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Technical Documentation Guidelines
"Plan, structure, write, review, publish"--Cover.
The Global English Style Guide illustrates how much you can do to make written
texts more suitable for a global audience. Accompanied by an abundance of
clearly explained examples, the Global English guidelines show you how to write
documentation that is optimized for non-native speakers of English, translators,
and even machine-translation software, as well as for native speakers of English.
You'll find dozens of guidelines that you won't find in any other source, along with
thorough explanations of why each guideline is useful. Author John Kohl also
includes revision strategies, as well as caveats that will help you avoid applying
guidelines incorrectly. Focusing primarily on sentence-level stylistic issues,
problematic grammatical constructions, and terminology issues, this book
addresses the following topics: ways to simplify your writing style and make it
consistent; ambiguities that most writers and editors are not aware of, and how to
eliminate those ambiguities; how to make your sentence structure more explicit
so that your sentences are easier for native and non-native speakers to read and
understand; punctuation and capitalization guidelines that improve readability
and make translation more efficient; and how language technologies such as
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controlled-authoring software can facilitate the adoption of Global English as a
corporate standard. This text is intended for anyone who uses written English to
communicate technical information to a global audience. Technical writers,
technical editors, science writers, and training instructors are just a few of the
professions for which this book is essential reading. Even if producing technical
information is not your primary job function, the Global English guidelines can
help you communicate more effectively with colleagues around the world. This
book is part of the SAS Press program.
What are the affordable Technical documentation risks? Is there a Technical
documentation management charter, including stakeholder case, problem and
goal statements, scope, milestones, roles and responsibilities, communication
plan? How frequently do you verify your Technical documentation strategy? What
are the long-term Technical documentation goals? If substitutes have been
appointed, have they been briefed on the Technical documentation goals and
received regular communications as to the progress to date? Defining, designing,
creating, and implementing a process to solve a challenge or meet an objective is
the most valuable role... In EVERY group, company, organization and
department. Unless you are talking a one-time, single-use project, there should
be a process. Whether that process is managed and implemented by humans,
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AI, or a combination of the two, it needs to be designed by someone with a
complex enough perspective to ask the right questions. Someone capable of
asking the right questions and step back and say, 'What are we really trying to
accomplish here? And is there a different way to look at it?' This Self-Assessment
empowers people to do just that - whether their title is entrepreneur, manager,
consultant, (Vice-)President, CxO etc... - they are the people who rule the future.
They are the person who asks the right questions to make Technical
Documentation investments work better. This Technical Documentation AllInclusive Self-Assessment enables You to be that person. All the tools you need
to an in-depth Technical Documentation Self-Assessment. Featuring 946 new
and updated case-based questions, organized into seven core areas of process
design, this Self-Assessment will help you identify areas in which Technical
Documentation improvements can be made. In using the questions you will be
better able to: - diagnose Technical Documentation projects, initiatives,
organizations, businesses and processes using accepted diagnostic standards
and practices - implement evidence-based best practice strategies aligned with
overall goals - integrate recent advances in Technical Documentation and
process design strategies into practice according to best practice guidelines
Using a Self-Assessment tool known as the Technical Documentation Scorecard,
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you will develop a clear picture of which Technical Documentation areas need
attention. Your purchase includes access details to the Technical Documentation
self-assessment dashboard download which gives you your dynamically
prioritized projects-ready tool and shows your organization exactly what to do
next. You will receive the following contents with New and Updated specific
criteria: - The latest quick edition of the book in PDF - The latest complete edition
of the book in PDF, which criteria correspond to the criteria in... - The SelfAssessment Excel Dashboard - Example pre-filled Self-Assessment Excel
Dashboard to get familiar with results generation - In-depth and specific
Technical Documentation Checklists - Project management checklists and
templates to assist with implementation INCLUDES LIFETIME SELF
ASSESSMENT UPDATES Every self assessment comes with Lifetime Updates
and Lifetime Free Updated Books. Lifetime Updates is an industry-first feature
which allows you to receive verified self assessment updates, ensuring you
always have the most accurate information at your fingertips.
