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THE DESIGN OF a print or online document can help a writer achieve many
goals: to entertain, to amaze, to intrigue, to sell. In technical communication, the
goal is typically to help the reader learn something, perform a task, or accepta
point of view, When you look at a well-designed page or screen, you intuitively
understand how to use it. o ' ' o
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‘bars, headers and footers, and (sometimes

DESIGNING PRINT AND ONLINE DOCUMENTS

Design refers to the physical appearance of print and online documents. For

print documents, design features include binding, page size, typography, and
use of color. For online documents, many of the same design elements apply, but
there are unigue elements, too. On a web page, for instance, there are navigation
) tables of contents and site maps.
The effectiveness of a document depends largely on how well itis designed,

ors see the document before they actually read it. In less than a

because read
one that might determine

second, the document makes an impression on them,
how well they read it—or even whether they decide to read it at all.

Goals of Document Design

In designing a document, you have five major goals: _

« To make a good impression on readers.Your document should reflect your
own professional standards and those of your organization.

ructure and hierarchy of the information.

As they navigate a document, readers should know where they are and

how to get where they are headed. They should also be able to see the

hierarchical relationship between one piece of information and another.

e To help readers find the information they need. Usually, people don't read
every word in a print document, and they don’t study every screen of an
online document. In print documents, design elements (such as tabs,
icons, and color), page design, and typography help readers find the
information they need quickly and easily. In online documents, design
elements are critically important because readers can see only what is
displayed on the screen; without design elements to help them navigate,

they are stranded. )
To help readers understand the information. Effective design can clarify
information. For instance, designing a set of instructions so that the text
describing each step is next to the accompanying graphic makes the
instructions easier to understand. An online document with a navigation
bar displaying the main sections is easier to understand than an online
document without one.

To help readers remember the information. An effective design helps
readers create a visual image of the information, making it easier to
remember. Text boxes, pull guotes, and similar design elements help
readers remernber important explanations and passages.

« To help readers understand the st

Understanding Design Principles

Your biggest challenge in thinking about how to design a document is
that, more than ever, readers control how the document appears. Although

ygukcgq still Wri_te a memo, print it on a piece of 8.5 x 11-inch papet, and
zsu; itinan .lnterofi.ice envelope, that model of print-only communication
is becoming increasingly rare. Most of the time, readers encounter your

document online. Even if you produced it with a word processor, designed it

;O»e S;n a piece gf 8.5 x 11-inch paper, and saved it as a PDF to preserve the

ign, your readers can still zoom in or out, alterin i

screon. ) ¢ what appears on their _
For documents that are intended to be viewed online, such as websites

apps, and other kinds of programs, readers can control many aspects of the

design, including color and the size, shape, and location of objects on the
screen. l?erhaps the m.ost significant variable that you have to consider is. .
if;;;n s1zIe. Some gewces on which your readers will use your document
e as large as’big-screen TVs, whereas others will ist
il e _ ; be as small as wrist
N In this ch.apter, the tenp print document will be used to refer to documents .
that E:;le designed to be printed on paper, such as letters, memos, and reports,
regardless of Whether readers hold pieces of paperin their hands or view the’
documeglts online. The term online document will be used to referto docu- . =
ments that are designed to be used online, su i .
: ) , such as we
software programs. . _ bsltes,- PP and other :
Because there are so many different types of print and online documents

used in so many different environments by se many different people for'so-

ll:nany d1ffer§nt purposes, it is impossible to provide detailed advice about
how to de.51gn” a technical document. Still, there are some powerful and L
durable principles that can help you design any kind of print or online |
doc:umeint. Tl}e following discussion is based on Robin Williams’s The Non-
demg'ner. s Desigr Book (2008}, which describes four principles of design:
proximity, alignment, repetition, and contrast. A : =

PROXIMITY _ . :

Tﬁae pnnciplc? 0}‘ proximity is simple: if two iterns appear close to ea;:h-oth.er |
the reader w%ll }nterpret them as related to each other. If they are far apart; !
the rea.d.er will interpret them as unrelated. Text describing a graphic shouid
be positioned close to the graphic, as shown in Figure 11.1.

ALIGNMENT

The f;mciple of alignmgnt says that you should consciously line up text and

giapdlcs along.a real. or imaginary vertical axis so that the reader can under-
and the relationships amoeng elements. Figure 11.2 on page 253 shows how

- alignment works to help organize information,

REPETITION

;Il'll';e pnnc;iplg of repetition says that you should format the same kind of
ormation in the same way so that readers can recognize consistent pat-

Understanding Design Principles




Understanding Design Principles _

11 DESIGNING PRINT AND ONLINE DOCUMENTS

252
Text and graphics are clearly related
by the principle of proximity. The

textual descriptions are placed next
to the drawings to which they refer.

leting the SF424 (R&R) Application This panel from an FAQ sectionof .
awebsite uses.alignment tohelp .

organize the information.

g 5F424 {R&R) Application Fo

i asad.to submit elecFon

. : i = is far yout — .
Are you i grades [-57 If 50, this area is for you Applicants should use the Standard Form (SF} 424 Research & Related (R&R) family of forms, SFa2d 7 ——— — —
T Passoort pal" and p]a\! some fun consclidates grant applications, relatad data and forms currantly used by Faderal grant-making agencles | The writer is using three levelsof
JO]T'I, Pﬁt, ,{Our daSp ¥ to enable applicants te use familiar forms regardless of the progearn of agency to which they sre appiyving. | . importance, each si 'ai .d b 3
The SF424 Research & Related (RBR) will betome the govemment-wide data set for resaarch grant o p ' ignaied by a,
applications. The SF424 (R&R) will replace the Public Health Sarvice (PMS) 398 form at NIH. ; different alignenent.

activities.

[\

Are SF424 components portable? Can components be reused for other applications?

Currently there is no way to reuse the forms from one opportunity to another, Grants.gov hiopes to have
the functionality next year to ireport and export data for reuse with other applications. . -

3. Where is the budget justification located?

in the SF424 (RAR) detsiled budget eomponent, the budget justification is item ¥--a PDF upload. In tha
PHS3598 Modular budgat component, budget. justifications for Personnel, Consortium and Additional
Narrative are requested as separate POF uploads as part of the Cumulative Budget Information.

ony p ‘M Writers often use more than one
arents ucstors are the most important /
Parents snd Ed < B. Application Instructions e e e e

influencing factors on youth. Here are some

T 1. Where will an apphicant need to fook to find application Instructions? : infermation. In this case, text size
. - +ou share the exciting wwotld of ; ' thi

resources to help you sha : o students Application instructions are availsble in bwo places: the SF424 (RER) Application Guide and within each | and coler also indicate levels of
foreign affairs w ith Your children and studernts. Funding Opportunity Announcemant {FOA). The Application Guide includes all general instruckions anda ¢ importance.

m FIGURE 11.2 Effective Use of Alignment

Source: National Institutes of Health, 201 3a: hittpi//grants.nih.gov/grants/ElectronicReceipt/fag_full
htmiappliication. ’

STATE DEPARTMENT e

) This page shows repetition used
Learn how vou can join the U.S. Depertrnent of : Identify and explain the significance oF each item below,

effectively 45 a design element,

= = = and peaceful apen-field system (p. 289) schotastics {p. 319 .
State. HE’iF' de\."8§0p afr e, SUC?,UYU: i pU <. fareign ' . merchant guild (p. 259) vernacular Fiterature {p. 314) Dllfferent colors, typefaces, and type
world. Creste, represent, and implement U.>. Toreiy craft gulld p. 300) troubadours (.31 sizes are used for the headings, -
£3olicy Experience the world of & Foreign Service . . ﬁ;:f:ﬂfﬁ:ﬁ:fu(:ﬁ:o(?am) cathedri é.f;a{:}am instructions, and text.
Officelt’ Explore opporiunities tor students st the . :" sumptuary laws (p. 307) Gothlc (. 317) The two lists make use of stylized

bullets and oversize numbers, both
in one of the two main colors,

& Review the Main ldeas

: Answer the focus questions from each section of the chapter.
m i S + What wasvillage life like In medieval Eurape? (p. 288)

o » Row did religion shape everyday life In the High Middle Ages? {p. 253}
+ What led to Eurcpe’s It growth and reurbani ? (p. 298)
+ What was life like in medieval cities? (p. 305)
+ How did unlversities serve the needs of medieval society? {p. 309)

Departiment of State.

FIGURE 11.1 Effective Use of Proximity
11: http://future state.gov.

+ How did literature and srchitecture express medieval valuss? (p. $13)
Source: U.S. Department of State, 20

§# Make Connections
Think about the larger developments and continulties within and across chapters. |

1. How was Efe in a mediaval <ity different from life tn a Hellenistic city (Chapter 4), or
itfe in Rome during the time of Augustus (Chapter 5)? In what ways was it simitar?
What problems did these cites confront that are still issues for cities today?.

2, Historlans have begun to turn: their attertion to the history of children and childhood. How -

first-level headings should have the same t.ypeface,
d so forth, This repetition signals a
r to understand.

terns. For example, all
type size, spacing above anc below, an

o watch a tutorial on connection between headings, making the cpntent easie re colors it ik bes i thesoleties you v examied shaped by lrger social stuctures
roofreading, goto Ch. 11> hat are used to create consistent visual patterns a ' and cuktural forces? Whit commanalities de you see in children's lives across time?
p Other elements tha tive use of Tep etition. 3. Chapter 4 and this chapter both examine ways In which religion and philosophy shaped

Additionat Resources > Tutorials:
macmillanhighered.com
Nlaunchpad/techcommlie.

life for ordinary people and for the educated elite. How would you compare Hellenlstic
religious practices with those of medieval Europe? How would you compare the ideas
of Heflenlstic philosophers stich as Epicurus or Zeno with those of Scholastic philoso-
phers such as Thomas Aquinas? ' )

icons, rules, and screens. Figure 11.3 shows an effec

CONTRAST . .
The principle of contrast says that the human eye is drawn to—and the brain

interprets—differences in appearance between two items. Po; exazlggt: ‘t::sl -
inci i k print is easier to read agal
rinciple of contrast explains why black p : .
Eackgrpound than against a dark gray background; why 16-point type stands oul

FIGURE 11.3 Effective Use of Repetition

" Source: Excerpt from A HISTORY OF WESTERN SGCIETY, Eleventh Edition (Baston;: Badford/St, Martin's,
2014). john P. McKay, Clare Haru Crowston, Merry E. Wiesner-Hanks, Joe Perry, p. 319.
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Notice that you do not have to use
a strikingly different color 10 show
contrast. The human brain can eas-
ity tell the difference between the
pale blue and the navy blue of the
otherboxes. S

< MEDIA CENTER _:RGMI'ZATDNAL'FUNDNC'_;'Z-'--

OGRANS & INITIATY

1T THE BUREAU.

FIGURE 11.4 Effective Use of Contrast
ge shows effective use of color contrast in the five navigation boxes. The pale

This portion of a web pa
rs see which portion of the site they are viewing.

blue screen behind the word “lmpact” helps visito
Source: U1.S. Department of State, 2013D: http:Ileca‘state.govfimpact.

inst 12-point type; and why informa-
aders’ attention when the informa-
f contrast.

more clearly against 8-point type than aga
tion printed in a coloy, such as red, grabs re
tion around it is printed in black. Figure 11.4 shows effective use O

Planning the Design of Print
and Online Documents

In a typical day at work, you might produ
having to worry about design at all. Blog posts, text messages, presentation
slides and memos that use standard company templates—these applications
and others present no design challenges either because you cannot design
them or because you don’t have the authority to design them.

You will, however, have a say in the design of many documents you pro-

duce or to which you contribute. In a case like this, the first step in design-

ing the document is to plan. Analyze youxr audience and purpose, and then

determine your 1esources.

ANALYZE YOUR AUDIENCE AND PURPOSE

Consider factors such as your readers’ knowledge of the gubject, their att-

tudes, their reasons for reading, the way they will be using the document,

and the kinds of tasks they will perform, For instance, if you are writing a
t few people will read it from

benefits manual for employees, you know tha
start to finish but that many people will refer to it. Therefore, you should

include accessing tools: a table of contents, an ifidex, tabs, and o0 forth.
Think too about your audience’s expectations. Readers expect To 5e€
certain kinds of information presented in certain ways. Try t0 fulfill those

For more about analyzing your i . X
expectations. For example, hyperlinks on websites are often underscored and

audience, see Ch. 5. For more about
tables of contents, see Ch. 18, p. 480. presented In blue type.
iIf you are writing for multicultur
aspects of design vary from one culture to another. I
and manuals, you may see significant differences in
advice, therefore, is to gtudy docurnents from the culture yo

Here are a few design elemerits to look for?

ce a number of documents without

a1 readers, keep in mind that mary
n memos, letters, reports,

design practice. The best
u are addressing.

