STCWVC Admin meeting
24 Apr 08
Thai Orchid
Called to order at 6:15 P.M.

In attendance: Sue, Maralee, Valerie, Wes, Ron, Dave, Shawn
March minutes were accepted with no revisions.
Treasurer’s report – Leah – not present, e-mailed
	Willamette Valley Chapter

	Profit and Loss Standard

	March 27 - April 24, 2008

	
	Income
	

	
	
	Job List
	75.00

	
	
	April Meeting
	300.00

	
	
	Total Income
	375.00

	
	
	
	

	
	
	
	 

	
	
	
	

	
	
	Checking account:
	4,696.44

	
	
	Savings account:
	6,008.63

	
	
	PayPal account:
	84.85


Program report – Wes 
We have Neil Perlin set up for the chapter meeting on the 15th and the workshop on the 16th. Everything is all set up with Embassy Suites, for the workshop. 
We also have a room for the volunteer banquet reserved at the Embassy Suites, We’re waiting to find out if we’ll get entertainment for that (Joanne is supposed to check with Dick?).

Pricing for the workshop is set so that we need 10 or 12 to break even. Right now we have 4 signed up.

Maybe we can spread the word a little more? Seattle? Mid-Valley?

Hospitality report – Mabel – not present, e-mailed
I won't make it to the admin council meeting tonight.  Here's my report:
 
For the April Captivate meeting, we had 36 total attendees, with this breakdown:

5 volunteers
6 non-members
20 members (3 ASTD members included)
4 officers
1 presenter

There were 5 late RSVPs and 3 no-shows.

I collected $290 and will deposit it today (4/24).  We should have also received $20 in PayPal payments.
 
It seems that we no longer advertise our policy of accepting ASTD (and some other organization's?) membership to get the STC member discount on meetings.  I couldn't find it on our web site or in the announcement emails anywhere, and I would like it to be visible to those signing up.  This was bigger issue than normal this month, since our topic generated a lot of interest among those doing instructional design.  There may have been more attendees who were ASTD members but paid the non-member rate. 
 
Enjoy your meal together tonight!
--Mabel
Discussion
We’ll get the ASTD & CHIFOO connections & rates reposted on the web page.
Publicity – Duane – not present, e-mailed
 

The Listserv has been working the last couple of weeks, announcements going out with no problems.
PR Report and Volunteer Report – Barbara – not present, e-mailed

 

Hello, unfortunately I will not be able to attend tonight's meeting. Following are my reports: 

  
VOLUNTEER COORDINATOR 
-------------------------------------- 

Accomplishments: 

· Incorporated feedback to complete Competition Manager and team job description 

Next: 

· Get feedback to finalize Zoomerang Czar job description from Rachel and admin team 

· Post more job descriptions on website: Competition Manager/team, Zoomerang Czar 

· Update volunteer opportunities web page 

· Recruit for open volunteer positions (website, wvcannounce list) for upcoming chapter year: Competition Manager, Competition team, Second VP, Employment Manager 

PR MANAGER 
------------------- 

Accomplishments: 

· Sent April Captivate meeting notice to newspapers 
· PR plan created and initial feedback received 

Next: 

· Send May meeting PR notice to newspapers and PR contacts 

· Send May workshop PR notice to newspapers and PR contacts 

· Begin meeting(s) to further develop PR plan 

Regards, 
Barbara 

Zoomerang – Rachel – not present – e-mailed
I cannot make it to the meeting this evening.

I included a lengthy report, with most of the responses from the survey. Sounds like the meeting was interesting....  :)

Rachel

How many people received surveys: 34

How many people visited survey: 25

How many people completed survey: 23

Categories:

Time Well Spent – Networking: 

17/20 said Yes

3/20 said No

Responses:

· I enjoyed meeting my table mates and had some interesting discussions.

· Depends on the table. This particular evening I sat with people who were close friends having a personal conversation. It was not very social for me.

· Yes, it was a nice opportunity to meet people in the field.

· Sorry, but I have so little time in my life that "networking" just doesn't fit in. I would prefer that the meeting started earlier and that we ate while the speaker talked.

· I think so -- had a couple of good conversations. It takes time and this is only my second meeting.

