,)
	Social bookmarking site enabling you to save and tag

bookmarks you find interesting, subscribe to your favorite

tags to see what sites other users are bookmarking and add

people to your network and see what they're bookmarking.

	
	

	FaceBook

(facet .
I .cor?x)
	Yep, you just gotta do it!

	
	


Classroom Alternatives


	Blogs

	Create a blog to deliver trainin
	g information, share your views on learning and more.

	WordPress

(A. c?=., .: ,
t _)
	Features include: 3GB of storage space, free themes (or

customize your own CSS code to brand your blog), make

your blog public or private, integrated stats, ability to allow

(or disallow) commenting, topic tagging, add your blog to

your Linkedln profile (or link to your Linkedln profile).

	
	

	Blogger

( l(lgspo:.c,(,n-)
	Blog, share photos and videos. Personalize your blog with

themes, gadgets and more.

	Windows Live

(, .c ~z r c ..i - €
:on I)
	Features include: Secure file sharing, blog, instant messaging,

videos sharing, ability to create a network for your

organization, create a training calendar, create Spaces to

• olio related information to s ether.

	
	

	SharePoint

(:1it.;t-, C.:)Esi.z:
")
	If you have an Intranet built on SharePoint, you can setup a

blog using SharePoint out of the box functionality.


	Podcasts
	

	Visit ILTA's website to see Tony Hartsfield's archived podcasting webinar titled,

"Podcasting: What's It All About?". Tony's Podcasting Resources are available for download

as well and include online tutorials, software, hardware and more.

	Audacity
	Open source software for recording and editing sounds.

	(~:udac5t ',SouS:cC'for- g
.Y.)
	

	ClickCaster

(cI.i.€: I.ccate °.c:(1i:~3)
	Publish podcasts, making them public or private, statistics.

Free account allows for 125MB of storage space, 1 RSS

Channel. Upgrade for more storage space, unlimited

bandwidth and multiple RSS channels (prices range from

$4.99 to $29.99 /month)

	
	

	PodBean

(zc>cll.:~ea . .<:os.r))
	Upload, publish, manage and promote podcasts; ability to set

access as public or private; customizable themes; integrated

feed generation; analysis tools; ability to embed podcasts in

emails, blogs, websites, social networking sites; mobile access

	
	

	PodHoles
	A podcast about podcasting.

	How to Podcast

)
	Free podcast tutorial.

	Podcast Alley

(podc:tsta]i v:' ;co+..Y2)
	Website with all things podcast.


	Wilds

	Use a Wild to create a searchable knowledge base with link trees. You can also use a wiki to

keep information current.

	PBWikd
	2 GB storage space, Upload documents, use tags and folders

	G)f:.)\ c
	to organize content, ability to search content.

	Twiki

(tt i.ki.;:=:- r~
	Open source enterprise wild and Web 2.0 application

platform which can be used to create a structured Wild,

knowledge management system, enterprise collaboration

platform on an intranet or on the Internet.

	
	

	SharePoint

)il.t
	If you have SharePoint or an intranet based on SharePoint,

use out of the box functionality to create a wiki.


	E-Learning

	You can host E-Learning on your firm's intranet or save to the network.

	Jing
	Create and edit a screen capture, record video of onscreen

	3z:::€}r:. E)
	action as well as audio to accompany (up to 5 minutes of

screen recording). You can share your captures over the

web, via IM, in an E-mail message, upload to your intranet,

or save on the network. Also comes with a free

Screencast.com account with 2GB of storage for online

sharing. Free version records in SWF Video, paid version

($14.95/year) records in SWF or MPEG-4 Video format,

videos are "unbranded," allows for instant upload to

YouTube and recording from a Webcam.

	
	

	Audacity

(a.udacir..~:'.sC.3 ~rC
t.o o °_>z
t)
	Free open source software for recording and editing sounds.

	Microsoft PowerPoint
	You can use PowerPoint to create some basic E-learning.