New to this edition: Up-to-date information on on-line research and computer
resources. A unique four-way access system enables users of the Handbook of
Technical Writing to find what they need quickly and get on with the job of writing:
1. The hundreds of entries in the body of the Handbook are alphabetically
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arranged, so you can flip right to the topic at hand. Words and phrases in bold
type provide cross-references to related entries. 2. The topical key groups
alphabetical entries and page numbers under broader topic categories. This
topical table of contents allows you to check broader subject areas for the
specific topic you need. 3. The checklist of the writing process summarizes the
opening essay on "Five Steps to Successful Writing" in checklist form with page
references to related topics, making it easy to use the Handbook as a writing text.
4. The comprehensive index provides an exhaustive listing of related and
commonly confused topics, so you can easily locate information even when you
don't know the exact term you're looking for.
The Art of Technical Documentation presents concepts, techniques, and
practices in order to produce effective technical documentation. The book
provides the definition of technical documentation; qualities of a good technical
documentation; career paths and documentation management styles; precepts of
technical documentation; practices for gathering information, understanding what
you have gathered, and methods for testing documentation; and considerations
of information representation, to provide insights on how different representations
affect reader perception of your documents. Technical writers and scientists will
find the book a good reference material.
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At last, direct from the trenches, here's the book technical editors have been
waiting for. Unlike other guides which review grammar and spelling—but don't
address the special challenges of technical editing—this lively, practical book
deals with the real-world problems, issues, and decisions that face technical
editors and writers.In this book you'll get tips for preparing a style guide technical
writers will want to use. You'll find checklists of what to look for during different
types of editorial reviews, learn how to make the transition from traditional to
desktop publishing, and see how you can build true usability into printed and
online documentation. Enhanced by real examples, case studies, and practical
techniques, these flexible and pragmatic solutions go far beyond the mechanics
of marking up manuscripts. You get guidance that will help you decide how
heavily to edit, how to manage and track large projects, and even how to position
yourself for the future when software will handle the copy editing.Whether you
edit technical documentation for a living, write technical material, or review the
work of others, this book helps you improve your skills and your understanding of
the technical editing function.
Details the skills you need as a technical writer to create both printed and online
content. This valuable reference describes the entire development processplanning, writing, visual design, editing, indexing, and production. You also get
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tips on how to write information that is more easily translated into other
languages. You'll learn about the importance of following templates and about
how structured authoring environments based on Extensible Markup Language
(XML) streamline the content development process. This updated third edition
features new information on the Darwin Information Typing Architecture (DITA)
standard for structured authoring, and it explains the impact of Web 2.0
technologies-blogs, wikis, and forums-on technical communication.
bookdown: Authoring Books and Technical Documents with R Markdown presents a much
easier way to write books and technical publications than traditional tools such as LaTeX and
Word. The bookdown package inherits the simplicity of syntax and flexibility for data analysis
from R Markdown, and extends R Markdown for technical writing, so that you can make better
use of document elements such as figures, tables, equations, theorems, citations, and
references. Similar to LaTeX, you can number and cross-reference these elements with
bookdown. Your document can even include live examples so readers can interact with them
while reading the book. The book can be rendered to multiple output formats, including
LaTeX/PDF, HTML, EPUB, and Word, thus making it easy to put your documents online. The
style and theme of these output formats can be customized. We used books and R primarily
for examples in this book, but bookdown is not only for books or R. Most features introduced in
this book also apply to other types of publications: journal papers, reports, dissertations,
course handouts, study notes, and even novels. You do not have to use R, either. Other
choices of computing languages include Python, C, C++, SQL, Bash, Stan, JavaScript, and so
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on, although R is best supported. You can also leave out computing, for example, to write a
fiction. This book itself is an example of publishing with bookdown and R Markdown, and its
source is fully available on GitHub.
The IBM Style Guide distills IBM wisdom for developing superior content: information that is
consistent, clear, concise, and easy to translate. The IBM Style Guide can help any
organization improve and standardize content across authors, delivery mechanisms, and
geographic locations. This expert guide contains practical guidance on topic-based writing,
writing content for different media types, and writing for global audiences. Throughout, the
authors illustrate the guidance with many examples of correct and incorrect usage. Writers and
editors will find authoritative guidance on issues ranging from structuring information to writing
usable procedures to presenting web addresses to handling cultural sensitivities. The
guidelines cover these topics: Using language and grammar to write clearly and consistently
Applying punctuation marks and special characters correctly Formatting, organizing, and
structuring information so that it is easy to find and use Using footnotes, cross-references, and
links to point readers to valuable, related information Presenting numerical information clearly
Documenting computer interfaces to make it easy for users to achieve their goals Writing for
diverse audiences, including guidelines for improving accessibility Preparing clear and effective
glossaries and indexes The IBM Style Guide can help any organization or individual create and
manage content more effectively. The guidelines are especially valuable for businesses that
have not previously adopted a corporate style guide, for anyone who writes or edits for IBM as
an employee or outside contractor, and for anyone who uses modern approaches to
information architecture.