Time Well Spent – Program Meeting: 

17/21 said Yes

4/21 said No

· The program game me a nice idea of how I might use Captivate. Was not my favorite presentation, however.

· It was exactly what I expected. It was definitely on topic. The presenter did a great job. Very informative.

· I thought she would be a high-level user of Captivate. The 2nd to topic points about tips/tricks and what sounded like high level info was what I came for. She mentioned that there were several people at Mentor Graphics who were expert-level users of Captivate. I wish STC had gotten one of them.

· Yes, it was helpful to get the big picture about how Captivate might be used for documentation.

· The presenter was disorganized and provided useless information. It was amateur hour. A total waste of my time.

· Definitely. I can't tell you how many times I get interrupted and spend un-billable time on the world's most stupid computer-related questions from my SF and SD offices. With the Captivate software, I can create demos showing the answers to those questions and bill for the time it took to make them. It will free me from being distracted and let me capture that time. It's wonderful, like screen-capture on steroids or a cross between screen capture and writing macros.

· The info was good -- I'd have liked more demonstration of the scripts and the movies that her company creates. I wasn't expecting a "how to," so I wasn't disappointed there. 

· Definitely!

· I am new to Captivate and the level of information presented was perfect for me.

· Expected a demo - rather ironic that there was not one, since this is a tool to "show and tell"

· The exposure to the topic was worth it for me, and to hear what others were doing, but the presentation had some problems and didn't end up being very informative.

· I learned a lot about Captivate and felt that it was a good overview. I also liked all of the practical tips on when to use it. 

· Content was a bit light. Disappointing that the demo did not work.

· For me, I did not learn anything that I didnt already know.

Scale on Aspects of the Program Meeting:
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Presentation Responses:

· The presentation seemed a little bare bones and a little unfocused. I wish that the speaker had ensured that the demos would have worked appropriately.
· Awesome!
· Overall, her presentation was well done. She had a few technical glitches, but that didn't interfere much. She encouraged people to interact, which I appreciated.
· It was a little unpolished, but that was okay--it was a casual atmosphere and allowed for more audience participation.
· The speaker was disorganized, didn't know her material, wasn't skillful with her laptop, and didn't control the presentation. Audience members offered more than the speaker.
· She was eager and personally interesting. But maybe she's a beginner at public speaking?
· I was a bit disappointed that we didn't get to see more finished examples to get a better idea of potential approaches.
· The presentation was good: the speaker was enthusiastic and knowledgeable about Captivate for her use, which she stated at the beginning of the presentation. She was well prepared, and the audience was CAPTIVATED. (Sorry, I couldn't resist.)
· very poorly presented
· The 2 biggest problems were: 1) The audience (esp. one member) dominated the discussion so that we were talking about the details of a software tool before we were introduced to it. Some of the attendees had no idea what the software even did, and one audience member monopolized the presenter talking about details that were not helpful to most people. 2) The equipment problem--the laptop was not set up so we could read the screen, and not able to load the other demo we wanted to see.
· Jennifer should have made sure that she was able to show one of her movies. She did not seem very knowledgable about the product.
· I was surprised to find that Jennifer's movies were all text-based with no audio or video. It was a little difficult to picture, so more demos up-front would have helped.
Food Responses:

· This was the best food that I've had at a STC meeting in the last few years!!
· I loved the mozzarella-tomato salad!
· Awesome. I felt I got a splendid bargain.
· The food was GREAT! I'm a vegetarian and had plenty to eat. Everything tasted fresh and well-prepared.
· Excellent -- best I've had at an STC meeting.
· Great food! Salmon, orzo, salad, etc were wonderful. Great items for the lactose intolerant--which I am.
· YUMMMYYYYY salmon!
· I cannot eat 'farmed' Salmon and STC probably can only afford 'farmed' Salmon. So, I suggest "Foster Farm" chicken (from Fred Meyers)for the future events. Foster Farm is Oregon grow and clean of anti-biotics and hormones.
· Nicely done! good job - would have liked something hot to drink, though (even hot water)
· Excellent food
· Everything I tried was good, and I LOVE watermelon!
Facilities/Set Up Responses: 