Designing Print Documents

;23?(1 size, Paper silze will dictate some aspects of your page design. If
ocurnent will be printed in another :
T iooe im that conntry country, find out about standard

. g:it_:_efrazz I;I:S:'eferirl;es. fOne survey found that readers in the Pacific Rim
: -serif typefaces in body text, wherea
serif typefaces {Ichimura, 2001). ¢ ’ reas Wester readers preter

s Color preferences. In China, fi a
\ : . , for example, v i
o vamaoats danger ple, red suggests happiness, whereas
- T - N ) .
Oc:;’; ;’3 i ;Z?cllc;\. If some m:embers of your audience read from right to left but
5 borto ?m left to right, you might arrange your graphics vertically, from
m; everybody reads from top to bottom. Or you might use Ar:abic

numerals to indicate the order in which items are to be read {Horton, 1993)

Thi
sou alrrélz ;Z:)l,i zgc;ué yo;n; pltfgpose or purposes. For example, imagine that
: ental office and you want to create ,b i
question is What is the purpose of the si ’ ng to pr e nforma
‘ e site? It’s one thing t ide i
W rpose g to provide informa-
patrg‘ec;ri 3:;1; ihc;-urs a?d d(flirectlons to the office. But do you also want to direct
gh-quality dental information? To enabl '
change appointments? Ask ( ‘o7 Eaeh of th s o
‘ : you a guestion? Each of these pu
oses a
the design, whether the document is going to print or onli]LI::.E.IP e pists

DETERMINE YOUR RESOURCES
’(Ii':é?llfnik;iut your resources of time, money, and equipment. Short informal
documen :tizetusually p}roduced in-house; more-ambitious projec;ts are often
subcontract o specialists. If your organization has a technical-publications
I.JI- : nt, consult the people there about scheduling and budgeting
r;?;it‘ﬁ::; 1; z?ur ?,che{iule? To come up with a sophisticated design ybu
. rofessionals at service bureaus or pri iali
. : print shops or special
in online production. These professionals can require wezks or-I;nontll'zss:E ”

s M i
Cocltlr’;::;.t Cclian ylou aff?rd professional designers, print shops, and online
evelopers? Most managers would b : :
- udget thousands of do
design an annual report but not an in-house newsletter. : s e

* Equi . .
o ; (;lllatmigt. Complex d.e31gns require graphics and web software, as well as
ut you need a mor i : .
resolution color. , e expensive printer for high-

Designing Print Documents

of . -
ve?—;%gé src-::;gl;l ';};e 1.3d1v1gua1 pages of a printed document, design the
) nt. Decide whether you are creati ,
Ay ] . eating a document that look
e :Es;f;twqwtlli hcontent on both sides of the page, or a document thac')cciof)ks '
, with content on only one side of the i to
« . : page. Decide wheth
: bgsgsr ofi stan_dard size (8.5 x 11 inches) or another size, choose a gizgz '
, and decide how you will bind the pages together. Decide about )

11
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Typography is discussed on
pp. 265-71.- )

For mare about analyzing your
purpose, see Ch. 5, p, 84.

For information on designing onfine

documents, see pp. 281 and 287.




DESIGNING PRINT AND ONLINE DOCUMENTS

the accessing elements you will include, such as a table of contents, index,
and tabs. You want the different elements to work together to accomplish
your objectives, and you want to stay within your budget for producing and
(perhaps) shipping. That is, in designing the whole document, consider these
four elements: size, paper, bindings, and accessing aids~ :

SIZE

Size refers to two aspects of print-document design: page size and page

count. '

+ Page size. Think about the best page size for your information and about
how the document will be used. For a procedures manual that will sit on
a shelf most of the time, three-hole 8.5 x 11-inch paper is a good choice.
For a software tutorial that must fit easily on a desk while the reader
works at the keyboard, consider a 5.5 x 8.5-inch size. Paper COmes
precut in a number of sizes, including 4.5 x 6 inches and 6 x 9 inches.
Although paper can be cut to any size, nonstandard sizes are more -
expensive. ‘
Page count. Because paper is expensive and heavy, you want as few
pages as possible, especially if you are printing and mailing many copies.
And there is a psychological factor, t00: people don’t want to spend a
lot of time reading technical documents. Therefore, if you can design a
document so that it is 15 pages long rather than 30—but still attractive
and easy to read—your readers will appreciate it.

PAPER
Paper is made not only in different standard sizes but also in different
weights and with different coatings. Heavier paper costs more. than lighter
paper but provides better resolution for text and graphics. Coated paper is
stronger and more durable than non-coated paper and provides the best -
resolution, but some coatings can produce a glare.To deal with this problem,
designers often choose paper with a slight tint. =

Work closely with printing professionals. They know, for example, about
UV-coated paper, which greatly reduces fading, and about recycled paper,
which ig continually improving in quality and decreasing in price. '

BINDINGS

Although the pages of a very short document can be attached with a paper
clip or a staple, longer documents require more-sophisticated binding tech-
niques. Table 11.1 illustrates and describes the four types of bindings com- .
monly used in technical communication.

ACCESSING AIDS :
In a well-designed document, readers can easily find the information they
seek. Most accessing aids use the design principles of repetition and contrast
to help readers navigate the document. Table 11.2 on page 258 explains six -
common kinds of accessing aids. T

Whg:ddeéigning"a pa

- meetyour audience’s nee

Designing Print Documents

s izt
1gins
i e

Page Layout

5>

Image Credit: © 2014 Macmiilan,
Photo by Regina Tavani.

" Loose-leaf binders. Loose-leaf binders are convenient
. when pages must be added and removed frequently. A

high-quality binder can cost as much as several dollars.

Image Credit: © 2014 Macmillan.
Photo by Regina Tavani.

_ Ring or spiral binders. The wire or plastic coils or combs

that hold the pages together enable you to open the
document flat on a desk or even fold it over so that it
takes up the space of only one page. Print shops can
bind documents of almost any size In plastic coils or
combs for about a dollar each.

s

Image Credit: @ 2014 Macmilizn.
Photo by Regina Tavani.

Saddle binding. The document is opened to its middle
pages, and large staples are inserted from the outside.
saddle binding is impractical for large documents.

Image Credit: © 2014 Macmillan,
Photo by fegina Tavani.

Pe'rfect binding. Pages are giued together along the
spine edge, and a cover [s attached. Perfect binding,
used in book publishing, produces the most formal
appearance, but it is relatively fragile, and the open
document usually does not lie flat.
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For more about using colar, see
Ch.12,p. 303,

DESIGNING PRINT AND ONLINE DOCUMENTS

TABLE 11.2 Typical Accessing Aids-

Media
u YouTube

Waich, upload and shere videos
e .

Search the full lext of bosks

Rews
Search theusands of news stories

Q"s‘ Picasa
¥ Find, edit and share your pholos

Source: Google, 2013: httpy/fwww
-google.com/intlfen/about/products.

lcons. [cons are pictures that symbolize‘

actions or ideas, Perhaps the most
important icon is the stop sign, which
alerts you to a warning. lcons depend .
on repetition: every time you see the
warning icon, you know what kind of
information the writer is presenting.

Don't be too clever in thinking up
icons, One computer manual uses
a cocktail glass about to fall over to
symbolize “tip! This is a bad idea,
because the pun is not functional:
when you think of a cocktail glass,
you don't think of a tip for using
computers. Don't use too many
different icons, or your readers will
forget what each one represents.

i

Here green is used to emphasize the titles of the

sections, the box at the top left, and the bar along the

edge of the page.

Source: Excerpt from MEDIA & CULTURE: MASS COMMUN]- -
CATION IN A DIGITAL AGE, Ninth Edition (Boston: Bedford/
St. Martin’s, 2014). Richard Campbell, Christopher R. Martin,

Bettina Fabos, p. 113,

Color. Perhaps the strongest visual
attribute is color (Keyes, 1993). Use
color to draw attention to important

“ features of the document, such as

warnings, hints, major headings, and
section tabs. But use it sparingly, or it
will overpower everything else in the
document.

Color exploits the principles of
repetition {every item in a particular
color is logically linked) and contrast
{items in one color contrast with items
in another color).

Use color logically. Third-level
headings should not be in color, for
example, if first- and second-level
headings are printed in black.

Using paper of a different color for
each section of a document is another
way to simplify access.

Image Credit: © 2014 Macmillan. Photo by Regina Tavani.

Dividers and tabs. You are already
familiar with dividers and tabs from
loose-leaf notebooks. A tab provides
a place for a'label, which enables
readers to identify and flip to a
particular section. Sometimes dividers
and tabs are color-coded, Tabs work
according to the design principle of
contrast: the tabs literally stick out.

(continued)

BLE 11.2 Typical Accessing Aids (continued)’

Designing Print Documents

Read ... Tolearnta...
Ch.t connect to the router
Ch.2 set up a firewall.

Cross-reference tables. These tables,

which exploit the principle of alignment;

refer readers to related discussions.

Ak fordeaiy
iy

Eaageinaieed, i

b 1., b L aLemonTor I "pRW T WaTANSH1 2, €1 mal "hyimpacio-

odumate 10Ged back. Bomos b ar sz maries. Ma batt ko compark
0G4S,

i<l departmird.

AR el 0. ] )

Source: General Services Administration, 2013,

Headers and footers. Headers and
footers help readers see where they are
in the document. In a book, for example,
the headers on the left-hand pages
might repeat the chapter number and
title; those on the right-hand pages
might contain the most recent first-level
heading. Sometimes writers build other
identifying information into the headers,
For example, your instructor might ask
you to identify your assignments with

a header like the following: “Smith,
Progress Report, English 302, page 6.
Headers and footers work according to
the principle of repetition: readers learn
where to look on the page to see where
they are in the document.

W

Py Dty L

Bmy

#
L=
B

A spone

L Rvanate ik Surart Gy At
B .
w] <] Aboetining Your Guest

o :’L Vagesisly when yyor vessaich gosh a1e speific amd Kiited, e mans
L r s i

[ - PEATIH BUSUST
AdST R s doepias

e e L et Qv i A 12 A v

a ; .
ahd ence, osistes, of Presedi s i ML

< a
o Whichs 7 het

Source: Excerpt from THE BEDFORD GUIDE FOR COLLEGE WRIT-
ERS, Tenth Edition {Boston: Bedford/St. Martin's, 2014).

X. J. Kernedy, Dorothy M. Kennedy, and Marcia F. Murth,

pp. o, 703, A-21. .

Page numbering. For one-sided
documents, use Arabic numerals in
the upper right corner, although the

- first page of most documents does not

have a number on it. For two-sided
documents, put the page numbers
near the outside margins.

Complex documents often use two
number sequences: lowercase Roman:
numerals {, ii, and so on} for front
matter and Arabic numerals for the
body. There is no number on the title
page, but the page following it is ii.
Appendixes are often paginated with
a letter and number combination:
Appendix A begins with page A-1,
followed by A-2, and so on; Appendix
B starts with page B-1. :

Sometimes documents list the total
number of pages in the document (so
recipients can be sure they have all
of them). The second page is "2 of 17/
and the third page is"3 of 177

Documents that will be updated are
sometimes numbered by section:
Section 3 begins with page 3-1,
followed by 3-2; Section 4 begins with
4-1. This way, a complete revision of
one section does not affect the page
numbering of subsequent sections.

11
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Designing Print Pages

In a well-designed printed page of technical communication, the reader can

recognize patterns, such as where to look for certain kinds of information.

) ,dgmg_nih_g_—t'h'é. pagé,' create visual patterns that h
. ciples of lgérhiﬁgi_phe'oﬁry}ihe result of research inta:how-peoplelearn,

- > Chunking. 'edp_le_undérst'ahd'ihf{a ‘mation besti

“Eor:

Turing the 18th century, there were many wars in Europe caused by the
ambition of various kings to make their domains larger and to increase their cwn
incomes. King Louis XV of France had built up a very powerful kingdom. Brave
soldiers and skillful gencrals spread his rule over a grest part of what is Belgium
and Luxemburg, and annexed to the French kingdom the part of Germany be-
tween the Rhine River and the Yosges (Vo_zh} Mountains.

Finally, the English oined with the roaps of the Holy Reman Empire to curb
the furiher growth of the French Kingdom, and at e battle of Blenheim (1704),
the English Duke of Mariborough, aided by the emperoer’s atmy, put an end tothe
further gxpansion of the French.

The 18th century also saw the tise of a new kingdom in Europe. You will
recall that there was 2 county in Germany named Brandenburg, whose count was
one of the seven electors who chose the emperor. The capital of this county was
Berlin, It so happened that a number of Counts of Brandenburg, of the family of
Eohenzollem, had been men of ambition and ability. The litfle county had grown
by adding small territories around it One of these counts, called “the Great Elec-
tor,” had added to Brandenburg the greater part of the neighbering county of
Pomerania. His son did not have the ability of his father, but was 2 very proud
and vaih man.

