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Introduction


Dear Reader:

The Survival Guide for Communication was written for you, the students, professors, and staff at the University of Central Florida.  It was written to assist you in completing all of the types of written projects required at UCF using current standards in the dynamic areas of writing, research, online communication, and oral communication.  This manual, designed to serve as a practical quick reference, is not an exhaustive handbook for writers.  The Survival Guide is your handy computerside companion as you research a paper online, email a professor or colleague, compile a works cited page, proofread your writing, practice a speech, design and lay out a page, double-check your grammar and punctuation, and, of course, write.

We, the writers, are a mix of junior and senior Technical Writing and Information Technology majors at the University of Central Florida.  The Technical Writing majors have taken many specialized English courses in literature, creative writing, and technical writing, and the Information Technology majors have taken a large amount of classes in computer architecture, networking, and programming.  These classes have given us the tools needed to prepare this manual.

How This Book is Organized

This book is filled with relevant facts and techniques to help you improve communication skills.  You will find a variety of topics on contemporary and traditional writing forms that can be applied to the academic and business environment.  
The text is divided into seven chapters with titles that will help you to quickly locate specific topics.   The Table of Contents includes subheadings below the titles that provide an overview of the contents within each chapter.  

Navigation

Page numbers are listed along side each item to make it easy for you to find that particular point of interest.  You can use the headers at the top of each page as a guide within the text because they identify the chapter number and title along with the page number.  

The gray divider pages will help you to find the beginning of each chapter and the first page of each chapter provides an outline of the topics covered entitled “In This Chapter…”

Helpful graphics

You will see shaded boxes entitled “Did you know…” in every chapter.  Find these boxes to learn useful hints, cautions, and procedures related to the subject matter in the text.  Be sure to read the bulleted lists in each section because they provide a quick summary of key facts on important topics. 

You will also find graphics that help to better explain process steps.  Graphics, such as screen captures, clarify procedures by showing you to how to perform certain tasks as in using the LUIS system at the UCF Library for example.  These illustrations make learning procedures described in The University of Central Florida Survival Guide to Communications so much easier than attempting to visualize a computer screen through text instructions alone.

Glossary

At the end of the seven chapters, a glossary provides concise definitions of terminology relating to the chapter contents.  Understanding the definitions of these words and phrases will enhance your understanding of the text.

Resources

Resources are located after the glossary and are divided into chapter sections.  They include books, journals, and websites that provide you with current references used to present the ideas found in this book. We felt that you may want to access these in case you should need to explore more in-depth details about communication forms.



We spent months of the 2003 spring semester researching, writing, and editing The Survival Guide to Communication, and we hope that all of our hard work fits your specific needs.

The General Editors

Technical Documentation I

Spring 2003





Page Elements and

Design Layout


In this Chapter

· Textual Elements
· Graphic Elements
· Spatial Elements


Graphical Elements

There are no rules to the use of graphical elements and their design, but there are considerations on their use that should often be observed and practiced. Since document content ought to reflect the needs of a reader, the use of graphic elements should be used with the intentions of supporting the document’s message through clarity and consistency.    

Establish early on a format for the design and use of the elements.  With the use of a format you can effectively draw cohesion through a document and present the message while avoiding an unbalanced appearance.

	Did you know…?

	
	Estimate whether or not the use of a graphical element in a document is relevant to the information and useful in supporting the information.  An overuse of graphic elements in a document can generate inconsistencies and confusion.  


Graphic Treatments

Graphic treatments enhance a document and help draw the reader's attention to the document content.  When an effective use of graphic elements is visible in a document, a reader can grasp the writer’s message more quickly or identify important items faster when scanning the document. 

Watermarks 

A watermark is a light-colored, often gray, monogram or pictorial representation that appears in the background a document.  Used as a copyright-protection method, a watermark verifies the authenticity of authorship. It can also be used to trace the origin of a paper’s creator, identify original prints, or to release authority.  Unfortunately, the use of watermarking documents has decreased in recent years as more paper companies produce specialized watermarked paper for mass distribution and use.  Such paper is most often used in printing resumes and specialized reports.  
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Figure 5.7 Bicycle Watermark

There are instances when a watermark is used for decorative purposes.  For example, say you would like your finished document to have a specialized watermark that shows this document is copyrighted but do not want to use specialized paper watermarked paper.  In such case you can create a watermark easily by using a word processing program.  

Listing devices

Listing devices is a technique used to limit the amount of word use needed to explain an idea and save space on a document. As the writer you should always keep in mind the reader and how effective the use of a listing device will be to the reader.  Bullets, letters, numbers, and other such listing devices are used as an informative way of pointing out important topics or a list of steps.

