ACS Learning, Inc. Clear and Concise Documents

Techniquesfor Producing
Clear & Concise Documents

Sharon Levitch & Elizabeth Wilkinson
Session Code: WE 2R

STC 49" Annual Conference
May 6, 2002
10:30 AM to 12:00 PM

In Search of
First Class Documentation

&

STC 49" Annual Conference — Nashville, TN Page 1



ACS Learning, Inc. Clear and Concise Documents

 Founded 1993

 |D Professionals

« 175+ Documentation Projects
e Trained 10,000+ students

* Pharmaceuticals, Technology,
Financial & Servicelndustries

Continue

* Evolving Technologies
» Customer Base

* Print-based to Online
* Changesin Staff

* New Consultants

Continue
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ACS Learning, Inc. Clear and Concise Documents
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ACS Learning, Inc. Clear and Concise Documents

What Did We Need?

A system:
¢ Togiveaconsistent look and feel toall ACS
L earning projects

» Tosavetimeand streamline development
process

¢ Toprovideablueprint that we could train our
consultantsto use

Continue

I nfor mation M apping:

« A method of organizing information for
optimal learning and retention

¢ Principles based on adult learning theories and
cognitive science

* |nformation is broken down into basic elements

« Conceptsare applicableto any content,
regardlessof platform

Continue
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ACS Learning, Inc. Clear and Concise Documents

¢ A client used infor mation mapping as a
standard for all communication

« Softwaretools support MSWord®,
Adobe FrameM aker®, Corel Wor dPerfect®,
L otus Notes®

* Conversionto XML and HTML
¢ Customizable

Continue

Applying Information Mapping

¢ Technical manuals

e Training materials

* Single source content using XML
* Web content

» Operating procedures

* 1SO/QS-9000 or 14000

» Salesproposals

Continue
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ACS Learning, Inc. Clear and Concise Documents

3 Components of Information Mapping

1. Analysis
2. Organization

3. Presentation

Continue

18 Component of Information Mapping

Analyze — What type of information?
* Principle
* Procedure
* Process
e Structure
» Concept
* Fact
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ACS Learning, Inc. Clear and Concise Documents

2nd Component of Information Mapping

Organize—How isinformation structured?

* Chunking
* Relevance
» Labeling

» Consistency

Continue

3'd Component of Information Mapping

Presentation M odes
» Text (Online/Print)

» Graphics
* Model

e Verbal

e Video/Film

Continue
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ACS Learning, Inc. Clear and Concise Documents

* Information mapping is a set of principles and
concepts that can be applied to optimize
audience learning and retention.

* There are software tools available to assist in
the application of information mapping
principles.

Continue
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ACS Learning, Inc. Clear and Concise Documents

Chunking: On-line or Print-based

* Group information into manageable units
e Print: The7x2rule
e On-line: The5+ 1rule

e Chunk information based on audience and
complexity of information

Continue

Relevance: On-line or Print-based

+ |Information relatesto one main idea
» Placelikeitemstogether

* Excludeunrelated items

Continue
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ACS Learning, Inc. Clear and Concise Documents

Labeling: On-line or Print-based

* Providea preview of what's coming
(an advance organizer)
* Providealabel for all content
* Makelabelsvisible on each screen or page

Continue
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ACS Learning, Inc. Clear and Concise Documents

Information Mapping
Template

Continue

1. Customization of templates

2. Information Mapping terminology
3. Information Mapping template

4. Information Mapping document
5

Demo the ACS Learning customized
template
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ACS Learning, Inc. Clear and Concise Documents

T
Customization of Templates

o Styles
e AutoText
* Macros

<

» Formatting instructions
* Pre-defined
* User-defined

» Apply to either paragraphs or characters
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ACS Learning, Inc. Clear and Concise Documents

AutoText

Allows you to save frequently used text and
objects that can be easily inserted into your
document.

A sequence of actions or steps that can
be used repeatedly in any document.
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ACS Learning, Inc. Clear and Concise Documents

<

 Streamline processes
» Automate tasks
» Reduces manual effort and redundancy

<

Information Mapping Example
Chapter Title Chapeer Tidle
Pl Tirde Tegae Hendmpe
Hlaek Comlent Paragraghs
Tables Talles
s SkepAation s FProcedures
& Topie See Pape & Bing TOC

STC 49" Annual Conference — Nashville, TN Page 14



ACS Learning, Inc. Clear and Concise Documents

Information Mapping Template
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ACS Learning, Inc.

Info Map Menu

Clear and Concise Documents
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ACS Learning, Inc.
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ACS Learning, Inc. Clear and Concise Documents
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ACS Learning, Inc.

Clear and Concise Documents

Review Templates

<=

ACS Learning Style Guide
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T
Quality Control Checklist
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* Platform Issues
* Review Process
v' WinZip/Adobe Acrobat
v Proofing and Keystroking
SME takes owner ship

* Working with system engineers

« War Stories

Continue
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