He happened to visit King William I of England, and was very much of-
fended because during [he interview, the King occupied a camfortable arm chair,
while the elector, being simply 2 count, was given a chair tosit in which was
stroight-backed and had no arms. Brooding over this inswlt, as it seemed to him, he
werit home and decided fhat he too shoutd be called a king, The question was, what
should his tifle be. He could ot alt himsel§ “Eing of Brandenburg,” for Branden-
burg was part of the Empire, and the emperar would nat allow it. It had happencd

some one hundred years before, that, through his marriage with the daughter of the
Duikeof Prussia, a Count of urg had come into passession of te district
Kknown as East Prussia, at the extrems southeastern corner ¢f the Battic Sca

The sas of this elector whe first called himself king had mere energy and
more character than his father. He ruled his country with arod of iron, and built up
a strong, well-drilled army. £ was especially fond of tall soldiers, and had agents
out all over Europe, kid ing men who six feet tall to serve in his fa-
mous regiment of Guasds. He further inceased the size of the Prussian kingdom.

‘His son was the famous Frederick the Great, one of the most remarkable
fighters that the world has ever seen. This prince had been brought up under
strict discipline by his father. The old king had been insistent that his son should
be no weakling. It is told that one day, finding Frederick playing upon a flute, he

seized the instrument and shapped it in bvain over his son’s shoulder.

] Understanding Learning Theory and Page Design

elp readersfind, understand, and remember information. Three prin-

single-spaced type, chunking involves d ible-spacing bets

cen paragraphs, as shown in Figure 115,

can help you design effective pages: chunking,

‘them in chunks-—smal units—rather than allatonce.

F

- Jish Duke of Marlborough, aided by the emperor’s army, put an end to the further

France in the 18th Century

During the 18th century, there were many wars in Europe caused by the ambi-
fion of various kings to make their domains larger and toincrease their own
ineomes. King Louis XIV of France had built up a very powerful kingdom. Brave
saldicrs and skillful generals spread his rule over « great part of what is Belgium
and Luxemburg, and annexed to the French kingdom the part of Germany be-
bween the Rhine River and the Vosges (Vo_zh} Mountains,

Eirally, fhe English joined with the troops of the Holy Reman Empize to curb the
Surther growi of the French kingdom, and st the batde of Blenheim (1704), the Eng-

expansion of the French.

Prussia in the 18th Century

The 18th century alsc saw the rise of a new kingdom in Europe. You will recall
that there was a county in Germany named Brandenbusg, whose count Was
one of the seven electors who chose the emperor. The capital of this county was
Berlin, {t 50 happencd that 4 number of Counts of Brondenburg, of the family
of Hohenzollecn, had been men of ambition and ability. The litth: county had
grown by adding small territories around it. One of these counts, called “the
Great Elector,” had added to Brandenburg the greater part of the neighboring
conmty of Pomerania. Fis son did not have the abikity of his father, but was a
very proud and vain man.

He happened to visit King William I of England, and was very much offended
because during the interview, the king ocoupied & comfortable arm. chair, while
the electar, being simply a count, was given a chair to sitin ‘which was straight-
badked and had no amns, Brooding over this insult, as it seemed 1o him, he
went home and decided that he 100 should be called a king. The question was,
whal should his fitle be. He could not call himself “King of Brandenburg,” for
Brandenburg was part of the Empire, and the emperar would not allow it. Tthad
happened some one hundred years before, that, through his marciage with the
doughter of the Cruke of Prassia, a Count of Brandenburg, nad come Inio posses-
sion of the district known as East Prussia, at the extreme southeastern comer of
the Baltic Sea.

The son of this elector who first called himself king had more energy and more
¢haractes than 1s father. He ruled his country with a rod of iren, and built up
a strong, well-drilled army, He was espedially fond of tall soldiers, and had
agents out all ever Europe, kidnapping men whe wete over six feet tall to serve
in Ris famous regiment of Guards. He fusther increased the size of the Prussian
kingdom. ..

atiorn.

Note how the use of headings creates clear chunks of information.”

‘b Wiﬁhqhunking_ :

{continued)

* ‘Figure 11.6 shows queuing.
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». Queuing, Queuing refers to creating visual distinctions to indicate levels of importance. More-emphatic:
elements—those with bigger type or boldface type—are more important than less-emphatic ones. Another

visual element of queuing is aligniment. Designers start more-important information ctoser to the left margin and

ndent less-important information. (An exception is titles, which are often centered in reports in the United States.)

¥ Filtering. Filtering is the use of visual patterns to distinguish varlous types of information. Introductory material
““might be displayed In larger type, and notes might appear in italics, another typeface, and a smaller size, Figure 11.7
" shows filtering.” - : s AR : : . - :

The size of the type used for the various headings
i_ndicates their importance. ) L
-Tl_‘i_e'largest tyhé_su_gges’ts that “Strategic Gealsand ™
Results”is a chapter heading. B
he next largest type indicates that “Strategic Goal.
1: Achieving Peace and Security”is an A head (the
highest tevel within'a chapter). : Ny
“pybli¢ Benefit" and "Summary of Performance and
Resources”are B heads.
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‘FIGURE11.6. Queuing .
) --Sb_Urce: U.S. Department of State, 201 3a: www.state.gov/dacuments ..
: rganization/203937.pdf, ;- e :
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Heat Index
Temperature °F}

B0 62 84 46 &8 90 92 94 06 95 108 102 04 106 108 i

Relative Humidity (%}

87 [BE5103;

Likelincod of Heat Disorders with Prolenged Exposure of Strenuous Activity
] Caution Sxureme Cavtion T Oanger #] Extreme Darger

261

FIGURE 11.7  Filtering ST A
Effective technical communication presents data and explains what
the data mean. In this table about the heat index, the writer yses ..
. color as a fiitering device. In Western cuftures, red signals danget. -
Souirce; National Weather Service, 2014 httpii/nws.ndaa.go_\.'losfheatf_ihdex.shtml.
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PAGE LAYOUT
Every page has two kinds of space: white space and space devoted to text

and graphics. The best way to design a page is to make a grid: a drawing_of
what the page will look like. In making a grid, you decide how to use white
space and determine how many columns to have on the page.

Page Grids As the phrase suggests, a page grid is like a map on which you
plan where the text, the graphics, and the white space will go. Many writers
like to begin with a thumbnail sketch, a rough drawing that shows how the text
and graphics will look on the page. Figure 11.8 shows thumbnail sketches of
several options for a page from the body of a manual.

Experiment by sketching the different kinds of pages of your document:
body pages, front matter, and so on. When you are satisfied, make page grids.
You can use either a computer or a pencil and paper, or you can combine the
two techniques. : o

Figure 11.9 shows two simple grids: one using picas (the unit that printing
professionals use, which equals one-sixth of an inch) and onte using inches.
On the right is an example of a page laid out using the grid in the hgure.

FIGURE 11.8 Thumbnail Sketches
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FIGURE 11.9 Sample Grids Using Picas and Inches
Source: Excerpt from LISTEN, Brief Fifth Edition {Boston: Bedford/5t. Martin's,

2004). ). Kerman and G, Tornlinson, p. 388.
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a. Double-column grid

Excerpt from Gardner and Barefoot, YOUR COLLEGE
EXPERIENCE: STUDY SKILLS EDITION, 10th ed., p. 31.
Copyright © 2013 Bedford/St. Martin's. Reprinted
by permission.

Protect Yaurself
and Your Family
Anainst
Receeational
Water linesses

‘PLEASE ko an o o o el of
all g Recromber, kids e deown

I s o In siencr.

PILERSE une sppropsiately Eed hin juckas*
viocad of e dlled or foem baystmch @
~tvwringe” or neodla”). Theve o2

o xt thokdg i 2 e chidren aafo.

503 WARE tRFCANATION. WISIT
. cie.gon ke attamelatiag

" O CHPANTIENY B KEATE ANV SNPRM SENVSEC
Ceatits e Rrar v 1 Prerabm

¢. Three-panel brochure

b. Two-page grid, with narrow outside columns for notes
Excerpt from Kennedy, Kennedy, and Muth, THE BEDFORD: GUIDE FOR COLLEGE WRITERS WITH READER,
“Tenth Edition, pp. 130-131, Copyright © 2014 Bedford/St. Martins, Reprinted by permission,

ReeD grrms koo causizg
gsreational wates Hldesses

Source: Centers for Disease Control and Prevention, 2014 http:!!www.cdc.gov.’heaIthywater."pdf."swirnrning.’resources.’heaithy-swimming-rwifbrochure.pdf.

FIGURE 11.10 Popular Grids

Create different grids until the design is attractive, meets the needs of
your readers, and seems appropriate for the information you are conveying.
Figure 11.10 shows some possibilities. '

- White Space Sometimes called negative space, white space is the area of

the paper with no writing or graphics: the space between two columns of
text, the space between text and graphics, and, most obviously, the margins.




Increase the size of the margins
if the subject is difficult or if your
readers are not knowledgeable

. aboutit.

. For more about marginal glosses,
see p. 274,
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- 812" ———

e

1 1/21: 1 "

aD o

Right-hand page

Left-hand page

FIGURE 11.11 Typical Margins for a Document That Is Bound
Like a Book

Margins, which make up. close to half the area on a typical page, serve four

main purposes: ' A

+ They reduce the amount of information on the page, making the
document easier to read and use. - .- C _

* They provide space for binding and allow readers to hold the page without
covering up the text. S : T

» They provide a neat frame around the type.

« They provide space for marginal glosses. .

Figure 11.11 shows common margin widths for an 8.5 x 11-inch document.
White space can also set off and emphasize an element on the page. For

instance, white space around a graphic separates it from the text and draws

readers’ eyes to it. White space between columns helps readers read the text
easily. And white space between sections of text helps readers see that one

section is ending and another is beginning;

COLUMNS

Many workplace documents have multiple columns, A multicolumn desigh
offers three major advantages: '
e Textis easier to read because the lines are shorter.

¢ Columns allow you to fit more information on the page, because many
graphics can fit in one column or extend across two or more columns. In

addition, a multicolumn design enables you to put more words on a-page |

than a single-column design.

You can also select More Col=

_ di'_al_dg'qu.:"(m_i"can_'c_tjrit'ro!'-

[y Orientation v {53 Breaks =
10 size ~ HBitine Numbers =

Columns drépj&dpwn menu in -
the Page Setup grou S

A watermark = | ladent

In the Pa_'c_';'e"_s'g_t_qp.grm{ip,_ L
select Columns. .~ ir

I "eﬁ_iét:!ay_byts i

You can use

umns to launch the Columns

Bege
Marktaz polat 3t whicn ane page ends
and the ned page beging,

fohmn
Indicate #af the tad following Lhs column
break will begin In the next caluma,

Teat Wirapping
Separte ot around okjects cnwed
pagss, such as caption et hiam badytet.

the number of columns and
specify the width-and spacing'y:

Heateage
Tnserta section break and siadt ihe Rew
seqtion on the next page.

b, Cantinucus
Itserta section Break and $tart ine new
sectlon on the rame page.

fven Page
Tnserta saction tresi and start thanew |
section on the nexd sven-numbered pge.

Ogd Pagt
Insest a sertion break and start the new
saction oa the next odd-numbered page.

» Columns enable you to use the principle of repetition to create a visual
pattern, such as text in'one column and accompanying graphics in an
adjacent column.

TYPOGRAPHY

Typography, the study of type and the way people read it, encompasses
typefaces, type families, case, and type size, as well as factors that affect the
white space of a document: line length, line spacing, and justification.

Typefaces A typeface is a set of letters, numbers, punctuation marks, and
other symbols, all bearing a characteristic design. There are thousands of
typefaces, and more are designed every year. Figure 11.12 on page 266 shows
three contrasting typefaces. : '




266
. FIGURE 1112 .Three
‘Contrasting Typefaces

 between serif and sans-serif typefaces, either in
Serif Sans Serif

DESIGNING PRINT AND ONLINE DOCUMENTS

tachnioal
Sacummont focane i i foo owmate and oo hard fo vead. St ia Beblor uiled to Wedling insifations and B

gﬁwamegmw& g)cu‘plhjpzfaca- %wmmﬂ%hmtﬁu%&«zgwmu

This paragraph is Times Roman. Tt looks like the kind of type used by the New York Timesand
other newspapers in the nineteenth century. Tt is an effective typeface for text in the body of
technical documents. '
This paragraph is Univers, which has a modern, high-tech look. It is best suited for
headings and titles in technical documents. '

As Figure 11.13 illustrates, typefaces are generally classified into two cat-
egories: serif and sans serif.

Although scholars used to think that serif typefaces )
were easier to read because the serifs encourage . o
readers eyes to move along the ling, most now . ) _
believe that there is no difference in readability Serifs

print or anline. Readers are most comfortable with
the style they see most often. | J

FIGURE 11,13 Serifand
Sans-Serif Typefaces

Most of the time you will use a handful of standard typefaces such as
Times New Roman, Cambria, Calibri, and Arial, which are included in your
word-processing software and which your printer can reproduce.

Type Families Each typeface belongs to a family of typefaces, which con-
sists of variations on the basic style, such as italic and boldface. Figure 11.14,

for example, shows the Helvetica family.

7 -
Helvetica Light Helvetica Bold Italic
Helvetica Light Italic Helvetica Heavy

Helvetica Regular Helvetica Héavy Italic

Helvetica Regular Italic Helvetica Regular Condensed

Helvetica Bold

FIGURE 11.14 Helvetica Family of Type

Helvetica Reguiar Condensed Halic |
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Be careful not to overload your document with too many different mem-
ly, these variations

bers of the same family. Used sparingly and consistent
can help you with filtering; calling attention to various kinds of text, such as
lies for book titles and other elements, and use

warnings and notes. Use ita
bold type for emphasis and headings. Stay away from outlined and shadowed

variations. You can live a full, rewarding life without ever-using them.

