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The purpose of the INTRODUCTION TO DISTANCE TRAINING: Technology, Implications for 
Instructional Design, and Resources is to achieve three objectives : 1) to establish a shared 
foundation of knowledge among administrators and training professionals who are entering the 
engaging world of teleconferencing and enhanced computer technologies; 2) to provide enough 
information to enable these individuals to converse knowledgeably with technology service 
providers, instructional designers, graphic artists, clients, and others who might be involved in the 
development and implementation of a distance training program; and 3) to encourage anyone 
interested in distance training to take the first steps — and give it a try.  

The INTRODUCTION TO DISTANCE TRAINING: Technology, Implications for Instructional 
Design, and Resources is divided into six sections: 
 I. Meeting the Needs of Remote Trainees 
 II. Implications for Instructional Design, Development and Implementation 
 III. Getting Started 
 IV. Technology:  Selecting and Combining Communications Media 
 V. Technology:  Teleconferencing, Online Technologies, and Supplemental Equipment 
 VI. Resources 

Section I: Meeting the Needs of Remote Trainees, discusses the challenges of training staff in 
scattered and remote sites, the reasons for using distance training technologies, and definitions of the 
most commonly used terms in the field of distance training. Section II: Implications for Instructional 
Design, Development and Implementation, identifies components of design, development and 
delivery that must be addressed when considering training at a distance. Section III: Getting Started, 
identifies issues that must be addressed when setting up a distance training program. Section IV: 
Technology: Selecting and Combining Communications Media, examines factors that affect 
communications media selection and discusses the value of combining technologies. Section V: 
Technology: Teleconferencing, Online Technologies, and Supplemental Equipment, describes 
diverse technology options — audioconferencing, business television, two-way interactive 
videoconferencing, online technologies, and supplemental equipment. Each communications medium 
is described, as follows: 

♦ Basic description of each communications medium and how it works. 
♦ Strengths and challenges of using the technology. 
♦ Equipment and services needed. 
♦ Cost of equipment and services. 
♦ Applications for use of the technology. 
♦ Tips for success in using the technology. 
♦ Discussion of my experiences and opinions regarding use of the technology. 

Section VI: Resources, lists resources, including organizations, publications, Web sites, and other 
resources that may be of benefit to you as you develop distance training. 

PREFACEPREFACEPREFACEPREFACE    



 

  



 

  

 
I. MEETING THE NEEDS OF REMOTE TRAINEES 

Reasons for Using Distance Training Technologies.........................................................1 
Definitions.........................................................................................................................3 

II. IMPLICATIONS FOR TRAINING DESIGN, DEVELOPMENT  
AND IMPLEMENTATION 
Overview ...........................................................................................................................5 
Designing Learner-Centered Instruction ..........................................................................5 
Developing Instructional Strategies ..................................................................................6 
Developing Training Materials – Visual Images ..............................................................9 

Guidelines for Preparing Handouts/Workbooks .....................................................9 
Guidelines for Preparing Text-Based and Graphic Images ..................................10 

Implementing Training  .................................................................................................12 
Site Coordinator .......................................................................................................12 

Evaluating Training and Assessing Learning Outcomes ................................................13 
Collecting Information from Trainees .....................................................................15 
Giving Feedback to Trainees ...................................................................................16 
Critical Issues Related to Data Collection (Cheating and Confidentiality) .............16 
Evaluation of the Technical or Administrative Aspects of Training.........................17 

Preparing Instructors for the Change ..............................................................................17 

III. GETTING STARTED 
Step-by-Step....................................................................................................................19 
Achieving Successful Learning Outcomes .....................................................................20 

IV. TECHNOLOGY: Selecting and Combining Communications Media 
Overview .........................................................................................................................21 
Selecting Communications Media ..................................................................................21 
Comparing Communications Media [Table] ..................................................................23 
Benefits of Combining Communications Media ............................................................24 

V. TECHNOLOGY: Teleconferencing, Online Technologies and Supplemental Equipment 

TELECONFERENCING 
Overview .........................................................................................................................27 
! Audioconferencing 

Description..........................................................................................................28 
Strengths/Challenges .........................................................................................29 
Equipment and Services .....................................................................................30 
Cost .....................................................................................................................32 
Tips for Success in Using Audioconferencing Technology.................................33 
Applications for Use of Audioconferencing Technology ....................................35 
Experiences and Opinions ..................................................................................36 

TablTablTablTable of Contentse of Contentse of Contentse of Contents    



 

  

! Videoconferencing: Business Television (Satellite-Based) Video 
Description..........................................................................................................38 
Equipment and Services .....................................................................................39 
Strengths/Challenges ..........................................................................................42 
Cost .....................................................................................................................43 
Tips for Success in Using Business Television Technology................................44 
Applications for Use of Business Television Technology ...................................45 
Experiences and Opinions ..................................................................................46 