Though bullets, letters, and numbers are used as guidance tools, there are occasions where the use of these listing properties is purely for decorative purposes. In such cases make sure the use is sporadic in the document.

If you plan on using a listing device anywhere in a document, separate it one line from the body of text and indent all items from the left margin.  Most bullets are automatically indented five spaces from the left margin on most word processing programs.  To date, this indentation format has become the standard in documentation.

Bullets 

Bullets are used before the start of an item on a list of items of equal importance.  Depending on the document format, bullets should only be used when the listing sequence itself in a document is not important.  Do not use bullets for list that have fewer than three items.  Also be aware of the tone and format of the list as you go from one item to another; it should be parallel.  Here is an example of a bulleted list that accompanies text.

	



Figure 5.8 Bulleted Lists

Letters

Letters are used to set a hierarchy of information instead of bullets.  Unlike bullets where all information is of equal importance, letters equate an alphabetical order of process.  What is most important is first followed by second most important and so forth. Second, lettered list have one abstraction that makes them distinctly different from bulleted lists and that is supporting items.   Supporting items in a lettered list vary from a one word reference to a string of supporting sentences.  In short, letters are most often used for the creation of outlines.  However, Letters are not to be used for lists that require steps.   

	


Figure 5.9 Lettered Lists

Numbers 

Number lists should be used when there is a progression of steps to follow.  Numbering indicates to the reader that a sequence of important action is to take place.  If the list is a long complex order of detailed ideas consider writing out a short paragraph to explain the sequence, otherwise use short statements and combine steps only if the steps are related.

Numbering is sometimes used in combination with lettered lists as supporting sub-items.  The following is an example of a numbered list of steps and a lettered list using numbers in support.

	
	


Figure 5.10 Lists 

Line Work 

Line work is not used today like it used to be.  Line work helps a document by anchoring attention to a graphic or text on the page. Lines also help to create structure in a document, usually in the form of a divider, between text and other graphic elements. At the same time, when used correctly, line work can make two objects, such as text and graphic illustration, work as a unified piece with depth.  

Underline

Before the use of computers and word processing programs, there was the typewriter.  Back then underlining text to show emphasis was a commonly accepted writing technique, however that is no longer the case.  With the common everyday use of word processing programs today, underlining text has been surpassed by the graphical text treatment of italicizing to show emphasis.  

	The elements of design create every object around us. Nothing can exist without these ingredients. The discipline of learning the power of these elements and formatting them within the principles of design is the responsibility of the designer.




Figure 5.11 Bad emphasis
Notice that the overuse of the underline has made the text hard to focus on and attention is placed more on the underlined words than the prose as a whole.  Instead of using the underline to attract attention and emphasis, which draws away from the clarity of the prose, italicize words.  Using the latter of the two treatments leaves the prose clean of irregularities that could potentially be considered an eye sore.

	The elements of design create every object around us. Nothing can exist without these ingredients. The discipline of learning the power of these elements and formatting them within the principles of design is the responsibility of the designer.




Figure 5.12 Good emphasis

	Did you know…?

	
	Tips: Only use an underline on a level one heading when necessary and avoid any use of the underline on text within a document at all costs.  Underlining text in a document it is an unattractive typographic abomination as is the overuse of bold face text.  


Strike Through

Another graphical element from the age of the typewriter that has slowly vanished thanks to the use of word processing programs has been the strike through.  Strike through, a method commonly used in editing, was the act of drawing a line through a word or line of text in a document for editorial purposes. 

When ideas appeared unbalanced because the document theme or sentences lacked parallelism, writers who used typewriters would mark the selections with a strike through, a black line that drew through the middle of the selected text.  This line helped to mark what text was to be removed during the re-write.  

With the use of word processing programs today, the strike through method has taken on more than the task of marking what selections should be removed.  The latest word processing programs track strike through marks as a way to track each level of editing made to a document. Instead of deleting the stroked selections automatically after each editing revision, they are left alone in case a new editing revision rejects the previous edit.

	Original sentence(  
This is a sentence in a document.




 First revision( 

 This is a A sentence in a document is…  



Second revision (             This is a A sentence in a document                   sentence

 in a document is …



Third revision ( 

This is a sentence in 
a document is…





Figure 5.13   Editing

The Dash

The dash can function like a comma, colon, or parenthesis in the sense that it set off parenthetical material and introduces clauses that can explain or expand upon an idea. There are two types of dashes used in the English language, Em dash and En dash.