Case To make your document easy to read, use uppercase and lowercase
letters as you would in any other kind of writing (see Figure 11.15). Most
people require 10 to 25 percent more time fo read text using all uppercase
letters than to read text using both uppercase and lowercase. In addition,
uppercase letters take up as much as 35 percent more space than lowercase
letters (Haley, 1991). If the text includes both cases, readers will find it easier
to see where new sentences begin (Poulton, 1968).

Taidiviqual variations are greater in lowercase words

- =
THAN THEY ARE IN UPPERCASE WORDS.

FIGURE 11.15 Individuat Variations in Lowercase and Uppercase Type

1 owercase letters are easier to read than uppercase because the individuai variations from one letterto

another are greater.
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" Type Size Type sizeis measured with a unit called a point. There are 12

points in a pica and 72 points in an inch. In most technical documents 10-,

11-, or 12-point type is used for the body of the text:

This paragraph is printed in 10-point type. This size is easy to '
read, provided it is reproduced on a high-quality ink-jet printer or
laser printer.

This paragraph is printéd in 12-point type. If the docu-
‘ment will be read by people over age 40, 12-point type -
is a good size because it is more legible than a smaller
size. -

This paragraph is printed in 14-point type. This
size is appropriate for titles or headings.

Type sizes used for other parts of a document include the following:

footnotes 8- or 9-point type
indexes 2 points smaller than body text

slides or transparencies 24- to 36-point type

In general, aim for at least a 2- to 4-point difference between the headings
and the body. Too many size variations, however, suggest a sweepstakes
advertisement rather than a serious text. o

ETHICS NOTE
USING TYPE SIZES RESPONSIBLY

Text set in large type contrasts with text set in small type. It makes sense to use large type
to emphasize headings and other important information. But be careful with small type. It is
unethical {and, according to some court rulings, illegal) to use excessively small type (such as
6-point or smaller type) to disguise information that you don’t want to stand out. When you
read the fine print in an ad for cell-phone service, you get annoyed if you discover that the
low rates are guaranteed for only three months or that you are committing to a long-term
contract. You should get annoyed. Hiding information in tiny type Is annoying. Don't doit.

Line Length The line length most often used on an 8.5 x 11-inch page—
gbout 80 characters—is somewhat difficult to read. A shorter line of 50 to 60
characters is easier, especially in a long document (Biggs, 1980).

Line Spacing Sometimes called leading (pronounced “ledding”), line spacing
refers to the amount of white space between lines or between a line of text
and a graphic. If lines are too far apart, the page looks diffuse, the text loses
coherence, and readers tire quickly. If lines are too close together, the page’
looks crowded and becomes difficult to read. Some research suggests that
smaller type, longer lines, and sans-serif typefaces all benefit from extra line
spacing, Figure 11.16 shows three variations in line spacing. o

Designing Print Pages

Excessive line spacing

Aronomink Systems has been contracted by Cecil Electric Cooperative, Inc.
{CECI) to design a solid waste management system for the Cecit Gounty plant,
Units 1 and 2, to be built in Cranston, Maryland. The system will consist of two
600 MW pulverized coal-burning units fitted with high-efficiency electrostatic

pracipitators and mestone reagent FGD systems.

Appropriate line spacing

Aronomink Systems has been contracted by Cecil Electric Cooperative, Inc.
(CECI) to design a solid waste management system for the Cecil County plant,
Units 1 and 2, to be built in Cranston, Maryland. The system will consist of two
600 MW puiverized coai-burning units fitted with high-efficiency electrostatic
precipitators and limestone reagent FGD systems.

Inadequate line spacing

Aronomink Systems has been contracted by Cecil Electric Cooperative, Inc.
{(’.':ECI) to design a solid waste management system for the Cecil County plant,
nits 1 and 2, io be built in Granston, Marytand. The system will consist of two
600 MW pulverized ¢oal-burning units fitfed with high-efficiency electrostatic

precipitators and limestone reagent FGD systems.

EE

FIGURE 11.16 Line Spacing

Line spacing is usually determined by the kind of document you are writ-
ing. Memos and letters are single-spaced; reports, proposals, and similar
documents are often double-spaced or one-and-a-half-spaced.

Figure 11.17 on page 270 shows how line spacing can be used to distin-
guish one section of text from another and to separate text from graphics.

Justification Justification refers to the alignment of words along the left
and right margins. In technical commmunication, text is often left-justified (also
called ragged right). Except for the first line in each paragraph, which is some-
times indented, the lines begin along a uniform left margin but end on-an
irregular right margin. Ragged rightis most common i word-processed text
{even though word processors can justify the right margin). B
In justified text, also called full-justified text, both the left and the right™
margin are justified. Justified text is seen most often in formal documents,
such as books. The following passage (U.S. Department of Agriculture, 2002) is
presented first in left-justified form and then in justified form: '




11

270

FIGURE 11.17 Line
Spacing Used To Distin-
guish One Section from
Another

Source: U.S. Patent and Trademark Office,
2010: www.uspto.gov/about/stratplan
far/2008/2008annualreport.pdf.
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come {Daflars In Mifions)

dons likewise decreased, decreasing deferred revenue and
increasing carned revenue. 'This was evidenced by the Patent
disposing of 225 percent more applications than

STATEMENT OF NET CO5T

The Statement of Net Cost presents he USPTO's resuhs of opera-
ipns by| i ponsibility segm Patent, Trademark
and Intellecrual Propesty Protection and D

and Abroad. The above table presents (he total USPTO' results
of operations for the past five fiscal years. In FY 2005, the
USPTO's pperations fesulied in o et cost. In FY 2006, the
USPTO generated a net income <ue to the increased mainte-
nance foes received and fevenue recognition of previously
deferred revenue collecied subsequent to the fee increase on
December 8, 2004, During FY 2007, FY' 2008, and FY 2002 the

The line spacing between two sec-
tions is greater than the line spacing
within a section.

3304 million, and §54.8 million, respeciively,

The Statement of Net Gost compares fees eamned 1o costs incurred
during 2 specific period of Eme. 1t is not necessarly an indicator

of net income or net cost over the life of & patent or trademrk. -

Net Income or fet cost for the Rseal year is dependent upon
work that has been completed oves the varions phases of the
production life cyde. The net fucome caleutation: 35 basad on
foes camed dusing the fiscal year being reported, regardless of
when those fees waie collected.  Maintenance fees also play a
Targe partin whether a total net income ar nel gost s recognized,
Maincenance fees collected in ¥Y 2009 arc a reflection of patent
issue levels 3.5, 7.5, and 115 years sgo, cather than a reflection
of patents issted in FY 2009, Therefore, maintenance fees can
have 2 significant impdct on matching costs and seveave-

During FY 2009, with the number of patent filings decreasing by
2.3 percent aver the prior year, the backlog for patent applica-
0

Line spacing is also used to separate
the text from the graphics.

were disposed of duding FY 2008.

During #Y 2009, with the number of trademark applications
decressing by 123 percent over the prior year, the ‘Trademark
crpaization was able o coptinue (0 address the exsting
inventory and reduce pendency by 0.3 months from FY 2008.
The Trademark organization was able to do this while recog-
nizing a slight decrease in revenue eamed.

[SPTONs operations resulted in a et cost of §339 million °

EARNED REVENUE

The USPTO's camed cevenug is derived from the fees collected
for patent and trademark products and services. Fee collections
are recognized as camned reveaue when the sctiviies 1o complete
ihe work assodated with the fee are completed, The table below
presents the eamed revenue for the past five years.

Samned revenue totaled $1,527.1 million for FY 2009, an increase
of $61.9 million, or 3.5 percent, cwer FY 2008 earncd revenue of
$1,862.2million. Of revenue eamed during FY 2009, #4543 million

retated 10 fee collections that were deferred for sevenue recoghi- .

tion in prior fiscal years, $346.7 million rlated to mwinterance
faes eollected during FY' 2009, which were gonsidered eamed
immedistely, $920.7 million rehted to work performed for fees
collected during FY 2009, and $5.4 milllon were not fee-related.

Faracd Revenue (Boliars in Mittions) S e s |

PERFORMANCE AND ACCOUNTABILITY REPORT: FISCAL YEAR 2009

]

Notice that the space between ——— We recruited participants 1o reflect the racial diversity of the area in which

words is unfform in left-justified
text. ‘

In justified text, the spacing
hetween words is irregular, slowing
down the reader. Because a big
space suggests a break between
sentences, not a break between
words, readers can become con-
fused, frustrated, and fatigued.

Motice that the irregular spacing not
only slows down reading but also
can create “rivers” of white space.
Readers are tempted to concentrate
on the rivers running south rather
than on the information itself.

week; /eat | meat _
least twicel a {weel; [(and not
whenlcookingiatthome, ™ |

the focus groups \were fconducted. | Participants had St

eligibility/ criteria) have [ primary responsibility} or [share(responsibility for cooking
in their househc? prez@ food| and coolkyin\ thet homél at least| three time?_.a

nd/or fpoultry;

the focus groups were conducted. Participants had to meet the following
eligibility criteria: have primary responsibility or share responsibility forcooking -
in their household; prepare food and cook in the home at least three timesa™
week: eat meat and/or poultry; prepare meat and/or poultry in the home at
least twice a week; and not regularly use a digital food thermometer

when cooking at home.,

prepare [meat [and/or poultry/ in the
regulatly usela digital [food }thermometer

We recruited; participants to reflect the racial diversity/of theyareay in which
o meet theko[lowing

home {at

~ How To Modify L -
?-:‘Wlﬁen designing a page, yqu_can'adj'uﬁ’g. 'ghé
“hetween lines pf- text‘gnd__beforg'or after
* using the Paragraph dialog box and the Line Sp
* down' menu. SR e

Ih'__t'bé:P'al'-.‘a.g';aﬁh group, use."-
I’ the Paragraph dialog box "~
launcherto display the

:; Paragraph dialog box:

In the Paragraph dialog
'box, you can change the
“-paragraphs..~-—
 You carvalso specify the
- line spacing, the space .
~between lines of text.

" You can'select preset line-spacing optic
. Spacing drop-down menu.in the Paragr

_ 'e'j'S":;)"'_aah'g-_ :

. spacing before and after ;

Outline fevel: |Body Tesk

AasbCeDE

0 Karnal

&= | Add Space Gefore Patagraph
f; Remava Space afeer Paragraph | |

Full justification can make the text harder to read in one more way.
Some word processors and typesetting systems automatically hyphenate
words that do not fit on the line. Hyphenation slows down and distracts the ‘

reader. Lefi-justified text does not require as much hyphenation as full- . j
justified text.
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For more about titling your
document, see Ch. 9, p. 193.

For more about using headings, see
Ch. 9 p. 194

DESIGNING PRINT AND ONLINE DOCUMENTSI

.. TITLES AND HEADINGS :
Titles and headings should stand out visually on the page because they intro-

duce new ideas.

" Titles Because the title is the most-important heading in a document, it

should be displayed clearly and prominently. On a cover page or a title page,
use boldface type in a large size, such as 18 or 24 points. If the title also
appears at the top of the fitst page, make it slightly larger than the rest of
the text—perhaps 16 or 18 points for a document printed in 12 point—but
smaller than it is on the cover or title page. Many designers center titles on .
the page between the right and left margins.

Headings Readers should be able to tell when you are beginning a new
topic. The most effective way to distinguish one level of heading from
another is to use size variations (Williams & Spyridakis, 1992). Most readers .
will notice a 20-percent size difference between an A head (a first-level head-
ing) and a B head (a second-level heading). Boldface also sets off headings
effectively. The least-effective way to set off headings is underlining, because
the underline obscures the descenders, the portions of letters that extend
below the body of the letters, such asinp and y.

In general, the more important the heading, the closer it is to the left mar-
gin: A heads usually begin at the left margin, B heads are often indented a
half inch, and C heads are often indented an inch. Indented C heads can also
be run into the text.

In designing headings, use line spacing carefully. A perceivable distance
between a heading and the following text increases the impact of the head-
ing. Consider these three examples:

TABLE 11.3 Additional Design Feat

ures for Technical Communication

‘Designing Print Pages

) Two fypes of rules are used here:

vertical rules to separate the-
columns and horizontal rules to
separate the iterns, Rules enable
you to fit a lot of information on
a page, but when overused they
make the page look clustered.

Source: From Institute of Scientific and
Technical Communicators, “Industry
News" in COMMUNICATOR (Spring
2005). Reprinted by permission of the
Institute of Scientific and Technical
Communicators.

Rules. Rule is a design term for a straight line. You can

add rules to your document using the drawing tools in a
word processor, Horizontal rules can separate headers and
footers from the body of the page or divide two sections of
text. Vertical rules can separate columns on a multicolumn
page or identify revised text in a manual, Rules exploit the
principles of alignment and proxirmnity.

