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About the Newsletter

This newsletter is published about once a month. Its contents or portions thereof may be reprinted or used, as long as it is accompanied by the text “Contents provided by www.TheWordExpert.com”.

If you would like an article that focuses on a Microsoft Office application or specific feature written for your newsletter, just click here and tell us what you’re looking for, who your audience is, and the link (if any) to where it is published.

Your tips, tricks, and anything you’ve found helpful while working with the Office Suite are more than welcome! Just drop us a line, and we’ll be happy to publish it. Of course, we must reserve the right to edit or not publish at all. Click here to submit. Nothing is too trivial to learn!

A Casual Manual About Manuals

Having just completed designing the layout of a book, all of my manual layout habits came back to me. I realized I have a wealth of information about it—all kinds of things I learned at a job where I did desktop publishing in Word for three years.

If you need to create a manual—any kind of manual or even a book—there ought to be some order to its creation. Otherwise you’ll be scrambling at the last minute because of something that’s been forgotten. The following items are components of your manual. You may want to set up a project timeline that includes these component steps.

Writing

Yes, of course, writing should be started first. But there are some things the writer can do to make life smoother for you:

We don’t want the writers to learn how to use styles in Word, but it’s very helpful for them to learn how to apply Heading 1, 2, and 3. That helps them to understand their own document layout. Show the writer how to apply them; set their PC up to use shortcut keys for those styles if desired. Go to their PC, open Word. Hit Format(Style, choose Heading 1, and modify it to assign it to Alt+1. Make Heading 2 use Alt+2, and Heading 3 use Alt+3. More than three heading levels should not be used in typical manuals unless they’re of an extremely technical nature; it’s just too confusing for the average reader. Show your writer how they can use Outline View so they can see the order of their headings.

Have your writer place notes instead of placing the graphics. For instance, in the location in which they’d like the graphic to appear, have them type the name of the graphic—as its own paragraph.

When you receive the text from the writer, you’ll want to review it for the following items, which can be mostly be done via Search and Replace. These are easier to do when the text is not yet formatted, as your changes could affect page breaks and other formatting considerations.

	Search
	Replace
	Why

	which
	that
	If you can replace the word “which” with “that” and it does not change the meaning of the text, then “which” was used improperly. “Which” is almost always preceded by a comma, which usually indicates that it was used properly.

	insure
	ensure
	Only insurance companies insure, all else should be ensure.

	it’s
	its
	“It’s” is only appropriate when it means “It is” and never to show possession.

	should, shall
	must
	If the reader has to take the directive in order to carry it out properly, then “must” should be used. Consider reading the “should” or “shall” as “ought to”; does it still sound as strong as intended? If not, replace it with “must”.

	<two spaces>
	<one space>
	Double-spacing is still acceptable in correspondence, but should not be used in desktop publishing. Many typists still use two spaces, and many words come through with two spaces between words accidently. The only text in your document that should contain two spaces is when it follows a colon:  like this. So remove all two spaces, then find <colon, space> and replace with <colon, space, space>.

	<space, hyphen, space>
	<m-dash>
	Word automatically replaces two hyphens with an m-dash. N-dash and m-dashed are so named because, in old typography, an n-dash took up the same amount of space as an “n”, and an m-dash took the same amount of space as an “m”. Many writers still type space-hyphen-space instead. Hyphens are used for two-part words. Words that begin with re- and non-, and un- should ONLY be hyphenated if by adding those letters to the front of a word, it creates another word, for instance, recreation does not have the same meaning as re-creation.


We’ve provided only a few common grammatical and formatting errors. If anyone knows of a thorough resource for us desktop publishers, please email me and we’ll be sure to post it on the site.

Template

While the text is being written, you should be creating the template. We talked about using styles in the May 2002 Issue and provided information on setting up headers and footers in the July 2002 Issue. I’m not crazy about Word’s default styles, so here is a likely list of the different styles you’ll need in virtually any manual or book, along with typical specifications for same. I’m also suggesting shortcut keys:

	Style Name
	Typical specifications
	When to use

	Headings 1, 2, and 3; Alt+1, Alt+2, Alt+3
	Arial or other Sans Serif font in a size 2 pts or more larger than the body text. Keep with next should be applied, and they are, by default.
	Heading 1 for chapter names or main headings, 2 and 3 for anything that falls beneath them in context.

	Body Text; Alt+t
	Generally, serif fonts like Times New Roman or Garamond are used for ease of reading; 12 pt is best. Generally, this is the only style that is fully justified.
	In the body of the document; avoid less than 3 paragraphs per page so your readers don’t get lost.