· It was OK. The tables were a bit crowded together.
· PSU is a great location for STC meetings. I would like a few more signs to guide in the twists and turns of PSU.
· The guitar music from next door was distracting, but otherwise fine.
· One problem was the guitar playing near the back right side of the room in the hall. It made it hard to hear in the back. Also visuals were too low (to the ground) and too small in size to see well from a distance. However, I do find the downtown meeting location very convenient.
· The room is excellent.
· a bit noisy and hard to hear in the back
· The room set up was fine, however i did hear complaints from others about the music being played next door and how disruptive it was. Maybe in the future have a microphone ready if that happens again.
Location: 

· Wonderful! I love downtown locations.
· Downtown location great. I can easily get there on public transportation.
· For me, PSU is easy to reach--I take MAX and the streetcar. However, I did hear some comments about parking being a hard to find.
· parking is a nightmare, largely due to the construction
Presenter Review:

· It was interesting to see how Captivate is used within her organization. 

· It's too bad that she wasn't closer to being an expert user so that she could really show off all aspects of the tool. I kind of felt that I had to imagine what I could do with it.

· On the bad side, I think the program was a bit unfocused, got derailed a few times, and that she probably didn't do enough meeting prep (the demos didn't work well, projector wasn't set up in time,etc.)

· Very effective training style. One man wanted to carry on a personal conversation with her while she was trying to do her presentation. He was rude and that was beyond her control.

· I honestly didn't get much out of it, and I'm only half-way through a self-paced Iconlogic learning course. Jennifer was very personable and her delivery was fine: good agenda, followed her topic, a little humor, but she just didn't know that much about Captivate beyond some basic usage.

· She set out expectations for the session at the outset.

· She was realistic about the pros and cons of using movies.

· She offered helpful tips (writing movie scripts and providing summaries) as well as good suggestions about how to manage this type of content.

· I was really interested in how she was able to use these with the Mentor Customer Support department.

· Relaxed, good sense of humor, candid, used good examples

· Jennifer was not prepared, she didn't really know her subject matter, and she didn't have a clue how to present information. She really needs some mentoring or classes to improve her knowledge and her skills.

· I would have checked out the computer beforehand to make sure it had the resources necessary to run the software I was demonstrating. This was the only major breakdown. But then, allowances do have to be made. After all, it was Windows she was working with. A Mac would've helped. ;)

· I liked the focus on what her company does to solve their problems. I thought that audience questions about "how to" were off the mark -- they clearly didn't read the promo. 

· You might try having more visuals to show your visual product. I'd have liked to see the actual movies and and the scripts from the beginning. 

· Her personal experiences with the product. Understanding the logic of how she approached her projects. 

· Jennifer seemed a little hesitant, but she had borrowed equipment. Of course, it didn't help when one demo didn't work. Overall, I think she did a great job! 

· Appreciated: Easy style, with humor, and very good knowledge of basic functionality. Offered great insights about how to prepare for using Captivate. Improvement: Larger screen display; verify the hardware and software work well together in order to show examples 

· Jennifer was comfortable and friendly. Related well with the audience.

· Presentation seemed backwards - would like to have FIRST seen the program/tool, then a discussion of what to do to implement, then examples... also, seemed like she not rehearsed the presentation

· Jennifer could use some study on important points in giving a presentation:

· NEVER have slides or screen shots that no one can read.

· Check computer equipment as to resolution etc. before presentation.

· Verify your demonstration will work on the computer before presentation.

· I realize this probably was the first time for her, but these are pretty basic items/

· I found her style nice and relaxed, but I would have liked either her or the STC program mgr to step in and move things along when one audience member hijacked the presentation. I'm not sure what her equipment issues were, but perhaps she could have set things up earlier and moved the projector farther back in order to make the image larger. As for content, her scope was very tiny if were weren't going to see more demos. She talked about how she uses Captivate, but it would have been nice to see even one or two examples of some other applications of the tool. I think people were curious to see more of a demo--either of end products or of the tool in action.

Reason for Attending:

· I wanted to learn about incorporating movies into documentation. I also wanted to network and be active in STC.

· I work pretty much as a lone writer at my small company. I'm using Captivate a great deal and wanted to see if we were on track with what others were doing.