Summary

In this example, the writer has skipped a line between the heading and the text that
follows it. The heading stands out clearly.

Summary
in this example, the writer has not skipped a line between the heading and the text
that follows it. The heading stands out, but not as emphatically.

Summary. In this exampte, the writer has begun the text on the same line as the
heading. This run-in style makes the heading stand out the least.

OTHER DESIGN FEATURES _
Table 11.3 shows five other design features that are used frequently in
technical communication: rules, boxes, screens, marginal glosses, and pull -
guotes. R

Source: From J, W. Valley, “A coo! eariy
Earth?" from SCIENTIFIC AMERICAN
(October 2005); 58-65. Copytight

@ 2005 by Scientific American, Inc.
Hllustrations reprintad by permission of
Lucy Reading-ikkanda. Images used hy
permission of J. W.Valley.

Boxes. Adding rules on all four sides of an item creates

a box. Boxes can enclose graphics or special sections of
text or can forma border for the whole page. Boxed text
is often positioned to extend into the margin, giving it
further emphasis. Boxes exploit the principles of contrast

and repetition.

(continued)
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DESIGNING PRINT AND ONLINE DOCUMENTS

“TABLE 11.3 - Additional Design Features for Technical Communication (continued)-.

The different-colored screens

clearly distinguish the three sets :

of equations. -

Priucisy R el ity
i

Prmedn
Rk o b B S mptems ey i seomber g g T4 2 b b
e i

Jrosicy peivrrey e s mai i

o
T

Srvmrrelop e b2t g diee

iy b o IR
F g iy e T 2 £t 42 e

oy irendimit are

Source; Excerpt fromW. K. Purves, D.
Sadava, G. H.Orians, and H. C. Hellex, LIFE:
THE SCIENCE OF BIOLOGY, Seventh Edition,
page 466. Copyright © 2004. Reprinted by
permission of Sinauer Associates, Inc.

Screens. The background shading used behind text or
graphics for emphasis is called a screen. The density of a
screen can range from 1 percent to 100 percent; 5 to 10
percent is usually enough to provide emphasis without -
-making the text illegible. You can use screens with or
without boxes. Screens exploit the pnncrples of contrast

and repetition.

The marginal glosses present
definitions of key words.

304

*“16onlc mmary § MOMRATS SASCTY  Sperlings experinieit deinoni

E".’,“,T;’,‘,';",,“.;‘.‘B.’L“!,‘:“"““ visual shimudi. For a feur tendhis o,

ofn of 3 seesus, uoid we

ancond. Ting debayed the tome agnal by mor)

Fiachol memary o moman again teealled onty sbout balf e
" are superimpased ever old prex,

can nid Do cocaBed wibndor e We uho luné an Inpocsble, §
EJlﬂlrlll(HMIFf(l:EM m, 190 ||

EMIDRLLG grgarizing liems kot
el marageati i 1 0ct l|m| Ty s
For 3 or f peeq

" ich, Pometiate o technlaoRt sk

::wwrm-smwam lratlonal Capacity of Shart-Term
What Is thy capagtt
mamory?

atteation veers o the TV, IEyour -

Source: Excerpt and sample marginal
glosses from PSYCHOLOGY, Tenth Editicn
(New York: Worth Publishers, 2013). David
C. Myers, page 304,

‘Marginal glosses, A marginal gloss is a brief comment

on the main discussion. Marginal glosses are usually set

in a different typeface—and sometimes in a different
color—from the main discussion. Although marginal
glosses can be helpful in providing a quick overview of the

~.main dlscu55|on they can also compete with the text for

readers’ attention. Marginal glosses exploit the principles of
contrast-and repetition,

This pull quote extends into the
margin, but a pull quote can go
anywhere on the page, even
spanning two or more columns or
the whole page.

. and 5. M. Hartmar, p. 115.

Purilan leadors, howseor, interpreted

a0 error caused ¢ithes by o misguided

iz by the malevolant power of Satan.
the cause, enors could
raled. As ane Puritan

e e Jouk Almast from the beginning,
Staws, 1o give JohnWinthrop and other

Fos -édvmria of lgarlers had difflculty

i ey havs powat I gyorcig ther views of

ppress them, The

salth . . . there Is no  PUtaN orthodoxy.

fare.”

y aftes banishing Roger

Winthrop confronled ancther dis-

s Bme—as one New Englander ob-

“Woman that Preackes betier Gosputt

bof yaur black-coates that have baen at

Jeversity.” ‘The woman was Anne

s devout Parftan sioeped in Seripture

orbed by meligious  questions.

n bad reonlw.\i nn emlfcvu education

thor i B ) Li:

Sourcer Excerpt and sample pull quote from
THE AMERICAN PROMISE: A HISTORY OF THE
UNITED STATES, VOLUME 1 TO 1877 (Boston:
Bedford/5t, Martin's, 2005). L. Roark, M. P.
Johnson, P.C. Cohen, S. Stage, A, Lawson,

Pull quotes. A pull quote is a brief quotation {usually just

a sentence or two) that is pulled from the text, displayed

in a larger type size and usually in a different typeface, and

sometimes enclosed in a box. Newspapers and magazines

use pull guotes to attract readers’ attention. Pull quotes are
inappropriate for reports and similar documents because

- they look too informal. They are increasingly popular,

however, in newsletters. Pull quotes exploit the principles
of contrast and repetition.

HowTo Create Borders.and Screens

losing them in a box or
#To emphasrze page elements by enc
i cludrng background shadmg, use the Borders and Shadmg

@ Watarmark ¥
&) Page Color ¥

To create a border around a page element
 or.an‘entire page, : select the'area you want
‘{0 format. Select the Page Layout tab, -

: and then select Pag_ Borders inthe Page

Select the Borders-.or Page Border tabo RO E
ou can 5pec1fy the type of border, lrne style, color, -

i To create shadmg, also called a screen, select the area you
: want to format and‘then select Page Borders on the Page

You can speCIfy the color w:thrn the box as well as the -
style of the. pattem ; CE

KEYWORDS borders, page borders shadrng, page background

Designing Print Pages

To emphasize graphicsor special’

sections of text or to'position-
“such glements |ndependently of
“your margins, use the Text Box e
in the Text group on the .

To create a text box, select

Box drop-down menu.

lck 'an'd‘ dra

How To Create Text dee_s _

3 cmrets + (@ barsnacine - L founbion - |
i Doegna L gemar i

‘Draw Text Box. from the Text

Jyolir clrsor to create your

e
- i o bt e i 2o

=8-S
‘—_—._———__—’ D] g Sneduats Toa o e

it around your page. .

" You can also |nsert a built-in text =
_box from, the Text Box drop-down

' menu.

L To format your text box, select the box and then select the
8 Format Shape dialog box launcher from the Sh pe St

group on the Format tab

You can. select the-text box and move

' --The Arrange

group allows, © I est irection < §
- you to spec1fy 2] ign Text ¥
@ Create Link

* design ele-

" romat

Bring Forward ~ &7 |5

Efy Send Backward = B1* | 1
N’l,uon l';igt By setection Pane ZhT
Arange

" . ments such as
the text boxs

position in relation to other objects and the
wrapping style of the surround:ng text:.

Taxt

" pfter select-.

e ing the box,’
" you can also

gzshape Fill ~
~| B, sape Outline ~ §
3 shape Effeds ,

T usebuts

S tons on the
Format tab

to specify such desrgn elements as ﬁll color, lme e
color, font colo, line style, and other effects

shapestyl_es' o /

- color

KEYWORDS. ext box, drawmg toolbar,
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Analyzing Several Print-Document Designs
Figures 11.18 to 11.21 show typical designs used in print documents

This page from a software com-
pany’s white paper—a marketing
document usually distributed on
the web—shows one approachtoa
one-column design.

. PDF Page Content

A multicolumn design enables you
to present a lot of text and graphics
of different sizes.

Page Descriptio.n Language T S

PDF is @ page description language, i.e. it describes how a page looks so that it can be

reproduced for viewing and printing. The language resembles Postscript, butis much sim- - - -
The main text column is relatively

pler to allow for more efficient processing. For exampte, it does not contain controf struc-
g . nartow, making the line easy to

ures ke loops and,if” statements. s
) ) read,

PDF Page Contant Elements

pasically PDF recognizes three types of
page content elements:

« Text (fonts programs)

= Graphic paths {lines and curves)

= Images (raster samples}

The picture to the right shows examples
of the three PDF content types. .

Content Objacts

PDF uses objects and object typesto desaibe

graphics and Images are defined by one of sevel

object types.

w Text Objects. Text objectsare
style and size, a string of charactefs,

she content. Every string of text and all
ral objects, created from one oF more

Unlike word progessors, fextis

Notice how the designer has used
not continuous ina paragraph.

the whole width of the page for one
defined by a number of attributesinduding forit family,

and a position on a page. POF does not recognize
paragraphs, indentation etc. {i.e- paragraph Text is defined in fragrents with

Financiat Highlighis

graphic and a single column f
‘ or a
smaller graphic he USPTO received an un
. - qualfied {clean} audit ~ Bal

i e i " ance Sheet and .
; inl;nx%:: f‘!;mkpf:f Glndepenc‘rent public account-  Net Position and Stotement of Chianges in nor stove objects for line breaks, headers,

LLF on its FY 2012 financial formatting operatars used in word processing applications like Wicrosoft Word), Textis arribuies 5'-*cl'lr?:hsf°nctl and hgt

. N " size, astring G aracters snca
broken down into fragments as small as single characters but not more than one line, location O 3 page. l

Qt Irhe end of FY 2012, the USFIOs consokdaled

n:;mc;r:‘cfo 18!]1@9? preserds fotal assets of 51,9821
, total liabififies of $1.255.2 milli a ne

posifion of $726.9 milken. Hon, ond @ ret

The fragments can be ranclomiy storect and are like pieces of a puzzle that all have to be
placed in their correct tocation on the page 1o complete its appearance. .
= Graphic Path Objects. A graphic path object is an arbitrary shape made up of straight
ier curves. A graphic path abject erids with one of more

lines, rectangles, and cubic Bézl
painting operators that specify whether the path is stroked, filled, used as a clipping

houndary of some combination of these operations.
Images that are imported inte &

[~ Theright margin is wide enough-
» PDF Image Objects. A PDF-specific image format is used for embedding images in a PDF \
POF fie are conveited to POF \

to accommodate text boxes; smalt
graphics, or other items.

Note that the alley—the space
between the two columns of text—
need not be wide, Nor do you need
to include a vertical rule to keep-
the columns separate, The humah

brain easily understands that each . wecknesses in fhe USPIOs infemal
mal control,

column is a se '
patate space. n:xsiuncas gf nencomplicnees with laws and reg
| gns affecting the financia? statements. Refer to the
3 | smr-}ne:; :r:c;fmpmn‘,ring information section for the
inanciat Stetement i
Surmmary of ' nt Audit and Manage-

Tolal assets increased 20.2 percent over the last four
yedrs, resm__ulﬁng targely from fhe increase in Fund
Bg:;moe with Treasury. The decrease in Fund Balance
wi Treas’ury during FY 2009 is o resull of the
no decrecse in fee income. The following gioph show,

the changes in assefs during this period. *

One goal of document designis
to reduce the number of pages
needed-—hut when you design a
page, you want 10 make the text
Inviting and easy to read. Figuring
out how ta balance these two
priorities is one of the major chal-
lenges of designing a page.

file, This format is independent of the input image format. For example, scanned pages :

. image format. They are not
in TIEE format or GIF images that are converted to PDF are newly packaged into PDF stored as TIFF, GIF etc. images.
image format. Once an image has been converted to POF image format, it s usually not
possible to determine what the original image format was. It is however possible to
exportt PDF imagesinto raster Image formats, provided the raster image format supports

all features of the image (e.g. transparency).

: ; - . 1 o

: . Inthis sample, the bar graph is . he summary ﬁnuncnuélhn‘ghﬁighis presented in this

) anctl_y the width of the column appears in the USPTOS FY ;3;’2 'ﬁ'::z :;fOrmcxﬂon thet -

in which it appears. But it doesn’t The USPTO financiol management process ensuies <
have to be. It coutd break the sh that management decisior-making informedion i

ofth | : shape dependable, intemal controls over financial ﬁf: is

& column and extend into ore effective, and that compliance with .fﬁfaﬂg

the other colum or even into the ;egulcﬁons is maintained. The issuance of these
incncicl staterments is o component of ¥
he USPTO's

EIGURE 11.19 A One-Column Design
Courtesy of PDF Tools AG.