! Videoconferencing: Two-Way Interactive (Digital Compressed) Video 
Description..........................................................................................................47 
Strengths/Challenges ..........................................................................................50 
Equipment and Services .....................................................................................51 

Room/Group (Stand-Alone) Videoconferencing System 
Desktop Videoconferencing System 

Cost .....................................................................................................................55 
Room/Group (Stand-Alone) Videoconferencing System 
Desktop Videoconferencing System 

Tips for Success in Using Two-Way Interactive Videoconferencing ..................57 
Applications for Use of Two-Way Interactive Videoconferencing .....................59 
Experiences and Opinions ..................................................................................59 

ONLINE (Web-Based) TECHNOLOGIES 
Overview .........................................................................................................................61 

! Online Technologies: Electronic Mail (e-mail) 
Description..........................................................................................................62 
Equipment and Services .....................................................................................62 
Cost .....................................................................................................................62 
Strengths/Challenges ..........................................................................................63 
Tips for Success in Using Electronic Mail in Training ......................................63 
Applications for Use of Electronic Mail in Training..........................................64 
Experiences and Opinions ..................................................................................65 

! Online Technologies: Web-Based Training (WBT) 
Description..........................................................................................................66 
Strengths/Challenges ..........................................................................................67 
Equipment and Services .....................................................................................68 
Cost .....................................................................................................................68 
Tips for Success in Using Web-Based Training (WBT) ......................................68 
Applications for Use of Web-Based Training (WBT)..........................................69 
Experiences and Opinions ..................................................................................70 



 

  

! Online Technologies: Document Sharing/Collaboration  
Description..........................................................................................................71 
Strengths/Challenges ..........................................................................................72 
Equipment and Services .....................................................................................72 
Cost .....................................................................................................................74 
Tips for Success in Using Document Sharing/Collaboration ............................74 
Applications for Use of Document Sharing/Collaboration ...............................75 
Experiences and Opinions ..................................................................................76 

! Online Technologies: Computer Mediated Communication 
Description..........................................................................................................77 
Equipment and Services .....................................................................................78 
Strengths/Challenges ..........................................................................................79 
Cost .....................................................................................................................80 
Tips for Success in Using Computer Mediated Communication ........................80 
Applications for Use of Computer Mediated Communication............................81 
Experiences and Opinions ..................................................................................82 

SUPPLEMENTAL EQUIPMENT: Audiographics & Peripherals 
Overview .........................................................................................................................85 

! Supplemental Equipment: Document Camera 
Description..........................................................................................................86 
Strengths/Challenges ..........................................................................................86 
Equipment and Services .....................................................................................87 
Cost .....................................................................................................................88 
Tips for Success in Using the Document Camera...............................................88 
Applications for Use of the Document Camera ..................................................88 
Experiences and Opinions ..................................................................................89 

! Supplemental Equipment:  Desktop Camera 
Description..........................................................................................................90 
Strengths/Challenges ..........................................................................................90 
Equipment and Services .....................................................................................91 
Cost .....................................................................................................................91 
Tips for Success in Using the Desktop Camera..................................................91 
Applications for Use of the Desktop Camera .....................................................92 
Experiences and Opinions ..................................................................................92 

! Supplemental Equipment:  Telemedicine System 
Description..........................................................................................................93 
Equipment and Services .....................................................................................93 
Strengths/Challenges ..........................................................................................94 
Cost .....................................................................................................................94 
Tips for Success in Using the Desktop Camera..................................................94 
Applications for Use of the Desktop Camera .....................................................95 
Experiences and Opinions ..................................................................................95 



 

  

! Supplemental Equipment: Video Cassette Recorder (VCR) 
Description..........................................................................................................96 
Strengths/Challenges ..........................................................................................96 
Equipment and Services .....................................................................................96 
Cost .....................................................................................................................96 
Tips for Success in Using the VCR .....................................................................97 
Applications for Use of the VCR.........................................................................97 
Experiences and Opinions ..................................................................................97 

 

VI. RESOURCES 
Books and Other Written Materials ................................................................................99 
Listservs ........................................................................................................................101 
Netiquette and Online Abbreviations............................................................................101 
State Distance Learning Coordinators ..........................................................................102 
Videoconferencing Facilities ........................................................................................102 
Workshops, Conferences and Distance Learning Courses ...........................................102 
Web Resources..............................................................................................................104 

Associations ............................................................................................................104 
Conferencing/Collaboration: Services ...................................................................104 
Conferencing/Collaboration: Hardware/Software.................................................104 
Conferencing/Collaboration: Miscellaneous Resources ........................................106 
Evaluation and Assessment.....................................................................................107 
Funding ...................................................................................................................108 
General Information ...............................................................................................108 
Multimedia ..............................................................................................................110 
Telemedicine and Continuing Education................................................................110 
Web-Based Training ...............................................................................................111 

Glossary ........................................................................................................................112 

 