Em Dash
Em dash is the most commonly used form of the dash.  Called an Em dash because the amount of space on a line used is the same size used for the typeset letter M, the Em dash organizes phrases and clauses within a sentence.  A single Em dash is used to indicate more importance to a statement that would normally be placed in parenthesis.  A double Em dash is used only when there are missing letters in a word.  Magazines and newspapers practice the use of a space before and after the dash for consistency and uniformity while other forms of print only use one space after the dash. Whether the Em dash has a space before and after is the choice of the typist.  

	Parenthetical sentence
	With three character witnesses, the defense is sure to win the case—assuming all goes well.

	Missing letters
	“Why is Mr. T----s saying such things in his writings?”


Figure 5.14 Em dash

En dashes

The other form of dash, the En dashes, can be used in place of a hyphen between compound adjectives when at least one element is a two-word compound.  The En dash usually replaces the word to between capitalized names, linkage between oppositions, and is used to indicate duration of time or location.  If the words “thru,” “of” or “at” can be used in place of the dash, then an en dash is appropriate.  Never space before or after an en dash.

	    10:00 am-12 noon 


(Time Duration

Boy clothes-Girl clothes

              (Oppositions

Orlando-Kissimmee, Florida

(Capital names


Figure 5.15 En dash

Hyphens

The dash is an under rated but highly used line work in documentation.  Often, the hyphen is used incorrectly to break a word.  Using too many hyphenated line breaks in a row creates unattractive text that is difficult to read.  

As a general rule, three hyphens in a row should be your maximum.  Discretionary hyphens can be placed where you prefer a word to split.

	


Figure 5.16 Using the dash
Most computer programs provide a discretionary hyphen.  As you key the text, watch all your line breaks carefully; then go back over the text you have entered and edit every single line of the document.  While this may take a little extra time and effort, the payoff is the professional “look” your text can create.

Highlighting Cues 

Highlighting cues is a visual technique used to direct attention to a specific part of a document.  A warning, cautions, troubleshoots, and other such highlighting cues emphasize information to a reader that would normally be overlooked when skimming through the document. The most common of highlighting cues are lines that box off text (also known as pull quotes). 

Lines that Box Off Text
Lines that box off text on a document are usually referred to as pull quote.  A pull quote is a short quotation used as a graphic device to summarize surrounding material and draw attention to it.  Used often as a design element, pull quotes can be set up as large type, in highlighted color, or simply boxed separate of the document body.  Screens, boxes, and borders are other variations of pull quotes used attract attention.
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Figure 5.17 Pull Quotes
Pull quotes are often used to break up large amounts of text in a document to make reading easy.  Many designers prefer large sans serif typefaces when doing a pull quote because it stands out more against sans text and is easier to read.  One of the most common pulls quotes is called the “Grayscale.”

Grayscale
Grayscale is an overlooked graphic treatment of great value that writers should often use in their documentation. There are instance when a section of text in a document is of high importance (for example, warnings) and requires some form of treatment to emphasize and make it stand out.  In such cases, instead of moving the text somewhere else on the page to attract attention, box the text and place a shaded background behind it.

	Warning:

To avoid potential fire or explosion from fan when turning the electricity on, after connecting wires, wrap a piece of electrical tape around exposed twisted end sections.




Figure 5.18 Warnings in Grayscale

One good trait of using grayscale in a document is the ability it has to draws in the reader’s curiosity.  Used mostly for “tips” and “warnings” the grey background emphasizes to the reader’s attention that the highlighted text has a level of importance slightly above everything else on the page and should be noticed first.  This graphic element also makes browsing easier on the reader who wants to focus quickly on items of interest.

Lines for Headers and Footers
Lines generally denote the direction of eye movement especially if they are used as graphical elements.  As a result some lines are designed to work as page dividers (horizontal, vertical, or side line text separators) to hold and to unite elements on a page. There are however some textual elements, such as header and footer notes that are kept at either (top or bottom) ends of a document page, that because of the size of font used is so small (limited between an 8pt or 10pt) are unfortunately overlooked.  
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Figure 5.19 Lines in headers and footers

Nevertheless, using a line as a graphical element to segment the body text from the top and bottom of the page creates a linear patter of visual texture.  Coincidently the eye pattern for reading will gradually move from the top of the page to the bottom, reading headers, body, and footers.  
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“… A corporate employee needs to develop his or her own net-


work of peers, two or three, to count on to look over and critique their work (Jones, 205).”
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