	Table Headings, Table Text, Table Bullets, Table Numbers; no shortcut keys
	If you’re using tables with borders, headings should be bold and often in the same font as the headings. Table headings should generally be 12 pt with 10 pt Table text, bullets, and numbering.
	In tables that are used for purposes similar to this table—to lay out information. If your tables are only two or three rows, consider re-writing the text to suit body text instead.

	Graphic; Alt+g
	Only on pictures that are *In Line with Text*. This style allows you to center, put space before and after, and apply keep with next so that your picture doesn’t appear at the bottom of the page and your caption at the top of the next page.
	On any standard graphic.

	Caption (also Table headings if you are NOT using a Table of Figures); Alt+c
	Generally bold, 10 pt. Centered. Often the same font as headings. Usually, a 1/2- to 1-inch left and right indent is applied.
	At the bottom of graphics and at the top of tables. Choose: either always use captions and table headings or never use them. Try not to mix.

	List Bullet 1 and 2; Alt+b for Bullet 1, none for Bullet 2
	Similar to body text, but with a bullet. No need to indent from left as the bullets add enough attention.
	Use bullets for any list that does not necessarily have a sequence.

	List Number 1 and 2; Alt+n for Number 1, none for Number 2
	Similar to body text, aligned the same as bullets. 
	Use numbered lists ONLY when the information is intentionally provided in some sequence, such as Steps that must be taken in a specific order. Many people number lists that should be bulleted.

	Warnings and/or Cautions
	Generally, if death or dismemberment could occur because the reader didn’t follow the instructions in the text you’re providing, include a cautionary graphic.
	Mostly used for equipment operating or troubleshooting manuals.

	Note
	Same as body text, but a separate paragraph. May be indented on both sides like the Caption style.
	When text is important, but not physically threatening, as in warnings and cautions.


Format Smart

Use the following pointers while you format the document:

· If you copy and paste from other files, be sure to use (in your document) the Edit(Paste Special option of “unformatted text”. Otherwise, you could be copying styles from other documents into yours. This can cause confusion and file bloating. Suppose you leave your job and the new person doesn’t know if you used Body Text or My Body Text as the text style in the document. They begin using styles that you did not use, and it goes downhill from there.

· Don’t let anyone bully you into using formats that are impossible to create using styles. For instance, having the first word or phrase in a bulleted sentence formatted as bold is just ASKING for trouble. 

· Table text looks great with paragraph formatting of 3 points before and 3 points after text to allow a sufficient amount of white space. Don’t forget to repeat heading rows when required. If you always do this in your tables, it won’t matter where your table gets broken by an automatic page break.

· In your bulleted and numbered lists styles, you may find their text item getting broken at the bottom of a page and continuing on the next page. You can avoid this by formatting those styles with the “Keep Lines Together” property under Format(Paragraph, Line and Page Breaks tab. I’m typing just a little bit more text here so you can see how it occurs to this bulleted item. Choosing “Keep with Next” won’t work, because it is keeping the paragraph return that follows this sentence (do you have your show/hide button on?) with the paragraph return that follows the next. “Keep lines together” forces them to be pulled onto the same page. You should never have just one bulleted or numbered item by itself at the bottom of a page or at the top of the next.

· If your bulleted or numbered list is long with short text descriptions such as a list of parts, insert a 2-column table without borders, and place half of them in each column. This avoids section breaks that are required for a Format(Columns layout. I HATE extra section breaks. If I have 10 chapters, I want 11 sections so I know where I am in the document; the first section holds my cover page and Table of Contents.

· Society, I believe, is much more accepting of the lack of appropriate writing than it was, say, 30 years ago. It’s unlikely that a newsletter such as this one would have been accepted when written in such a casual manner. Today, we can be more casual. It is, however, still extremely important that you check spelling. Poor spelling is no longer a sign of education or professionalism, it is simply a sign of laziness. We all have spell-checkers. Use them if you don’t want to look lazy. Also, be sure to check the default spelling settings under Tools(Option, Spelling and Grammar tab. You may find that your document is not spellchecked for everything you’d like.

· If you don’t have at least three bulleted items or numbers, then do not use that formatting. Instead, do this:  change the text to read as body text with a colon as shown here, and then a comma and your second item like this.

· Don’t be afraid of a lot of white space in your document. Better to have too much than not enough. Pages stuffed with text can be overwhelming and intimidating to the reader, particularly if the content is boring—and let’s face it, they’re often boring! The few extra pages that are caused by allowing white space are well worth the increased attention from the reader.