Record your instructions and insert the audio files on their

respective slides. Screen shots and animation can truly

"automate" and make the E-learning session run without

learner interaction - similar to a video.

	CamStudio

(cams t:ttdic:),ca ° 7)
	Open source screen recorder software. Capture screen

motion and audio to create AVI or SWF files.

	ScreenToaster

cren.t-c 2Ster.::1 1)
	Web-based free screen recorder to capture videos of

onscreen action and create flash videos.

	Wink
	A tutorial and presentation creation software which allows

you to capture screenshots and enables the addition of

explanation boxes, buttons, titles & more. Supports various

output formats like .exe, .flv and .html


	Instructor Led - With a Twist

	You can deliver instructor led training in ways other than in the classroom. Here are some

great examples:

	Mobile Training
	Ask computer support to show you the issues they've had in

	
	the past month and make a list of the ones you think could

be eliminated with training. Go see that particular user about

a ticket they submitted and teach them how to troubleshoot

the problem themselves. For example, a user asks Computer

Support to reset her Internet Explorer home page for her.

Drop by her desk and show her how to do it.

	Random Acts of Training
	Roam the halls 1 day per week or 1 hour per day checking in

with users to see what they're working on and how you can

help them. You'll be surprised how often folks who rarely

come to training sessions and rarely have "problems," will

come up with quick questions for you when you stick your

head in their office at random!

If they don't have any questions for you, give them a little

known tip about a particular software program you know

they work in. For instance, if they work in Word a lot say,

"Hey, did you know that you can use our Payne Numbering

Assistant to create a Table of Contents with just a couple of

mouse clicks even if you don't have numbering in your

document?"

	Competition
	Create a competition around a particular skill, skill level or

software program. Create some fun graphics to tease about

and market the upcoming competition and hold open

workshops on the skills that will be involved. Winner gets a

PTO day or jeans day and an inexpensive trophy (AAA

Trophy has some creative business trophies - many for under

$5 at watd. rrophi s cotn). Save even more money by giving

	
	the trophy without a name engraved on it. If the winner is

"unseated" in the next competition, the trophy is passed on.

	Marketing, Technology and

Management Committees,

oh my!
	Ask if you can have 5-10 minutes at each committee meeting

to do a quick demonstration on a tip, feature or software

program related to that particular committee. Often

demonstrating something helps people become more

motivated to learn about other features that may help them.

Focus on demonstrations that will either save time or

_ otherwise increase efficiency.


	Instructor Led - With a Twist

	Weekly Q&A Sessions
	At the same time each week be available in your learning

center for an hour with donuts. Make it a stipulation that

you cannot have a donut unless you ask a question and stay

for the answer.

	Peer to Peer Tutoring
	Encourage users to take certification tests on a particular

software program. Users that are certified can be marketed

as SMEs (Subject Matter Experts). Encourage them to

"donate" 1 lunch hour per month in the training room to

tutor their peers.

	Munch n' Learn
	Hold 1-hour training sessions an hour before the work day

begins or during lunch, food provided by the firm, of course.

Food is a GREAT motivator! These sessions are conducive

to "demonstration only" with no hands-on.

	Personal PC

Troubleshooting
	Offer a session in the guise of "basic troubleshooting

techniques for your home PC," but slip in some common

computer support issues that come up. For instance, often

the first thing the help desk personnel have users do is restart

their computers. Teach this as a troubleshooting technique

and they're likely to be a little more proactive when

troubleshooting at the office.

Get input from your computer support folks for items to

include. Keep it simple and stay away from discussing

anything that would cause them to have to "crack the box"

or hack the registry.

	Computer Basics
	Often users have to learn features to enable them to do their

jobs, but they don't learn the foundational skills that they are

built on. Offering a "Computer Basics" class where users

learn things like how to copy files to a thumb drive or how to

_ rename files can be refreshing and low stress.