: margin, Or it coutd be nari j
: ) rowe i inuolly |
H than its col . r objective to continually improve the accuracy ond : = S i
| I olumn, with the taxt wrap- usefuiness of its financial manogement informotion o . m’_"“".‘-‘ m. o 2008
ping around it. The design you see | T R
: here looks neat a ji .
‘ nd profess|
professicnal, if FEREORMANCE AN ACCOUNTABRHY REPORT, FSCALYEAR 2012
RO £0R 2012

the graph were wider or narrower

than the coluran, the design might
appear somewha_t more creative. FIGURE 11.18 A Multicolumn Design 7
|

Source: U.S. Patent and
Trademark Office, 2013: httpi/fwww.uspto.gov/about/stratplan/ar/USPTOFY2012PAR.pdf,
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This is a page from State, the
magazine for employees of the U.S.
State Department. Magazines for
people who work together tend to -
include a lot of photographs, includ-
ing many showing people from that
organization. ‘

The large photograph extends to
the top edge and the left edge of
the page. Eliminating the margins

in this way would be a mistake if

. the graphic were crammed with

information that readers needed
to study; a dense table of data, for
instance, would be overwhelming.
But in this case, the blue sky in the
background acts as a decorative
frame for the “information” in the
bottom half of the photo.

Although this page uses a simple
three-column design, note that

one photo spans all three cofumns,
another photo spans two columns,
and the caption box spans one col-
umn. This creative use of the multi-
column design enables the designer
tofill the page with content while
keeping it visually interesting.

DESIGNING PRINT AND ONLINE DOCUNMENTS

12

STATE MAGAZINE

H#f MARCH 20i3

inspections in East Antarctica required che
team ro travel more than 3,500 miles over six
days by plane, teuck, boar, helicopter, tracked
vehicle and snowmaohbile.

The inspections, representing the firse
e either country had conducted a joint

inspection in Antarctica, were caled for

in an agrecment thar Secretary of Seate
Hillary Redham Clintor signed with
Russian Poreign Minister Sergey Lavrov

in Seprember 2012, The United States
and Russia were architects of the Antaccric

. Treary of 1959 and today conduce some
. of the most exrensive and diverse scientific

activities in Antaredea. Impottandy. bath
countrics refect territorial claims by other
parties and are strang supportets of the
Antarctic Treaty system. Working closely
with aur Russian councerparis provided

. an excellent opportunity to reinforce oar

shared objectives for the paace and science in
Anrarctica. The resulw of the inspection will
be presented re all weaty parcies ac the May
Annarerl; Treaty Consultative Meeting,
Antarctica s an cutstanding cxample of
multilaceral diplomatic success. Fifty years

- afier the signing of the Antazcric Treaty, the

continent is 2 global example of policy and
scienzific collabazation, The multinarional
science conducted in Antarctica informs
global undersmnding of the Earth's history,
processes and change, and policy and
logistical coopezation there creates stronger
ties among treaty pacties, In the coming
decades, the Antarctic Treary system will
continue to prove the resilience and value of
multilateral coaperation. O

Analyzing Several Print-Document Designs

€f) Drug Purity- DEA Form 7

The writer of this.document hasn't =& -
designed the page. He or she has.
simply hit the Enter key repeatedly.

{1)'Fhe presentence report will normally provide dmug weight/purity information from DEA Fora
7. This s a complicated form. *Total net weight” fnormally inltem 31} vefers to theamount ofthe
pure drug, This is the weight used in calculation of the Commission's severity rating. For your
infornation, “gross weight” is the weight of the drup phus adulierants phus the container {normally
found in Item 24). Also novmally found in Ytem 24 Is "net weight” (the weight of the dug p.ius
adulterants). "Strength” (the percent purity of the drug) is normally found in Irem 28. Multiplying
"netweight" x "strength” is how DEA arrivesaithe "total netweight”. Remember, "totainet weight”
isthe weight of the pure drug to be used in assessing the Commission's sevetity rating.

The full justification makes for a
boxy appearance and irregutar -
spacing between words.

The wide column results In fong,
difficult-to-read fines. :

(2) If a presentence teport doss not specify "rotal net weight", the probatien officer should be o—
contacted for charification (please be specific as to the clarification necessary, this will enbance -
feadbackfraining). Note: DEA iab reports (DEA Form?7), ifnecessary, also may be obtained directly
from the BEA field office for the geographic area in which the offense ocenrred. favequestto the
DEA fieldoffice is required, provide the subject’s nante, date of birth, place ofoffense, and dates of
offense.

{g) If neither weight nor purity is availzble, but only a money vatue, DEA may be requested to
provide an estimate ofthe amount of pure dmg associated with that money value. In the absence ?f
a specific estimate from DEA pertaining ie the patticular case, DEA publishes a repart (Domestic
Drrug Prices) providing estimates of average drug pricesby year and region from which an estimate
may be obeained. .

(b) Determining Cffense Severity Relative to angple Possession of Drugs. In_certain ¢ases, the
Commission must determine whether the offense bebavior should be considered as “simple
possession” of a controHed substance or "possession with indent to diswibute.” In maoking this
determination, the Commission shall examine a variety of factors (it available). These factors are
shown below. The presence of any of the following factors may be considered 25 a presumption of
possession with intent to distribute, However, this presumption may be rebutted if there are
circumstances in the individual case which indicate that there was no intention to distribuge.

(1) Beightiemount/purity of the substance: Possession of the following amounts of controlied
substances are presumed to Indicate possession with intent to distribute:

Heroin 1 gm.

Cocaing 5 gms. at 100% purity, or equivatent amount; or more
Marijuana 10 Ibs, or more

Hashish 3 ibs, or mote

Hash Qil- 3 Ibs. or more .

Drugs (pther than above) 1,000 doses or more.

(2) Other Fartors: The presence of any of the following facters may be considered indicative of
intent to distribite: {A) the substance has been sepamated into multiple, individual packets, (B) Ehe.
offenderisa non-userof the substance In question; (C) the presence of instruments nsed inpreparing

“Terms rucked by an asteritk aré definad ja Chapter Thirtees. -

NS0T Page 60 o337 8——|

B

FIGURE 11.20 A Magazine Page Design

Source: U.S. Department of State, 2013: www.state.gov/documents/organization/205362.pdf,

FIGURE 11.21 A Poorly Designed Page

Source: US. Department of Justice, 2010: www.justice.gov/uspc/rule_s__procedures!_uspc-manual1 11507.pdf.

The two hierarchical levels—
numbered and lettered—have the
same design and therefore are dif--
ficult to distinguish from each other.

In the table, the second column s
misaligned. )

The focter, which includes the date
and the page number, is a useful
design feature, however.
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Designing Online Documents

A’nalyzmg a Page DESig n ' . The previous discussion of designing printed documents focused on four compd-_

nents: size, paper, bindings, and accessing aids. Of these four components, size
and accessing aids or tools are relevant to websites and other online documents.
Size is important in that you can control—io some extent, at least—how
much information {text, graphics, animation) you assign to the screen. On all but
Figure 1.2 the smallest screens, you can use multiple columns and vary column width, and
1. How many fevels of head- ;Z’:::::;‘::f; :::i ::;E:Ys - you can fill screens with content (and thereby use fewer screens) o leave alot of
white space (and thereby use more screens). As people are increasingly turning
to smaller screens for reading online content, you want to pay more attention
to designing your information so that it is clear and attractive. You also want
to be sure that you design the site so that key information is emphasized and
easily accessible to users. In addition, you want to consider audience character-
istics such as age (use bigger type for older people} and disabilities {for example,
include text versions of images so that people with vision disabilities can use
software that “reads” your descriptions of the images).
Accessing tools are vitally important, because if your audience can’t igure:

This page is from a-government
report. The questions below ask 20 THEBUDGET AND BOONOMICOLTLO0N: FSCAL YEARS 2063 10 2023

FEBRUARY 2013

you to think about page'dés'igr'l
(as discussed on pp. 260-75).

ings appear on this page?
Are the different levels
designed effectively 5o that
they are easy to diétinguish?
If not, what changes would
you make to the design?

2. How are rules used on this

_ 0 ‘ S
‘ page? Are they effective? W62 1965 1970 1974 1978 1952 IsEs 1990 1993 1998 2002 2006 2010 2014 2018 . . : - . .
Would you change any of Sawos: Congressional Buget OHice. out how to find the information they want, they’re out of luck. With & print
them? helth care costs, and:a significant expansion in ligibiicy  CBO bad projectd shax those eceipes would increase o document, thfay can at 1e.ast flip through the pages. _ _ .
PO s PR o WA Sy SN carly part of The following discussion focuses on seven principles that can help you
H : - ECIETT ermments maj : . . . .
; 3. Describe the design of the care pro o et 1o e stbetantilty el the ne decade, bus the American Taspayer Relief Acts make it easy for readers to find and understand the information they seek:
: body text on thi g ?r.h Proj ; ¢ SF;T'U YI :;‘:5 0 permanent exrension of most of the expiring income . '
! ody text on this page, fie size e economy over the next FO years. Inaddi- - tax reducsions has signifi y 3 3 2 3 3 ’
' page, o, grovwing debt and rsing nceresc s el booss et menuﬁc::;:ip:u:g::;(;?;nmﬁf: theamount of « Use design to emphasize important information.
i focusing on columns and itsterest payments. Spending ot all other programs—in ’ e Create inf tive head d foot
! ‘ alignment Is the design :,he aggmg;::;ﬁmj;ged o d:c;;inbz;dativcmGDP Real Bracke: Creep. Increases in veal income will push reate informative headers and 100t€rs.
i ment. gn. erween nd 2023, pritnari] use of improving  smore income into higher tax brackets, which boosts i
of the body text effective? ;:::nomnc conditions and the spending limits In cirsene sevenues relative 1o GRP in CBO's peojections by * Help readers namgate the document.
s " . 0.9 perce 3 the 81 -
Would you change it in any . percentage poincs over the next decade. « Include extra features your readers might need.
evenues Economic Retovery, CBO that th P . ] d ith
N s . . overy. CBO expects that the economic Help readers connect with others,
way: C8o PI"-‘JO_‘;:s tin:hxiamem vax laws remain unchanged,  expansion and related factors will cause tzxable incomes p . . R
re\::r:hus will rise ive to GDP aver tho next (Wo Y2415 1o gise faster than G2 boosting individual icome tax ) L] DESlgﬂ for readers Wlth disabilities.
and then remam at about 19 percent of GDP through revenues as 2 share of GDP by about 0.4 percentage : .
202_3. Aﬁel; ?01‘5: increases o individual ncome X points aver the next decades mosr of chat effect wilk occur b DES1gn for mult1cu1tura1 readers.
TOgEpts felanive 16 GoP will ruugh[y'nﬂ'sel: pro;ecfed by 2017. Certain components of raxable income— inci i
dedlines in corporac income o recips and declines in -l fing wages and salaries, capial s ealizacions, . Although some of these principles do not apply to every type of online docu-
femittances from Resel har d : c o - . - - - . :
| ¢ Federal Reserve 25 2 share of GDR  {icerast income, and proprictors income—decined 252 ment. they provide a useful starting point as you think about designing your
| share !
i Tndividual Income Taves, CBO projects thar, under cur- of GIIP aver the past seversl years. CBO expects d t
I ' rent law, individual income rax receipts wilf rise from thaz, a5 the sconomy secovers, such income will rehoud ocument. :
! . $1.3 willion this year to $2.5 trillion in 2023—orfram 0 quickly than the economy as a whale, increasing
S L 7.9 percant to 9.8 percent of GDP The projected | USE DESIGN TO EMPHASIZE IMPORTANT INFORMATION
! e e 11, Raughly throe-guarters of dratampaunt s 2 efect ha i ing it di
P (i:‘;;ji:‘ngjﬁ:‘d‘;‘gﬂ‘k:fﬁ:p’ i o ey e ptenel ot o o ooy ot The smaller the screen, the more cluttered it can become, making it difficult
. N is, i mizable fevel of i . . . . .
the sconomic expansion, recent and scheduled changes in vt e fom the enum of ot 0 5 m‘:‘;ﬁ“&;ﬂ;‘“ for readers to see what is truly important. In documents designed to be viewed
tax provisions, and other factors, In previous basciines, the next soveral years. z 3
on different-sized screens, you want readers to be able to find what they want
quickly and easily. As you begin planning a site, decide what types of infor-

Source: US. Congressicnal Budget Office, 2013: www.cho.gov/sites/default/files/cbofiles/attach E mau.on are— most essential f oF your audience, and EHSUI.E that that content in.
pdf achments/13507-BudgetOutlock particular is clearly accessible from the home screen. Give your buttons, tabs,
and other navigational features clear, informative headings. For more guidance
on emphasizing important information, see Chapter 9. ' i
Once you have determined the information you want to emphasize,
adhere to design principles rigorously so that users can easily identify key . * -
content. Use logical patterns of organization and the principles of proxim-
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FIGURE 11.22, Screen
for a Mobile Application

Sepsis Clinical Guide mobile app,
Escavo, Inc. (www.escavo.com). Used by
permission. i

DESIGNING PRINT AND ONLINE DOCUMENTS

This app helps physicians diagnose sepsis quickly

and effectively. The information most crucial to
evaluating the condition is easily accessible on

the horne screen. At the top of the screen, where -

the reader’s eyes will initially fall, is an overview

of the condition and, most importantly, the diag-
nostic tool. Less-essential items, such as resources

and references, are located at the bottom of the

- screen. Supplementary information, such as a call
for authors and a feedback form, is deeper on the
site, behind the *More” tab, ' ’

This simple screen uses the principle of contrast
effectively to highlight key content. Each of the
eight main content areas has its own cofor and its
own icon to distinguish it from the seven other,
areas, In addition, the four navigation ftems at
the bottom of the screen use contrast in that the
screen the reader is now viewing—in this case,
P oo the home page--—is presented against a blue
Cearch More screen, whereas the other three are presented
I against a black screen.

ity, alignment, repetition, and contrast so that readers know where they are
and how to carry out the tasks they want to accomplish. Figure 11.22 shows a
well-designed screen for a mobile phone.