· To add emphasis to certain words, use only one formatting method. Bolding, italicizing, and underlining text is overkill. Either bold, italicize OR underline, or put in all caps. None of these formats should be used for large amounts of text.

· If your manual is important, don’t use color to add emphasis to text; you never know when someone will make copies of your pages and the emphasis value of the color is lost.

· No heading should appear without some text before it is followed by the next heading. If you’re simply using Heading 1 to introduce a list of Heading 2 items with descriptions, then put something simple like “The following is a list of blah blah blah…” if the writer does not provide opening text.

· Bulleted and numbered lists and tables should always be introduced and never appear without descriptive leading text.

· Training manuals should always provide an Objectives Section up front that lists what the reader can expect to learn after having completed the training. It’s also a good exercise to help you outline the training manual itself.

· Watch your fonts. If you’re sending your document elsewhere to be printed, that machine must have the fonts you used, or their Word replaces it with another font, which might be really ugly like Courier. This is true with HTML too. If you’re only using an odd font for a certain item, then make that item a graphic.

· Link (instead of embed) pictures only when the total electronic size of your document and graphic files exceeds about 30MB of RAM. If your document has reached this size, then you probably have corruption, badly formatted graphics, or some other problem.

· Pictures can easily cause the problem above, so test your document if it’s getting up there in size. Save the file to a new name, cut the first graphic and hit Edit-Paste special, as a picture. Do this to at least 25% of the graphics in the document. Make sure your graphic resolution is still as good, and save the file. If your file size has reduced noticeably, then you’ll want to continue that procedure for all of your graphics.

· Creating drawings in Word and leaving them in the document is a bad idea too. This easily causes corruption in files. Draw your graphic in a blank document (PowerPoint is cool for this too). Once the drawing is complete, save the file with your other graphic files. Now, select all of the drawing objects in your drawing, group them, and then copy to your actual document as one item/drawing. Do this with any drawn objects.

· Reserve the normal style to use for items such as the title “Table of Contents”. This is a heading that you don’t want to appear in the Table of Contents, but it should appear in the same format as Heading 1. So that Word doesn’t take over and turn it into a Heading 1 style anyway, you need to follow our Recommended Settings for Word. Also, tables appear best when followed by a paragraph return. Select that paragraph return and format it with the normal style.

· Don’t use more than two font families in your documents. Likely, you’ll have a font in the company logo, a font that’s used in graphics for callouts, your headings font and your text font. That’s plenty. Anything more is just too many 

Graphics

Inserting graphics should be done after all of the text has been fully approved.

I’ve found that using the same file name for the graphic as its order of appearance in the document is VERY helpful. Should you need to change a graphic at a later date, there’s no guessing which file name you need to replace. If you refer to Figure 1-2 in the text, rename your graphic to fig0102.xxx. Using the leading zeroes keeps you out of trouble if you have more than ten chapters or more than ten graphics in a chapter. Then, when you finally go to insert the graphics, they’re all in order in the Insert dialog box. If your manual is huge, with hundreds of graphics, you can temporarily move the ones you’ve already inserted into a different folder so that you don’t have to scroll so much through the Insert dialog file list.
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Local News

No, you didn’t miss the August issue. I’ve been terribly busy working on a terrific project—the one that prompted me to use our subject this month. Because you got ripped-off for the August issue, I’ve given you lots of information in this one. It worked out great because there was lots of information to give on the topic of creating manuals. And now I’ll share a little bit about that project . . .

Magilla Guerilla!

For the past two weeks, I’ve been working on a project that I’m very proud to have been a part of. Bill Jelen, owner of www.MrExcel.com, has written a book called Guerilla Data Analysis Using Microsoft Excel. It’s a great reference for learning how to quickly manipulate your data in Excel. The book pays for itself in about a week for the average Excel user.

And we’re the first to get a sneak preview! Click here.

Parts of Our Web

In case you haven’t visited yet, we’re making sure you’re aware of:

· Our Free Technical Support Forum
· Our Free Downloads Page
Our TheOfficeExperts web is still under construction. We expect to do an all-out launch on January 1, 2003.

Monthly Cartoon compliments of Bill Browning
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If you'd like Bill Browning to enhance your company'’s website, manuals, or newsletters
with customized black-and-white or color cartoon illustrations, contact Bill for a quote

at bmb@pro-ns.net or 612-825-0023. You can see other examples of his work at
WWW.MNISPI.ORG.
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