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Only a few years ago, people with average computer skills couldn’t 
develop their own professional-looking, feature-rich training courses. 
They had to hire learning development specialists and designers instead.
 
Although there are times when you will want to bring in an expert 
learning development team to design your courses, you can now 
create or update many eLearning courses on your own. Thanks to the 
Self Authoring Tool which is now part of Tortal Training’s Learning 
Management System, or LMS, you and your training team can produce 
fully-customized, professional-quality courses looking and performing 
similarly to courses you pay thousands of dollars to create. You can 
create courses which are completely new or update your older course 
materials. 

The training courses you author will run flawlessly, look modern and 
embody many of the useful features included in the all-new courses 
our Tortal Training Learning Developers design and develop. The main 
differences are the courses you create are more basic, you can create 
them economically, and you can design them yourself. 

So, how do you get started, and how can you achieve the best results? 
This report will tell you what you need to know. 

We invite you to turn the page and get started. If you have questions 
along the way, contact our Learning Development professionals at Tortal 
Training by calling us at (704) 323-8953.



Exactly what do you want your learners to know after they have completed your course? 
What skills should they have after they walk away?

For example, do you want them to:

• Develop the skills they need to pick and ship orders in your distribution center.
• Practice the most effective ways to handle customer calls in your call center.
• Achieve the skills they need to install the products you sell in your customers’ homes.
• Apply the most important lessons from your operations manual.
• Apply the most critical safety skills for handling food in your restaurant or food service

operation.
• Employ the skills they need to become security officers in your hotel locations.
• Operate the POS systems being used in your stores.

Unless you define exactly what you want your trainees to learn, your training will fall short 
of what it can achieve. 

For practical advice on how you will define the skills you will train, see Tip Two. 

TIP ONE:
START WITH THE END IN MIND



As you design your eLearning course, ensure you have a specific learning objective and 
determine how you are going to measure success. Your objective should be specific and 
not open-ended. For example:

• You don’t want your trainees to come away with “good” product-assembly skills, 
which you cannot measure. You want them to learn the skills to assemble products 
with a 0.01% defect rate, or to trim the percentage of defective products by a specific 
benchmark you can measure.

• You don’t want your salespeople to “practice good customer service skills.” You want
them to improve satisfaction rates by 50% in customer satisfaction surveys.

• You don’t want your store managers to “understand how to set up your new product
displays.” You want them to set up and stock those displays within one day after
receiving them. And you want to track the sales result. 

Those are metrics you can measure. To create training that “moves the needle” and 
produces meaningful change, know what you want to change and know how you will 
measure it.

TIP TWO:
DECIDE WHAT YOU WILL MEASURE



Be sure to work closely with a team of Subject Matter Experts (SMEs) as you define                           
the specific skills you want to teach – and which you expect trainees to learn. Your SMEs 
should be a carefully chosen group of people you have decided to bring into the process. 

Your SME team should include more than just the training professionals who work in your 
training department. Even if those people are experienced and smart, they might not be 
in a position to define all the topics to be taught in your training. So reach out further and 
invite other SME experts, who can include:

• Employees who are currently doing the job you would like to improve.
• Supervisors of those employees, who know what is happening in those jobs, and what

is not.
• Representatives from companies providing the technology you are training employees 

to use.
• Clients, customers and other constituents who interact with the employees you will be

training.

Ensure you don’t have too many SMEs involved, which can become ineffective. We 
recommend between one and three for each course. If there are differing opinions between 
SMEs, ensure there is an overall decision-maker.

Because training is not static, plan to periodically revisit the training to ensure 
improvements are happening. Solicit feedback from your SMEs as the training proceeds 
and when it is revised or improved upon in the future. 

Effective training is not a “once and done” activity. If you practice continuous improvement 
by continuing to engage your SMEs, it can continue to produce better and better training, 
leading to improved skills and stronger outcomes.

TIP THREE:
TAP INTO SUBJECT MATTER EXPERTS’ 
KNOWLEDGE



You and your course development team could apply a random, haphazard 
approach to designing and producing your course. The problem is your course will 
end up looking just that way: random and haphazard.

Instead, create and use a detailed design document outlining how you will bring 
your course to vivid life by using a consistent, well conceptualized approach to 
design. 

Your Course Design Document should describe how you will:

• Utilize your company logo, colors and other visual elements throughout the
course.

• Implement supporting text.
• Insert voiceovers to provide emphasis and interest at key points.
• Use work simulations, games and other experiential learning elements. For 

example, you can have some trainees play the part of demanding customers, 
while other trainees practice their new customer service protocols. 

• Reinforce the learning through quizzes or “think about it” activities.