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The Digital Technical Documentation Handbook describes the process of developing and
producing technical user information at Digital Equipment Corporation. * Discusses techniques
for making user information _more effective * Covers the draft and review process, the
production and distribution of printed and electronic media, archiving, indexing, testing for
usability, and many other topics * Provides quality assurance checklists, contains a glossary
and a bibliography of resources for technical communicators
Technical Writing: A Practical Guide for Engineers, Scientists, and Nontechnical Professionals,
Second Edition enables readers to write, edit, and publish materials of a technical nature,
including books, articles, reports, and electronic media. Written by a renowned engineer and
widely published technical author, this guide complements traditional writer’s reference
manuals on technical writing through presentation of first-hand examples that help readers
understand practical considerations in writing and producing technical content. These
examples illustrate how a publication originates as well as various challenges and solutions.
The second edition contains new material in every chapter including new topics, additional
examples, insights, tips and tricks, new vignettes and more exercises. Appendices have been
added for writing checklists and writing samples. The references and glossary have been
updated and expanded. In addition, a focus on writing for the nontechnical persons working in
the technology world and the nonnative English speaker has been incorporated. Written in an
informal, conversational style, unlike traditional college writing texts, the book also contains
many interesting vignettes and personal stories to add interest to otherwise stodgy lessons.
This book provides a broad perspective about the essential aspects of creating technical
documentation in today's product development world. It is a book of opinions and guidance,
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collected as short essays. You can read selectively about subjects that interest you, or you can
read the entire collection in any order you like. Information development is a multidimensional
discipline, and it is easy to theorize. We have written this book from our direct experience,
using the concrete insights and practices we apply to our work every day.If you work as an
information developer, a manager in a documentation team, or in another part of product
development that collaborates with a doc team, there is information in this book for you.
Perhaps you are a technical writer in a small, high-growth company that is figuring out its
processes. Perhaps you are an information-development manager in a large enterprise
company with an expanding product line and an ever more complex matrix of cross-functional
dependencies. You might work at a medium-sized company where your management is asking
you to do more with fewer people, and you want some additional perspective that will help you
find a leaner and more effective way to deliver what your business demands. Or you might
work outside the technical documentation world, in another part of product development, and
are wondering how to collaborate most effectively with the documentation team.The purpose of
The Product is Docs is to provoke discussion, shine light on some murky areas, and--we
hope--inspire our colleagues to consider their processes and assumptions with new eyes.All
proceeds from the sale of The Product is Docs will go to charity.
SUPERB EXECUTION RELIES UPON RIGOROUS PROJECT DOCUMENTATION A project
will only be built as well as it is documented. This publication focuses on the key
documentation needs of the landscape architectural design and construction documentation
process. That includes both "design documentation" and "construction documentation" as well
as all that which occurs in the transition from one phase to the other. Documentation
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requirements include those components necessary to explore and define design intent, logic,
physical proposals, and ultimately, the specific components included within construction and
bid documents. Discover how proper documentation facilitates every stage of the design
process from pre-planning to construction, and leads to a highly resolved built outcome.
Understand the principles behind these documentation practices. Implement best practices
specific to each documentation phase and drawing, from title block and cover sheet design to
soil plans and plant protection. Organize keynoting systems, cross-referencing and
interdisciplinary coordination amongst multiple consultants and vendors. Study sample project
documents from a leading landscape architecture firm to better understand the elements and
benefits of complete and well-coordinated project documentation. These standards have been
time-tested by over 150 designers at the industry leading landscape architecture firm Design
Workshop, reflecting a range of project types, including parks, streetscapes, urban spaces and
over-structure construction. This guide shares the methods behind the success, to facilitate
exceptional built outcomes through principled documentation practices.
bull; The must-have reference for every technical writer, editor, and documentation manager
bull; Provides all the information you need to document hardware, software, or other computer
products bull; Written by award-winning documentation experts at Sun Technical Publications,
Read Me First! is the most comprehensive guide to creating documentation that is clear,
consistent, and easy to understand
If you can write clear, concise instructions, then you can be a technical writer. Learn, step-bystep, how to turn your creative writing talent into a highly lucrative career, where you get paid
big money consistently to use your writing skills.