CREATE INFORMATIVE HEADERS AND FOOTERS

Headers and footers help readers understand and navigate your docurment,

and they help establish your credibility. You want readers to know that they
are reading an official document from your organization and that it was cre-

ated by professionals. Figure 11.23 shows a typical website header, and Figure
11.24 shows a typical footer. '

THE MICHAEL § FOX FOUNDATION
FOR PARKINSON'S RESEARCH

FIGURE 11.23 Website Header

Notice that a header in a website provides much more accessing information than a header in a printed
document. This header enables readers to search the site, as the header on almost every site does, but it also
Includes other elements that are particularly important to the Michael J. Fox Foundation. For instance, there is a
link to drug trials that visitors might want to join, and there is a prominent link for donating fo the foundation,
Reprinted by permission of the Michael J. Fox Foundation for Parkinson's Research.

The top fine of the footer contains

The Michael J. Fox Foundation fer Parking Teh, Geand Central Slation, 2.0, Box 4777, Now York, NY 10168-4777. Tck 1-800-708-7634 thE CDntaCt lnfOrmatiDl'l for the S]te.
&3 ael J. o 3 * 1 .
Gapyright @ 2013 Michael J. Fox Foundation. Privacy Policy | Terms & Conditians i Sitemap

Designing Online Documents - 33

The bottom line contains the

’ : copyright natice, as well as links to
FIGURE 11.24 Website Footer the privacy p oli o the terfns and
This simply designed footer presents alf the links as text. Readers with impaired vision who use textfto—speech c?ndltmns for using the site, and a
devices will be able to understand these textual finks; they would not be able to understand graphical links. site ap.
Reprinted by permission of the Michael J. Fox Foundation for Parkinson's Research.

HELP READERS NAVIGATE THE DOCUMENT _ . .
One important way to help readers navigate is to create and sustain a.-
consistent visual design on every page or screen. Make th‘e header, footer,
background color or pattern, typography (typeface, type size, and color), and
placement of the navigational links the same on every page. That way, read—
ers will know where to look for these items. :

Making Your Document Easy To Navigate

e suggestions to make it easy for readers to find what they want in. -

Vap. pr-ind.ES(_._A site fna.p,.w_hic'h'li'sts'the‘péges o the ;ite, can be
graphic or a textual fist of the pages, classified according 16 logical categories. An
ndexis an alph etized list.of the pages:. F].g_ i 11.2 s a portion of @'siterrnap.

" Wieron Gubay | aousstar Rckinas | Héws & Bverts | Jobs || Conlactwaran § How To sw—i
togh | Signup far Aceess

PRODUCTS & SUPFORT  ABOUT MICRCH armn of Parthiumber >

T,

Site Map

Ghobal + S

Products Support Applications. About Micron
« oRA - GontartUs « Unrathin - Ly Micron
» Atomctive . . + Qur Company

. = HowioBuy
DRAU Modutes « News & Events

= NAND Flash » Tachnlcal Nolas « Parsonal Syslems
» Wanaghd NAND - Custorner Serice Nolas » Hoblls

+ NOR Flash - Obsolele Parts » Nehworking

« Solid Stala Slorages » Par Numpenng Guides = Bervers

» MNP Packagas - Genelal FAQs . h Consumer = Inigvations.
engtal Graphics and L
« Loations

= QurCammirngnt
- Invaslor Raiations

» ktlcson Foundation

» Phase Changs Memory
- Hybiid Memary Cuba

FIGURE11.25 SiteMap -~ '~ . : C . R
" For large websites, help your readers by organizing the site map rather than just presenting an
alphabetical list of the pages. I this portion of a site r_n_qp',' Micron Technology _clqs;nﬁe; .th:?. P
- pages infogical categories to help visitors find the pages they see.k._ p R -
. . Copyright © Mic_ronTev_:hnology, Inc. All rights rgse_n(e_q. Reprin_ted by pe_rrr\_nsm?n. .

{continued)

e T
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INCLUDE EXTRA FEATURES YOUR READERS MIGHT NEED .
Because readers with a range of interests and needs will visit your site, con-
sider adding some or all of the following five features:

« AnFAQ page. A list of frequently asked questions helps new readers by ' o _ I
providing basic information, explaining how to use the site, and directing - 1
them to more-detailed discussions. .

« A search page or engine. A search page or search engine enables readers
to enter a keyword or phrase and find all the pages in the document that
contain it.

« Resource links. If one of the purposes of your document is to educate
readers, provide links to other sites.

+ A printable version of your site. Online documents are designed for a
screen, not a page. A printable version of your document, with black text
on a white background and all the text and graphics consolidated into one
big file, will save readers paper and toner.

* A text-only version of your document. Many readers with impaired vision
rely on text because their specialized software cannot interpret graphics.
Consider creating a text-only version of your document for these readers,
and include a link to it on your home page. '

Use a table of contents at the top of long pag
more than a-couple of screens; inclide a table of cont
@ items.on that pagé~—so.that your readers do not have to scroll down to:

topic they as of c nts can link to'information farther

~ Hew Do I Protect My Intelfectual Property in the U.57

Find the best office to
S help you.
. How should I protect my intellectust proparty? B

e
+ How long does patent, trademark of copyright protecticn fast?

- Do I nsed to file for protection overaeas?
- How elga can 1 protect my copyright andfor trademark? Ch(fja IPR. @
Webinar Geries

- How can I protect my business from Intellectual property thaft2

- P « How Do I Protact My Intellectunl Property Abroad? -

. e ) j IPR Training

H - * . How can § prevent intellectual proparty theR abroad? Module

H Sk

H : o . Op 1 need to file for protection overseas?

o . How do 1 register my trademark, patent, ar copyright abread? nganl;agisows
. e . How do I enforce my Intallactual property rights in a forelgn countiy?

. How can [ check the credentials of a petential foralgn business pariner? :

HELP READERS CONNECT WITH OTHERS

Organizations use their online documents, in particular their websites, to
promote interaction with clients, customers, suppliers, journalists, govern- .
ment agencies, and the general public. For this reason, most organizations
use their sites to encourage their various stakeholders to connect with them ' \

through social media such as discussion boards and blogs.

Use your online docurnent to direct readers to interactive features of your
own website, as well as to your pages on social-media sites such as Facebook or
Twitter. Figure 11.27 on page 286 shows a portion of NASA’s community page.

' :pr\'_e_sehfedr'h'(fhapfér'& & SRR
7 Saurce: U S: Départment of Commerce, 2013: www.stopfakes.govffag

DESIGN FOR READERS WITH DISABILITIES. )

The Internet has proved to be a terrific technology for people with disabilities

because it brings a woerld of information to their devices, enabling them to

work from home and participate in virtual communities. However, most sites
on the Internet are not designed to accommodate people with disabilities.
The following discussion highlights several ways to make your online
documents easier for people with disabilities to use. Consider three main
types of disabilities as you design your site: ' ‘

+ Vision impairment. People who cannot see, or cannot see well, rely on text- -
to-speech software. Do not rely on color or graphics alone to communicate
information—provide either a text-only version of your document or textual

equivalents of all your graphics. Use the “alt” (alternate) tag to createa . i

un_ki'_o'f information.

nk can be a simple “Back to

home page” textual link, a buttor,

Include textual navigational links at the botto
‘buttons or icons for links, inciud | versic : .
bottom of the page. Readers withimpaired vision‘might use special softw
S e th e information.on the screen: This software interprets text on

© . not graphics... BRI e B R
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" SogialMedia |
: NASASocan_'
: Blogs ’

i tangouts -
" Chats
Apps

©.Books
RSSfeeds
Sounds

FIGURE 11.27 Maintaining Communities

As a federal agency with a mission that includes public education, NASA has a robust socigl-media presence.
NASA has dozens of accounts on Facebook and the ather popular social-media platforms, and it offers many
opportunities for scientists and the general public alike to stay connected through blogs, podcasts, chat rooms,
and educational programs and activities on such topics as how to view the Internationdl Space Station.
Source: National Aeronautics and Space Administration, 2013: Www.nasa.gov,fsocialmedia!. . . ’

textual label that appears when the reader holds the mouse over the graphic.
For example, if you use a red icon to signal a warning, also use the word
warning. Use 12-point or larger type throughout your site, and provide audio
feedback—for example, having a button beep when the reader presses it.

* Hearing impairment. If you use video, provide captions and, if the video
includes sound, a volume control. Also use visual feedback technlques for
example, make a button flash when the reader presses it.

* Mobility impairment. Some people with mobility impairments find it easier
to use the keyboard than a mouse. Therefore, build in keyboard shortcuts’
wherever possible. If readers have to click on an area of the screen using a
pointing device, make the area large so that it is easy to see and click on.

DESIGN FOR MULTICULTURAL'AUDIENCES

About 75 percent of the people using the Internet are nonnative speakers of
English, and that percentage continues to grow as more people from develop-
ing nations go oniine {Internet World Stats, 2013). Therefore, it makes sense
in planning your online documents to assume that many of your readers will
not be proficient in English.

Designing Online Pages

Planning for a multicultural website is similar to plannmg for a multicul-
tural printed document:

» Use commoh words and short sentences and paragraphs.

« Avoid idioms, both verbal and visual, that might be confusing. For instance,
don’t use sports metaphors, such as full-court press, or a graphic of an
American-style mailbox to suggest an email link.

» Ifalarge percentage of your readers speak a language other than English,
consider creating a version of your site in that language. The expense can be
considerable, but so can the benefits.

DESIGNING LEGAL AND HONEST ONLINE DOCUMENTS

You know that the words and images that you see on the Internet are covered by copyright,
even if you do not see a copyright symbol. The only exception is information that is in the
public domain either because it is not covered by copyright (such as information created by
entities of the U.S. federal government), because copyright has expired (the author has been
dead over 70 years), or because the creator of the information has explicitly stated that, the
information is in the public domain and you are free to copy it.

But what about the design of a site? Almost all web designers readily admit to spending a
lot of tlme locking at other sites and pages for inspiration. And they admit to looking at the
computer code to see how that design was achieved. This is perfectly ethical. So is copying
the code for routine elements such as tables. But is it ethical to download the code for a whole
page, including the layout and the design, and then plug in your own data? No. Your responsi-
bility is to create your own information, then display it with your own design. .

Designing Online Pages

‘Well-designed online pages are simple, with only a few colors and nothing
extraneous. The text is easy to read and chunked effectively, and the links are
written carefully so readers know where they are bemg directed.”

AIM FOR SIMPLICITY

When you create an online document, remember that readers are increas- .
ingly likely to use it on a device with a small screen. In addition, they will
likely read in noisy, distracting environments with too much light or not '
enough light. For these reasons, keep the design as- simple as you can.”

y |

_ DeSIgmng a Slmple Slte
Fol!ow these four suggest:ons to make your des:gn attractlve and easy to use

P Use 5|mp|e backgrounds, A plam background is best Avoid busy pattems that
T dlstract the: reader from the words and graph:cs of the text . -

{continued)}

For more about copyright law, see
Ch.2,p.24.
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For more about chunking, see p. 260.-

DESIGNING PRINT AND ONLINE DOCUMENTS

. ¥ Use conservative color combinations to increase text legibility. The greaterthe’ /= -
contrast between the text colorand the background color, the more legible the;.
text. The most legible color combination is black téxt against a white back-""

. ground. Bad idearblack o purple, 1 ool e

"y Avoid decorative graphics. Don't waste space using graphics that convey no™ "’ .

useful information. Think twice before you useiclipart. .1 7+
'y Use thumbniail graphics. Instead of a large araphic; which takes up space, requires
+ a long time fo download, and uses up your reader’s data-download allotment, use
a thumbnail that readers can click on if they wish-to open-a larger-version. :

MAKE THE TEXT EASY TO READ AND UNDERSTAND
Online pages are harder to read than paper documents because screen reso-

lution is less sharp.

[H Designing Easy-To-Read Text .
Follow these three suggéstiOhs 1o miake the text on your sites easy to'read. S

N >:_K_eep'the.tgéct_sh't_)rt.:Péég_s:Cfr'eén:r_g_séll_-lt_ion_m'alge_s readi'n'g_Ibng'strgtéhes_o:f:téi_t_ s
difficult. In general, pagés should contain no more than two orthree screensof
infomation nore than two of tree = ol

p .Chunk information. When you write for the-screen; chunk information to make it
i easier to'inderstand; Use frequentheadings, brief paragraphs; and lists:> 4%
» Make the text as simple as possible. Use common words and short sentencesto - -

make the information as simple as the subject allows. - - . : .