You will use your document as a framework for getting input and 
recommendations from your Subject Matter Experts (SMEs, see Tip Three above) 
as you design your course.

Also, your Course Design Document is a tool you will use when it is time to 
assemble all the different parts of the training course – the videos, interactive 
games, etc. – you are planning to include. Because you have a Course Design 
Document, the process of developing the course becomes much easier, allowing 
you to copy and paste some elements.

Please note: A template for a course design document is provided for your use in 
an Appendix at the back of this report.

TIP FOUR:
USE A COURSE DESIGN DOCUMENT



Be sure to spell out a meaningful WIIFM (“What’s In It For Me”) benefit that lets 
your trainees understand a clear reason to take your course. 

Remember, “You are required to complete this training” is not enough to motivate 
employees to take a course or learn all they can from it. To motivate them, you 
want to trumpet a meaningful, proven benefit, such as:

• You will learn three proven ways to increase your monthly commission by 35%. 
• In just an hour of training, you will learn to fill out your sales reports in five

minutes or less, so you can spend more time selling.
• This training will double the size of the tips you receive from every table of

patrons you serve in our restaurant.

The more you demonstrate the WIIFM, the more motivated people will be to 
engage fully in your training and master the skills that help them – and your 
organization – perform at a higher level.

TIP FIVE:
TELL LEARNERS THE BENEFITS OF 
TAKING YOUR COURSE



Resist the temptation to try to teach your trainees dozens and dozens of “critical” 
concepts. Why? Because ample research shows learners are able to stay fully focused in a 
mental “learning state” for 20 minutes or less.

And we have an even better suggestion . . .

Limit each module to approximately 10 minutes

If you do, you will quickly discover your trainees will learn more, stay engaged, and retain 
much more information.

Whether you are creating a new course or revising old training materials, observe this rule 
and watch your training effectiveness soar. Remember, you don’t need to teach everything 
in just one training course. Sometimes what you leave out of a course is just as important 
as what you include. And you can always teach additional skills at a later time or through 
performance support materials.  

TIP SIX:
DIVIDE COURSE INTO DIGESTIBLE 
CHUNKS



Apply the VAK Learning Styles Model to help make learning stick. The VAK model means 
your training material will be:

• Visual, including illustrations, graphs, videos, highlighted text and even cartoons.
• Auditory, including voiceovers and narrations.
• Kinesthetic, involving physical movement.

Most prefer to learn in one of these three ways and it’s a good idea to mix and match 
these styles to ensure you will teach to all. Resist the temptation to throw learning content 
at your trainees by giving them a page of text to read or playing a long, recorded audio 
conveying the same information. Mix things up! 

The good news is the technology to do this is already on your computer or phone.  So, 
this lets you economically create engaging videos and audio files you can embed in your 
training courses. It is no longer necessary to hire professional voice talent or a video 
production company to do the work for you.

Another useful feature of the Tortal Course Authoring Tool is you can find videos online on 
YouTube and Vimeo, preview them, and drop them into your course wherever you choose. 
When you use videos, do be careful to avoid using copyrighted material – even though 
individuals are free to view videos they find on those services. Using some of them for 
commercial purposes, including company training, could be restricted. 

If you create videos of your own, post them to YouTube or Vimeo and import the link into 
the authoring tool.  If the videos ever need updating, you can simply update the video 
without having to redo the entire course. 

And one more thing. If you record your own videos and audio tracks, use varying vocal 
inflections and humor. Also, consider “mixing it up” by having different members of your 
training development team record and film different content.

TIP SEVEN:
MAKE YOUR LEARNING STICK



Research has shown as much as 75% of all learning takes place when people 
engage in activities. Training is simply more effective when people engage in 
experiences rather than reading a training manual, looking at a spreadsheet 
displayed on a screen or engage in other static activities.  People learn by doing, 
failing, observing and practicing. 

Some examples of experiential learning include:

• Scenario based activities – A varying degree of uncertainty is introduced in 
the course content.  The learner must think creatively to resolve the challenge.  
Example:  Diffuse an angry customer.

• Skills Test – Utilize a pretest to determine level of current knowledge and map 
the course based on the current skill level.  Example:  Marketing platforms
through social media. 

• Simulations – Mimic as closely as possible real-world experiences.  Example:  
Operating a point of sale software.

• Storytelling – Captures everyday examples and allows them to be 
opportunities to learn and encourages reflection.  Example: Providing 
exceptional customer service.

 
Even if your training is being delivered on mobile devices or in your company 
training center, you can still offer experiential learning features that improve 
trainees’ retention of key concepts. 