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This detailed, example-driven guide illustrates how much technical communicators can do to
make written texts more suitable for a global audience. You'll find dozens of guidelines that you
won't find in any other source, along with thorough explanations of why each guideline is
useful.
This consultation was held to elaborate guidelines for catch documentation schemes. It
covered illegal, unreported and unregulated fishing-related risks, transparency of the supply
chain and the use of secure electronic systems to reduce falsification.
Practical, authoritative, and the first comprehensive guide tomanaging every phase of your
publication project. The only bookdevoted exclusively to technical publication project
management,Managing Your Documentation Projects arms you with provenstrategies and
techniques for producing high-quality, extremelyusable documentation, while cutting cost and
time-to-market. Dr.JoAnn T. Hackos, a top documentation design and project
managementconsultant to major corporations, including IBM andHewlett-Packard, shares with
you the fruit of her more than 15years of experience in the field. She gives you: * Clear-cut,
rational guidelines to managing every phase of theproject from planning and development,
through production,distribution, and project evaluation * Scores of usable templates, checklists,
summaries, andforms * Dozens of real-life case studies and scenarios taken from theauthor's
extensive experience at top corporations * Techniques applicable to virtually all fields
ofdocumentation Managing Your Documentation Projects was designed to function as
acomprehensive guide for new managers and a daily tool of survivalfor veterans. It is also an
invaluable resource for technicalwriters, editors, graphic designers, consultants, and anyone
calledupon to produce high-quality technical documentation on time andwithin budget. JOANN
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T. HACKOS, PhD, is President of ComtechServices, Inc., an information/design firm in Denver,
Colorado andSan Jose, California. She is also president of JoAnn Hackos &Associates, Inc., a
strategic planning and management consultingfirm. In 1993, she served as president of the
Society for TechnicalCommunication (STC) and is a frequent conference keynote speaker
onsuch topics as quality and usability of products and services, theimportance of meeting the
needs of the customer, and projectmanagement.
User manuals, reference guides, project documentation, equipment specifications and other
technical documents are increasingly subjected to high quality standards. However, it is not
clear whether research efforts are keeping pace with this increasing importance of
documentation quality. This volume includes studies from researchers as well as practitioners,
exemplifying three approaches towards document quality: - Product-orientation, with an eye for
usability in various manifestations such as tutorials, concept definitions, tools for users of
documentation to find information, methods of eliciting user feedback, and cultural differences;
- Process-orientation, in which the quality of technical documentation is regarded as an
outgrowth of a process involving sub-steps such as storyboarding, pre-testing and use of
automation tools in writing and producing documents; - Professional orientation, in which
attention is focused on those who create technical documentation. The volume will be of
interest to a broad audience of writers, managers and trainers with technical and non-technical
backgrounds, such as: quality managers; communication managers; technical communicators;
trainers in computer usage; teachers, researchers and students of (technical) communication.
Catalog of the most often requested AT&T documents.
Software documentation forms the basis for all communication relating to a software project.
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To be truly effective and usable, it should be based on what needs to be known. Agile
Documentation provides sound advice on how to produce lean and lightweight software
documentation. It will be welcomed by all project team members who want to cut out the fat
from this time consuming task. Guidance given in pattern form, easily digested and crossreferenced, provides solutions to common problems. Straightforward advice will help you to
judge: What details should be left in and what left out When communication face-to-face would
be better than paper or online How to adapt the documentation process to the requirements of
individual projects and build in change How to organise documents and make them easily
accessible When to use diagrams rather than text How to choose the right tools and
techniques How documentation impacts the customer Better than offering pat answers or
prescriptions, this book will help you to understand the elements and processes that can be
found repeatedly in good project documentation and which can be shaped and designed to
address your individual circumstance. The author uses real-world examples and utilises agile
principles to provide an accessible, practical pattern-based guide which shows how to produce
necessary and high quality documentation.

