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Intro
E-learning is simply learning delivered with the use 
of technology. Effective e-learning will use a range of 
media (words, pictures, audio, animation and video) 
to provide an engaging and interactive learning 
experience. 

The benefits of e-learning, such as increased learner 
engagement, greater capacity and efficiency savings, 
can all suffer if you don’t get started in the right way.
As well as providing a useful overview of e-learning, 

this ebook is designed to help you gain the correct 
knowledge to ensure once you’ve purchased 
e-learning you can hit the ground running in rolling 
it out.



e-learning
learning through 

electronic means e.g. 
computer based training 

Assets
the elements used in 

the design of a course 
e.g. images

m-learning
learning through 

mobile means e.g. 
tablet based training
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Glossary

Tool
a package or 

programme used to 
design an e-learning 
course e.g. Articulate, 

PowerPoint etc.



Understand your tools – plan your course around your tools.  There is no point planning a course for 
mobile devises then using a tool that is not compatible.

Be intentional in your design - plan everything out that you want to 
appear on the screen.

Be consistent throughout course in content structure and design and interaction - this helps learner 
fl ow and stops the course looking jumbled.

Be true to your own skills - don’t do something just because someone else has.  Think about what you 
are trying to achieve and the resources that are available to you.  

Keep it simple to avoid ‘creating a monster’.

The Five Golden Rules



What makes a good 
online course?

When planning your course think about: 

• What content needs to be in the course

• The look and feel 

• What are the learners supposed to do and what’s the 
best way to get them to do it?

TIP: Remember the ‘doing’ can be outside of the course 
e.g. in workplace / classroom / shadowing etc.  Where 
this is the case you can use the e-learning to signpost the 
learner to what they need to do and why.



TIP: Before you start you need to understand what you are 
working with and the capabilities of the tool. 

Form based 
These are template based and designed to be simple 
and produce something very specific. The drawback 
of form based tools is that they are very prescriptive 
and so the design of the finished product is dictated 
by the templates available.

 
Free form
These give no set structure and so the course can 
be whatever you want it to be.  The drawback of free 
form tools is that you need to be very clear in look, 
feel and flow before beginning the design.

The two types of design tools



Information based 
These courses are designed to give information and are often 
linear in their design.

 

Action based 
These courses are designed to show someone how to do 
something and are often complex and interactive in their design.

TIP: Before beginning to design your course think about what you are trying to achieve e.g. what are 
the objectives, who are the intended audience and how will you assess that the objectives have been 
met.  This will help you to decide whether the course needs to be information based or action based and 
therefore what you need to include. 

The two types of course
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TIP: Be organised in your approach.  Create a project folder and be consistent with the structure of that 
folder so that when starting a new project you can open the generic project folder and rename it to your 
specifi c project.  This will mean that you can always fi nd the course assets making it easier to replicate 
and / or amend the course in the future.

Plan your course - start with a project plan that  
clearly outlines your objectives and how you will achieve 
them.

Think about your target audience.

Be intentional - step away from the original content and 
start fresh.  Don’t let the original content dictate the 
design of the e-learning course. 

Don’t allow the original fi les to dictate how your course 
should look.  Don’t use images just because they were 
used in the classroom delivery of the course.

How to avoid 
creating a monster

It is easy to lose control of your course, even when using form based tools.  In order to avoid a 
course that looks messy consider the following steps: -

Create a brand image for your courses and stick to it 
- be consistent in use of animations / buttons/ design 
elements / navigation / user experience etc.  The brand 
image you decide on should be recorded in a style guide 
for future reference.

Always have a reason - always ask why you are doing 
what you are doing.

Don’t settle for defaults – where possible modify design 
tools to ensure that your courses are consistent.   



What to Include

Once you know the type of course that you want to produce you can begin to design the course 
(remembering at all times that you need to consider the tools available to you).  It is often easier to work 
backwards when designing a course.

Start with the 
objectives / what 
the learners need to 
achieve

Think about how you 
can assess what  they 
have achieved 

Think about how they 
would practice it and 
how you could give 
feedback 

Think about what 
they need to learn 
before they can 
practice

Finally, think about 
what resources they 
need so that they can 
learn



TIP: The storyboard should be a living document with version 
control and names against amends.  This will help you to monitor 
the progress of course development whilst recording the reasons for 
particular decisions.  

What is a storyboard?

A storyboard is the framework that the course is based on.  The 
storyboard gives a visual representation of the content.  The storyboard 
is the link between the project plan and the course itself.  

There is no set rule as to the level of detail the storyboard includes or 
the format you should use as it is down to individual preference.  The 
storyboard should always reinforce the rules set within the style guide.



What is a style guide?

A style guide documents the rules (brand image) you have set with regards to the look and feel of your e-learning course/s.  
The style guide should be referred to continuously throughout the design and development process to ensure that you stick to 
the rules you have set and therefore have consistency of design.  

TIP: PowerPoint slide view helps you to 
check consistency i.e. margins / colour use / 
backgrounds / layout.

Use of fonts 
There should be consistency in size, style and 
formatting

Background graphics 
The background graphics that you use will drive the 
screen layout

Graphic styles
There should be consistency in type of graphic and 
visual alignment.  It is ok to mix the styles used 
as long as you are consistent in their use e.g. you 
might decide to always use illustrations for scenarios 
and photos for case studies and narratives.  Ideally 
images should be used to help the learners make 
connections and to support the learning (but purely 
decorative use is ok too!)

Layout and alignment
To be consistent in the positioning of graphics and 
text.  Pick where the most important element sits and 
follow same template throughout so that the learner 
recognises the focus of each screen.  Remember 
most people read from left to right and will therefore 
understand the screen in same way.  

Colours
To be consistent and keep things simple.  Check the 
colour contrast and consider the accessibility needs of 
the learners.



Welcome Objectives Instructions Course Content

Summary Assessment Next Steps Exit Instructions

The structure of the course
E-learning courses usually have a similar structure even though the content is different.
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Learn to use the tools that you have

Engage the senses

Give the learner control of the learning

Let the learner choose how to learn

Remember when designing 
e-learning........
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Resources
We hope you have enjoyed this eBook and would welcome any feedback you may have. 
Visit www.vc-resources.co.uk to download free resources to help you on your e-learning journey.

Phone
01943 605976

Email
info@virtual-college.co.uk

Web
www.virtual-college.co.uk

E-learning development company of the year, 
with over 2 million online learners.