Newsletters

Weekly E-mailed "Quick Tips" or more lengthy tips newsletters are great ways to teach users basic features, new features, little known features and so much more.

To encourage readership, every now and then bury an "Easter Egg," and the first user to find it and contact you wins a prize. Don't tell them you're doing it, just see how many people find it. Then, when you announce the winner the first time everyone will read your newsletter to see if you've planted another hidden gem.
[image: image2.png]
Microsoft Publisher
Design your branded tip sheet or newsletter in Microsoft Publisher and email it directly from within Publisher, then print to PDF and upload to your intranet or network for an archives listing.
	Vendor Resources

	When you are negotiating with a new software company, ask for free or reduced-price

training. Go to existing vendors' websites to see what training resources are available or ask

your sales rep. At the very least, many products have a knowledge base, FAQ section

and/or user guide online.

	LexisNexis CaseSoft
	Webinar center for the CaseSoft products offering quick

	(( :;;::;1:: c:
:::)
	webinars on many features and products in the CaseSoft line.

	LexisNexis University

(1( x's m? l
f
:)
	Offering classes on a wealth of topics. Some classes are free,

others are for a fee. Track the classes for which you are

registered, track training history and view upcoming training

opportunities. Helpful for trainers and end users. They will

also send trainers to your firm for free to hold sessions on

using their research products.

	
	

	Westlaw

(lit:. i ,;.. !I i f:x s
)
	eLearning, eLearning for paralegals, Webinars, Telephone

Training and on site options are available.

	
	


Training Materials


	Quick Reference Cards
	

	CustomGuide

(i. t
i
n 51:3r l)
	Free Quick Reference cards on Microsoft Office and Adobe

products.

	Microsoft Word
	Create a template using your firm's branding and make your

own Quick Reference Cards. Hand these out during your

sessions instead of long, cumbersome, printed manuals.

	Gadwin Printscreen

(gacl~~-in ..i .:err)
	Free version of their print screen utility allows you to capture

a selected portion of your screen and even add boxes,

captions, arrows and more. Save captured image to a file or

copy to the clipboard.

	
	


Presentations

Free PowerPoint Presentations with Flash Movies from )
Microsoft - dramatically improved!
For End-Users

	
Online Learning Resources

	Microsoft

(li.!ic•``
	Online Training Demos Showcase with lots of great demos

for your users, many with built-in interaction.

	Microsoft

(bit 1)
'X'
::
	Microsoft Webcasts and Podcasts

	Microsoft

(bit.i)'.`
A..:'=`°)
	Self-paced courses for End-Users in all Office products

versions 2003 & 2007 with links to other training resources -

even Office Training Roadmaps!

	
	

	Common Craft

(<
<:z:.r) .r.>::E
c,,
	Free, fun, simple "In Plain English" series of videos

explaining technology in short videos. Topics include

Twitter, World Wide Web, Blogs, Podcasting, Social Medici

and more.

	
	


	

	Software Tips & Tricks

	Allen Wyatt's Word Tips

(word.tips._€.)
))
	Daily and Weekly Emails for End-User Word tips.

	Allen Wyatt's Excel Tips

cxcc.F.tms,nct)
	Daily and Weekly Emails for End-User Excel tips.

	Word MVPs

~•€~.rdt..n2
>r`.i
	Several Word MVPs have helpful information on a variety of

more advanced Word topics.

	Mousetrax

(mou,ctra.s: cconi)
	Free Word Tips & Tricks eBook and technical support

EZine.

	
	








Microsoft Office Training Roadmaps.





�





ILTA


(i.] ranee	





Adobe TV


(t ac.lobc.cc:nr)


Microsoft Office Online (pi ce.r.:i.ic£:osofr.com)











Recommended Reading;





The Insider's Guide to Becoming a Rapid E-Learning Pro	x)z Free 46-page E-Book





E-Learning Solutions on a Shoestring by Jane Bozarth (bit...l~	zZ


Help for the Chronically Underfunded Trainer ($42.00)
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