CREATE CLEAR, INFORMATIVE LINKS

Well-phrased links are easy to read and understand. By clearly indicating
what kind of information the linked site provides, links can help readers
decide whether to follow them. The following guidelines box is based on Web

Style Guide Online (Lynch & Horton, 2011).

4

\Witing Clear, Informative Links ~~

Links_are_critically important, Follow these three s'ugg'estions.to make them easj-_tb_ - ) E

use.
» .. Structure your sentences as if there were no links in your text,

awcwarn - Click here t0.go to the Rehabilitation Center page, which links:

' to research centers across the mation.

- smootH The_Rehabilipatioh _Céhtéir p}a:geIi'nk's_jtb'i'esearch'i:entérs across
- the nation.: /. KPR e i ST

(continued)}

Analyzing Several Online-Document Designs

Indicate what information the linked page contains. Readers get frustrated if .
b file to download and then discover that it doesn’t contai

Analyzing Several Online-Document Designs

The best way to learn about designing websites and _their pages is to
study them. Figures 11.28 10 11.30 offer examples of good web page

design.

In this excerpt, the left column presents a simple
overview of a portion of the agreement. The right
column presents the “small print”: the specific '
provision, including links to even more detailed
information. ;

Nobody likes user agreements, and few people read
them carefully, Linkedin, the online professional
network, uses a simple table design to make its user
agreement a little easier toread:

| 4. Our Rights & Obligations

A. Servicas Avallanlity
For 25 long as tinkedin continues o offer e Sanvices, Linkedin shail provide and s2ekto

* update, fmprove and Gspand the Services. AS 4 rasult, we alod you lo aseess Linkedin as it may
estsl andt e avaiabie 0 any gen day and we have no Glher sbiigalions, EXtept as exprassty

* stated in this Agreement. We may motiy, replace, refse access 1o suapend or discontinug
Linkedin, parbally oF entirely, of change and madity prices prospecilvely for af o7 part of the
Services for you of fof ali our Memlbers i our 5ok discration, A of these changes shall be
effetlive upon heir posting on Linkedin of by direc! communicalion o you uhless ofhenise
noled. Linkedin furher reserves the right fo withnok, remave oF discard any content avaitable a8
parl of yous account, with of without aofee I desmed by Linkedin fo be contracy 1o IS

* Agreement. For avoidance of doubt, Linkedin has no cdligation to slore, ratiain or provide you

a copy of any conlent nal you or other Members provide when using Ine Sewvices.

Wa may change or.discontinua
Services, and in such case, we de.not
promise 16 keep showing or storing.
your information and maledals.

8. Third Party Sites and Devalopers :
© Linkedin aiay inclede links to Wird party web sites ("Third Pary Sites™} on wiwlinkedin.som,

developerlnkedin.com, and siseunere. Linkedin aiso anavies third panly devetopers (*Piaforn
Developers™) to creale applicalions (Piavomm Applicalions’) that provide leatures and
functionalfy using data and daveloper 1ol made avaltable by Linkedin through s developer
piattorm, You ack fesponsibia for evaluatieg whelner you want o atcess o use a Third Party S1e
or Plaiiorm Application. You sheud review arty appiicable kerais or privacy poticy of a hird Paity
Site o Platfoms Application tefore using it oF sharing any Information with i, because you may
giue the third-pary permission 10 use your Infosmation i ways we would Aol Linkedn is not

Third parties may offer their own
praducts and services through
Linkedtn, and we are pot respansinle
for these third-party activities.

FIGURE 11.28 Making the Small Print a Littie Larger

Source: Linkedin, 2013: http:,fiwww.linked‘ln.com/legaI.'user—agreernent.
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The About NIH page on the Nationat

Institutes of Health website conveys
its message simply but effectively.

The top row is reserved for the
name of this government agency.

Below the agency’s name is the
main navigation pane, beginning
with “Health Information.”

Below the main navigation pane is
the navigation pane for the section
in which this page appears: "About
NEHThe About NIH page has 18

sections, beginning with “Mission.”

/‘ m National Institutes of Health
Tuming Discovery into Healtlh

DESIGNING PRINT ANE ONLINE DOCUMENTS

Health Information ! GrantsﬁFundiné

Migslen that i hedth and

News & Events

The Mattanal stitutes of Hoslth {MIHY, & part of the U5, Dapartmant of Health and
Human Services £2, 15 the natlon’s medlcahammh ageney—making Impartant

Impact of HIH Research
Tha NI Director
Diganization

Budpet

History

“Thanks f lrge part o NiH-funded mediea] researeh, Amededns today are Uvinglongear
and bedthiar. LUfe expectancy ln the United States has Jumped fram 47 years in 1900
to 78 yaurs as reported In 2009, and disabliity In propla over age 85 has drapped
dramatically In the pask 3 decades. In racent years, natioawids rates of new disgnoses
and denths from ol cancers comblned have fallen significantiy.

" Research & Training " e

‘MIH at 2 Glance

NI Faces
Cnmmm Questions
Ft\l on & Goa:

Jabs at MiH

Image Bank

Frequontly Asked Quastions -
The NI Ahanic T
Viltor Information

Visltor Taury

Visilchuiang

SCIENTIFIC LEADERSHIP

ﬂahe

FIGURE 11.29 An AboutUs Page

Source: U.S. Dapartment of Healih and Human Services

Your Art, an app from the U.5. National Gallery

of Art, enables museum visitors—and anyone
with an Internet connection—to see and learn
about many of the arf tréasures displayed in the
museum, The app |nc[udes numerous features, - '
including news about exhibitions, textual com-
mentary, and audio commentary.

All of the paintings presented in the app are
shown on screens with the same design, making it
easy for people to learn how to find the informa-
tion they seek. Note that the design of the screen
is simple and familiar icons are used for manipulat-
ing the size of the text and of the image and for
playing the audio. Despite the small size of the
screen, users will find it easy to navigate and use
the app. :

NELis the largast souree of funding for midiedl researth In the vorld, creating
hundreds of thousands of hgh-quality jebs by funding theusands of scentists In
universities and rexearch lostitutions in every state acrass America and around the

NFHis made up el 17 Instnvr.es and Cenws ewr with uspedﬂc research agendu

Explore NIH -- a virtual tour

P95
Ginevra de' Benci, c. 147411478
Vinei, Leonardo da, {ltalian}, 1452-1519
Pk o ¥6eh-Comury balian and Spanich
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FIGURE 11.30 An App Designed for a Small Screen .

Source: National Gallery of Art, 2013: http://apps.usa.goviyourartshtml. . -~
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analyze your audience: their knowledge of the subject,

their attitudes, their reasons for readrng, and the krnds of

tasks they will be carrylng out? (p 254)

consider the purpose or purposes you are trylng to :
achieve? (p. 255) ’ . ;
determine your resources in fime, money, and
equipment? (p. 255)

Desrgnmg Print Documents and Pages L

Did you

O0HdUg

consider the best size for the document" (p 256) '_ _
consider the best paper? (p. 256) R
consider the best binding? (p. 256)

think about which accessing aids would be most

appropriate, such as icons, color, dividers and tabs; and :

cross-reference tables? (p. 256)

use color, If available, to hlgh!rght certaln rtems, such as '

warnings? (p. 258)
devise a style for headers and footers" {p. 259)
devlse a style for page numbers? (p. 259)

draw thumbnail sketches and page grrds that deﬁne
columns and-white space? (p. 262) :

choose typefaces that are appropriate for your subject? T

{p. 265)
use appropriate styles from the type famllles? (p 266}

use type sizes that are appropriate for your subject and :

audience? {p. 268}

audience? {p. 268)

choose tine spacing that is suitable for your line length _

" subject, and audience? (p. 268}

_For more about memas, see Ch.14,p.372.7

1

EXERCISES -

. Study the first and second pages of an article ina
journal in your field. Describe ten design features.
on these two pages. Which desrgn features are most
effective for the audience and purpose? Which are least
effective? S :

DDDD

consider whether to use Ieft-Justlﬁed text or fuI|—Just|ﬁed
“text? (p. 269) :

design your titie for clarity and emphasrs7 {p. 272)

devise & Iogrca1 consrstent style for each headmg |evel7
{p.272) :

use rules, boxes, screens, marginal glosses, and puH

Exercises

_ quotes where appropriate? (p. 272)

Designing Online Documents

Ol

- Did you : .
. D create informative headers and footers? (p. 282)

D

help readers navigate the site by including a site map,
atable of contents, “Back-to top” links, and textual
navigation buttons? (p. 283)

‘include extra features your readers might need, such as

an FAQ page, a search page or engine, resource links, a
printable version of your site, ora text-only version?
{p. 285) '

help readers connect with others through links to
interactive portions of your site and to social-media
sites? {p. 285)

_design for readers with vision, heating, or mobility

impairment? (p. 285)
de5|gn for muItlcuIturaI audlences7 (p. 286}

_aim for simplicity in web page design by using simple

backgrounds and conservative color combinations and

i by avoiding decorative graphics? (p. 287)

choose a line length that is suitable for your subject and:_:': o

make the text easy to read and understand by keeping it
short, chunklng |nformat|0n, and writing simply? (p 288)

create clear mformative Imks? (p. 288)

TEAM EXERCISE Form small groups for this
coltaborative exercise in analyzing design. Photocopy or
scan a page from a book or a magazine. Choose a page
that does not contain advertisements, Each person
works independently for the first part of this project:

. One person describes the de_srgn_eiements.
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CSNas3: Micron BGA Manufacturet’s User Guide
Introduction

Customer Service Note
BGA Manufacturer’s User Guide for Micron BGA Parts

Figure 1:

Introduction

* Die atiach layer or _j
fiip chip with
salder bumps

) PCB substrate
Solder ball
JEDEC Terminology
This document uses JEDEC terminology. JEDEC-based BGA devices in the semicon-
ductor industry are identified by two key attributes:
* Maximum package height {profile)
+ Ball pitch
For example: TFBGA - 1.2mm package height and Iess than 1.0mm’ ball pitch.
Package descriptors F1 through F6 have been added to proyide moré detailed ball pnch
information for devices with a ball piteh of less than 0.8mm. Within the industry, many
memory mennfacturers continue to use only the “F" deseriptor for any ball pitch of
1.0mm or less (see JEDEC JESD3OE for additional information). Maximum package
height profile and ball pitoh codes based on the JEDEG standard are shown in Tables |
T T S
B mmmn mmn 1 WN-W
Products and specifications o‘lscussed herein are for eveluatio

Micron without notice, Praducts a & only warranted b Mrcmn te moet Micron's production data sh
Iniarmallan dlscussed herein is provided on an “as is” basis, without warranties of any K

This customer service note provides information that will enabie customers to easily
integrate both leading-edge and }egacy Micron® ball grid arcay (BGA) packages inta
their manufacturing processes. It is intended as a set of high-level guidelines and a refer-
ence manuel describing typical package-related and manufactunng process-flow prac-
tices. The recommendations and suggestions provided in this customer service note
serve as a guideline to help the end user to develop wser-specific solntions. Tt is the
Tesponsibility of the end user to optimize the process 10 gbtain the desired resuits.

Because the peckage landscape changes rapidly and information can become outdated
very quickly, Tefer to the latest product specifications. Contaer your seles representative
for any additional questions rot covered within this guide.

An overview of a typical BGA package and its components are shown in Figure 1. -

Ball Grid Array Package (Dual Dle, Wire EBonded)

Silicon die  Wire bond {typicaly gold)

Mold compound
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Find the websites of three.manufacturers within a single
industry, such as personal watercraft, cars, computers, .

. -or medical. equipment. Study the three sites, focuslng
on-one of these aspects of site de51gn :

. ':_ quallty of the wntlng

e quality of the site map or index

. navigation, lnciudlng the cianty and placement of
links to other pages in the site

) 'accommoc{atlon_ of multicultural readers-_

CA E 1 1 H Desngnlng a Fiyer

Case 11: Designinga Flyer : 1 1

1 Asan employee in the educatlonal |nformatton ofﬁce in the U S De;:vartmlesr':f‘| 31; IrElctisucatlon
'you have been asked by your. supervisor It,o tljemtgr& z; faﬁ fc;;I ::Z:::E?,Zi o et
complete graduate school inthe Unite
' :]v?’:)t:r;ﬁ ':)C; the rglevagt information; it's your job to turn that mfom*lljat:on I|(ntjo 1 Y;igavi\:)r(lte
appealing flyer that will catch students’ attention. Your supervisor has as r?avi o e
"her a memo before you begin, describing and defendlr:}; the design you ”m Ch W
To gét started designing your flyer, go to “Cases” under Add_!tlonal Resources

*effective? Why?- Compare and_ contrast
. -:terms of therr effect:veness

+  accommodation of people with disabilities

+ phrasing of the links.-
Wh]Ch of the three 5|tes |s most effe;tlve? Whlch is least

Using a search’ englne, finda websrce that serves the
needs of people with a physical disability (for axample,

" the Glaucoma Foundation, www. glaucomafoundatlon

.org). What attempts have the designers mede to
accommodate the needs of visitors to the site? How
effective do you think those attempts have been?

macmlIlanh|ghered.comIlaunchpaditechcomm1 Te.