· I wanted to get a hands-on user's tips and tricks that they had learned from doing (shortcuts, things to look out for, etc.) That didn't happen. 

· My employer encouraged me to attend.

· Needed a refresher on Captivate, and networking

· I am very interested in incorporating Captivate movies into my WebHelp and pfd files to provide more engaging information to my users. The speaker did nothing to enlightment me on this topic. I am very disappointed in how poor the presentation was.

· Meeting new people and making connections in the t-writing community. The program? I didn't know what Captivate was, but I'm glad I do now.

· learn more, meet people

· Will be using Captivate at work. 

· Learn about Captivate 

· Captivate is an important tool for my User Guide documentation and I know nothing about Captivate. Cost was very reasonable; Networking is always effectivly available and a very importantaspect of the monthly meetings.

· support and networking

· wanted to learn about the tool - seemed like there was an "expert" in the room - would much preferred to have heard from him

· Interested in new features of Captivate and how someone is using it.

· The topic (authoring tools are always a good topic) and the networking opportunity, plus the chance to see friends.

· topic and opportunity for networking

· Interest in Captivate

· Learn more about other ways to use Captivate.

· The captivate product.

· I'm a volunteer who is required to attend.

Open Ended Responses:

· Program Idea: Possible Idea. I think I read that the new Adobe Reader? has collaborative reviewing options --meaning one doesn't have to have the full Adobe Acrobat to enter edits into a PDF. I haven't looked into this but would this be a topic of relevance to others in the group. Sort of a best practices with the new options in the tool?

Web Report – Maralee
I’ve been updating the web front page. The May meeting and workshop links are on there. The Captivate PowerPoint slides have been uploaded. Should probably send Duane a note, to tell people that they’re up there?
Removed the International election stuff, edited other pages. Waiting for the newsletter. If we’re agreed about CHIFOO and ASTD, maybe we should have links to their websites on our page? Yes.

Still having trouble with that CGI script, for the submit button. May have someone who can help, though.
Competition – Jeff W – not present, no report

Employment – Wendy – not present, e-mailed
Hello,

Sorry -- I responded to this yesterday but only to WVCADMIN, and it refused

my post. :)

I will miss the meeting due to my normal Thursday conflict.  I missed last

month's update due to being out of town, so here is the employment update

for March and April:

5 jobs in March - 1 contract, 4 perm

5 jobs in April - 3 contract, 2 perm

The list seems to have stablized from the Great Purge.  Have had a few new

subscribers and a few purged people re-join.

Regards,

Wendy

Membership – Jeff J – not present,  e-mailed

Sue,

I will not be able to make it tonight, but here is the membership report for

March 25 through April 24.

Total: 268

New: 4

Transferred in: 0

Transferred out: 0

Jeff Jansen

STC WVC Membership Manager

STC WVC List Manager

Newsletter – Valerie 
We’re participating in the community editing sponsorship thing, and we have two interns. Both very good! We like having the interns because they evaluate the Galley for us. We’re moving along to the April issue, maybe ½ done. We were hoping to get ideas from this meeting for topics for future issues. We might revisit Résumé’s and Portfolios? Especially looking at how the media for résumé’s has changed. Not just media, but format as well. Web résumé’s, etc. Timely.
Suggested topics: 

· Résumé’s

· Interviewing

· How to look around the corner and see what’s coming

· Humor in Technical Communications

· DITA concepts and tools for a structured environment

Contractors SIG – Ron 
Next month – My Space, Blogs, etc. Using social networking sites to advertise your abilities, and explore other means to promote yourself.
Education – Joanne – not present, no report
Mentoring – Garrett – not present, no report
Other Business

Elections – Committee looking for 2nd VP. (We have a plan!)

Maralee sez – check the bylaws. If the info isn’t in there it should be added.

When? Lets get it drawn up and move it along!

ASTD & CHIFOO reciprocity? Good idea, lets follow up on that.

Chancellor of Education – Need job description? Yes.

· Maybe we can use the ed space for an ongoing discussion on a certificate program. Wes says he will take it.
· This generated lots of discussion about a certificate program.

Adjourned at 7:59 P.M.