Today, software engineers need to know not only how to program effectively but
also how to develop proper engineering practices to make their codebase
sustainable and healthy. This book emphasizes this difference between
programming and software engineering. How can software engineers manage a
living codebase that evolves and responds to changing requirements and
demands over the length of its life? Based on their experience at Google,
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software engineers Titus Winters and Hyrum Wright, along with technical writer
Tom Manshreck, present a candid and insightful look at how some of the world’s
leading practitioners construct and maintain software. This book covers Google’s
unique engineering culture, processes, and tools and how these aspects
contribute to the effectiveness of an engineering organization. You’ll explore
three fundamental principles that software organizations should keep in mind
when designing, architecting, writing, and maintaining code: How time affects the
sustainability of software and how to make your code resilient over time How
scale affects the viability of software practices within an engineering organization
What trade-offs a typical engineer needs to make when evaluating design and
development decisions
"Best Practices for Environmental Project Teams" provides project managers and
their teams, government managers, and regulatory agencies with practical
guidelines for continuously improving performance. Project managers and team
members can pick from a variety of chapter topics, stated as Actions, to address
existing skill gaps with practical tools and guidelines.
We live in an age of electronic interconnectivity, with co-workers across the hall
and across the ocean, and managing meetings can be a challenge across
multiple time zones and cultures. This makes documenting your projects more
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important than ever. In Technical Documentation and Process, Jerry Whitaker
and Bob Mancini provide the background and structure to help you document
your projects more effectively. With more than 60 years of combined experience
in successfully documenting complex engineering projects, the authors guide you
in developing appropriate process and documentation tools that address the
particular needs of your organization. Features Strategies for documenting a
project, product, or facility A sample style guide template—the foundation on
which you can build documents of various types A selection of document
templates Ideas for managing complex processes and improving competitiveness
using systems engineering and concurrent engineering practices Basic writing
standards and helpful references Major considerations for disaster planning
Discussion of standardization to show how it can help reduce costs Helpful tips to
manage remote meetings and other communications First-hand examples from
the authors’ own experience Throughout, the authors offer practical guidelines,
suggestions, and lessons that can be applied across a wide variety of project
types and organizational structures. Comprehensive yet to the point, this book
helps you define the process, document the plan, and manage your projects
more confidently.
The crash of an Amtrak train near Baltimore, the collapse of the Hyatt hotel in
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Kansas City, the incident at Three Mile Island, and other large-scale
technological disasters have provided powerful examples of the ways that
communication practices influence the events and decisions that precipitate a
disaster. These examples have raised ethical questions about the responsibility
of writers within agencies, epistemological questions about the nature of
representation in science, and rhetorical questions about the nature of expertise
and experience as grounds for judgments about risk. In The Rhetoric of Risk:
Technical Documentation in Hazardous Environments, author Beverly Sauer
examines how the dynamic uncertainty of the material environment affects
communication in large regulatory industries. Sauer's analysis focuses
specifically on mine safety, which provides a rich technical and historical context
where problems of rhetorical agency, narrative, and the negotiation of meaning
have visible and tragic outcomes. But the questions Sauer asks have larger
implication for risk and safety: How does writing function in large regulatory
industries? What can we learn from experience? Why is this experience so
difficult to capture in writing? What information is lost when agencies rely on
written documentation alone? Given the uncertainties, how can we work to
improve communication in hazardous and uncertain environments? By exploring
how individuals make sense of the material, technical, and institutional
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indeterminancies of their work in speech and gesture, The Rhetoric of Risk helps
communicators rethink their frequently unquestioned assumptions about
workplace discourse and the role of writers in hazardous worksites. It is intended
for scholars and students in technical writing and communication, rhetoric, risk
analysis and risk communication, as well as a wide range of engineering and
technical fields concerned with risk, safety, and uncertainty.
Author's credits taken from front cover and p. ix.
This popular handbook presents a step-by-step method for clearly explaining a
product, system, or procedure. The easy-to-follow text--packed with examples
and illustrations--explains the unique demands of this form of writing and shows
how to set up the best user model. The book covers developing a modular outline
and storyboard, generating the draft, revising, developing a formal usability test,
and supporting and updating user documentation. Also included are a glossary of
terms, a listing of books and periodicals for additional information, and an index.
"The examples are excellent--right on target and easy to understand and adapt.
Even those who don't adopt the entire procedure can profit from the parts, but the
greatest value will flow to those who adopt the whole." --Carolyn Mulford, senior
writer and editor of Writing That Works "This is also a book that students can
keep for their professional libraries because it will increase in its value to them
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after they leave class and face real life experiences on the job. It is plain enough
for them to understand while they are learning, and at the same time
comprehensive enough to support them as professionals." --Elizabeth Boling,
Instructional Systems Technology, Indiana University "It practices what it
preaches. Its guidelines are understandable and appropriate; its examples clear.