TIP EIGHT:
INCLUDE EXPERIENTIAL LEARNING



There is so much content you can easily find online and use in your training materials. As 
a result it can be tempting to overload the courses you design with clipart, stock photos, 
and other visuals you find online. The problem is, many of those materials look the same 
– your trainees might even have seen them elsewhere, and they do little to reinforce the 
impression that your company is unique and has its own special brand.

To differentiate your training and strengthen your brand among your trainees, use content 
like this instead:

• Images of your employees showing them wearing clothing and uniforms branded with
your company name, logo or other identifiers.

• Videos showing your own customers offering testimonials about your organization.
• Spreadsheets and data displaying actual company information.

If you are showing a video of a service technician changing a tire, why not have the 
technician wearing a uniform displaying your company logo?

TIP NINE:
USE CUSTOM CONTENT WHERE 
POSSIBLE



Given the new ease of creating your own materials and embedding them in your training 
using the Tortal LMS Course Authoring Tool, doing so is both easier and more economical 
than ever before.

The Tortal LMS Authoring tool allows for video uploads, which means you can create your 
training courses in a variety of ways utilizing videos. Remember, you don’t need to have 
professional videography skills. You can simply use free web recording software. Examples 
include: Zoom, Webex or Gotomeetings.  

Your training can consist of a PowerPoint presentation, a document or spreadsheet, or 
maybe an image you would like to further explain. Simply use recording software while you 
are creating your training. The output is the video you will then import in the Authoring 
Tool. It’s simple. You can create short videos and string them together, or you can add a 
test in the middle or at the end. Be creative while utilizing the Authoring Tool.

Thank you for reading this special report. Be sure to remember the tips and tricks provided 
to ensure professional results.

TIP TEN:
USE TORTAL’S SELF AUTHORING TOOL



MAXIMIZE YOUR TRAINING RESULTS
There are many situations where your organization will benefit from 
working with Tortal Training’s Learning Development Strategists. Some 
of those situations might be like these:

• You are adding a new range of jobs and need help designing a 
curriculum to teach them. 

• You are already spending money on training, but not getting results.
• You are not sure you are training the most important skills and 

behaviors.
• You have no metrics in place to measure the results of your training.
• You need to adapt your training to be delivered in languages other 

than English.

Those are only a few of the reasons to work with the Tortal team. 
Whether your organization needs help re-launching an existing training 
program or is starting from scratch, the Tortal team can help. We have 
years of experience developing and implementing training programs that 
drive results.

LET’S TALK
We are passionate about learning. If you would like to talk about your organization’s 

learning needs or evaluate Tortal’s Learning Management System, have a 
conversation with one of our Learning Strategists.

Our only goal is to make you a learning hero.

Tortal Training
(704) 323-8953
info@tortal.com
www.tortal.com
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Appendix: Course Design Document 
 
COURSE NAME 

 
COURSE DESCRIPTION: 
 
Customize the description.  Something to grab the learner and entice them to 
want to take the course.  This should be a short 2-4 sentence overview/hook. 
 
LEARNER (for LMS): 
 
Primary audience for the training 
 
 
PREREQUISITES (for LMS): 
 
Include any prerequisites 
 
 
COURSE OBJECTIVES: 

These should be measurable goals that will be tied to knowledge checks and 
final quiz. 

After this course you should be able to: 

1. Objective 1 

 

2. Objective 2 

 

3. Objective 3 

 

 
HIGH-LEVEL PROGRAM OUTLINE: 
  
Include a high-level course outline based on the objectives, content and SME 
information. Ensure SME’s approval before moving to the design phase. 
 
 
Approver:        Date:  
  

  



	

2 
 

 
Ensure SME’s approval before moving to the develop phase. 

 
 
Approver:          Date:  
 
 
 

Design Details and Script 
Course Title 

# Audio script Development notes & needed assets 
1 Slide Title  

Add each slide title here 
Obj # Be sure to map the slide back 
to the learning objective.  Always 
ensure you are tying the learning to 
the measurable outcomes and 
results. 
 

 Add the audio script to be read. Include text or any assets needed 
and a description of how you will 
bring the slide to life. 
 

2 Slide Title Obj # 
   
3 Slide Title Obj # 
   
4 Slide Title Obj # 
   
5 Slide Title Obj # 
   
6 Slide Title Obj # 
   
7 Slide Title Obj # 
   
8 Slide Title Obj # 
   
9 Slide Title Obj # 
   
10 Slide Title Obj # 
   

Testing Strategies 
Q1 Test questions should also map back to the learning objectives 

 
Q2  
Q3  
Q4  
Q5  
Q6  
Q7  
Q8  
Q9  
Q10  

  