It contains exactly what writers and editors need to know. It is the book that I
would have written." --Cynthia E. Spellman, Unisys The #1 guide to excellence in
documentation--now completely updated! A systematic, proven approach to
creating great documentation Thoroughly revised and updated More practical
examples More coverage of topic-based information, search, and
internationalization Direct from IBM's own documentation experts, this is the
definitive guide to developing outstanding technical documentation--for the Web
and for print. Using extensive before-and-after examples, illustrations, and
checklists, the authors show exactly how to create documentation that's easy to
find, understand, and use. This edition includes extensive new coverage of topicbased information, simplifying search and retrievability, internationalization, visual
effectiveness, and much more. Coverage includes: Focusing on the tasks and
topics users care about most Saying more with fewer words Using organization
and other means to deliver faster access to information Presenting information in
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more visually inviting ways Improving the effectiveness of your review process
Learning from example: sample text, screen captures, illustrations, tables, and
much more Whether you're a writer, editor, designer, or reviewer, if you want to
create great documentation, this book shows you how!
This book is intended for anyone whose job involves writing formal
documentation. It is aimed at non-native speakers of English, but should also be
of use for native speakers who have no training in technical writing. Technical
writing is a skill that you can learn and this book outlines some simple ideas for
writing clear documentation that will reflect well on your company, its image and
its brand. The book has four parts: Structure and Content: Through examples,
you will learn best practices in writing the various sections of a manual and what
content to include. Clear Unambiguous English: You will learn how to write short
clear sentences and paragraphs whose meaning will be immediately clear to the
reader. Layout and Order Information: Here you will find guidelines on style
issues, e.g., headings, bullets, punctuation and capitalization. Typical Grammar
and Vocabulary Mistakes: This section is divided alphabetically and covers
grammatical and vocabulary issues that are typical of user manuals.
Writing documentation is an integral part of any technical product development. A
significant amount of time is spent describing the product functionality, giving
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insights into technical details, providing maintenance instructions, specifying
marketing information, writing user manuals, etc. As the creation of such
documentation is generally a source of higher production costs, many large
companies are realising the need to increase the efficiency of documentation
handling. Simple documents consisting of only a few pages can be developed on
simple systems. Basic components of such systems are an editor handling text
and graphics, file storage, and a printer. Such configurations, however, are not
sufficient to handle professional documentation as produced by larger
companies. Detailed studies of technical documentation requirements have
revealed that in particular the following functionality is not usually provided by
such simple documentation systems: Technical documentation is often very
large; documents having hundreds or even thousands of pages are not
exceptional. Due to size and complexity, technical documentation is developed
most often by a team of authors. A system for technical documentation has to
provide functionality supporting the organisation of a group of authors. Technical
documentation usually consists of many different documents combined into one
large documentation for a particular product. The optimum organisation of the
storage and retrieval of documents is crucial for the performance and
acceptability of the system. The functionality offered by normal file systems is not
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adequate to organise complex systems.
The process industry has developed integrated process safety management
programs to reduce or eliminate incidents and major consequences, such as
injury, loss of life, property damage, environmental harm, and business
interruption. Good documentation practices are a crucial part of retaining past
knowledge and experience, and avoiding relearning old lessons. Following an
introduction, which offers examples of how proper documentation might have
prevented major explosions and serious incidents, the 21 sections in this book
clearly present aims, goals, and methodology in all areas of documentation. The
text contains examples of dozens of needed forms, lists of relevant industry
organizations, sources for software, references, OSHA regulations, sample
plans, and more.
Technical Documentation and ProcessCRC Press
Maximize the impact and precision of your message! Now in its fourth edition, the
Microsoft Manual of Style provides essential guidance to content creators,
journalists, technical writers, editors, and everyone else who writes about
computer technology. Direct from the Editorial Style Board at Microsoft—you get a
comprehensive glossary of both general technology terms and those specific to
Microsoft; clear, concise usage and style guidelines with helpful examples and
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alternatives; guidance on grammar, tone, and voice; and best practices for writing
content for the web, optimizing for accessibility, and communicating to a
worldwide audience. Fully updated and optimized for ease of use, the Microsoft
Manual of Style is designed to help you communicate clearly, consistently, and
accurately about technical topics—across a range of audiences and media.
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