2
Smith
User Documentation

Fall 2012

TCOM 4070





User Documentation





Fall 2012
Dr. Herb Smith

J347

678.915.7475 (O)


Office hours:  M & W: 4:00-5:45, T: 1:00-3:30

hsmith@spsu.edu


and by appointment





Fax: 678.915.7425






Course Objective:



This course provides a detailed examination of how to write effective end user documentation by studying various types of document design.. The focus is on user manuals and training materials. The emphasis is “hands-on” application with plenty of workshops; relevant theory, particularly principles of cognitive psychology, will be discussed. The course stresses the project plan, task analysis, playscript, structured writing, and minimalist design. Tools, particularly FrameMaker, are included in the course presentation and in workshop activities.

Text:



Thomas T. Barker, Writing Software Documentation: A Task-Oriented Approach, 2nd ed.  Boston: Allyn and Bacon, 2003.

Learning Outcomes:
Students will 

· Be able to design a documentation plan

· Be familiar with a page design application such as FrameMaker

· Be able to apply principles of effective user design to user documentation projects

· Be able to apply the principles of structured writing to user documents

· Know how to analyze tasks for the purpose of creating effective user documentation

House Rules:

	Attendance
	We meet 2 times a week for 16 weeks; attendance is very important and expected. More than 4 absences may result in lowering your grade.

	Arriving late to class
	Work commitments and Atlanta traffic may force you to arrive late on occasion. Habitual lateness detracts from the learning environment in the class and will be factored into your participation grade.

	Workshops
	This is an applications course so there will be many workshops; workshops will prepare you for the graded assignments. Workshops will be used for class discussion and may be collected.

	Late work
	Deadlines are an important part of life. Please meet them. Late work will be docked 5 points per calendar day late.


Nutshell assignment descriptions:

	Project 1
	Project 1 focuses on developing a detailed project plan and two written chapters of a user document of your choosing that implements that plan. The chapters should use effective principles of task analysis and effective user document design

	Reference card
	Each of you will design and produce a brief reference card on a topic of your own choosing.

	FrameMaker tutorial
	You will create a short tutorial on a feature of FrameMaker and lead us in a laboratory activity on how to use that feature.

	Quiz
	There will be a graded quiz on structured writing (Information Mapping) principles.

	Project 2
	Project 2 requires you to plan and then design part of a manual of your own choosing using structured writing/Information Mapping principles. 
You will get extra credit for doing this project in FrameMaker.

	Orals
	There will be a variety of short oral presentations during this course. The main ones are your FrameMaker tutorial and oral on your final project


 Letter grades:


Letter grades will carry the following numerical weights: A (90-100), B (80-89),


C (70-79), D (60-69), F (59 and lower).

 Grade breakdown:
	Assignment
	Grade %

	Project 1
	25

	FrameMaker tutorial
	10

	Reference card
	15

	Quiz
	10

	Project 2 (IMI) Extra credit if done in FrameMaker
	30

	Workshops ( including participation)
	10

	Total
	100


Plagiarism:

       
Plagiarism is presenting someone else’s work as your own either intentionally 

or unintentionally, either in content or in structure. In this class, plagiarism will result 

in a zero on the assignment and, possibly, a failing grade in the course. 

Students should be aware that Google is a database search engine that can access

most texts on the Internet. Consequently, any text you might use from the Internet can 

be traced to its source. Therefore, citing all sources is not only ethical but also the wisest 

course to follow.
Cell phone policy:


To promote an effective learning environment, cell phones


must be turned off or set so that they do not ring in class. If


you have an emergency where someone needs to get in touch with you, you must do the following:
· Inform me prior to class

· Sit near an exit to the room

· Leave the room to answer the call

Course support:


There is a Vista Internet class website that contains support documents for this course. These 


documents will include the course syllabus, assignments, tutorials, power points, and some useful 

websites. These support documents are not meant to replace content covered in class. They are 


there to help you better understand the course material. 
SPSU’s Honor Code

SPSU has an Honor Code and a procedure for handling cases when academic


 misconduct is alleged. All students should be aware of them. Information about


 the Honor Code and the misconduct procedure may be found at http://www.spsu.edu/honorcode/.

Students with

Disabilities:


Students with disabilities who believe that they may need accommodations in this class are 


encouraged to contact the counselor working with disabilities as soon as possible to ensure that


accommodations are worked out.

Note:




Any changes in the syllabus will be announced in class.


Reading assignments are due on the day assigned.

	Date
	Class Activities
	Readings and Assignments

	Mon., August 20
	Course Introduction

Course Description and Assignment Document

Student introductions
Tips on writing an effective manual—What not to do

Planning a manual—macro concerns

Workshop
	Barker, Chapter 1
Analysis of a manual

	Mon., August 27
	Planning a manual—Macro Issues (cont.)

Project 1 Assignment

Task Analysis 

FrameMaker Workshop 
	Barker, 3 & 6
Presentations on manuals

	Mon., September. 3
	Labor Day—No class
	

	Mon., September 10
	Planning a user manual

Micro issues
Conferences on first projects ( in J347, my office)
	Barker, 7 & 10

	Mon., September 17
	Writing instructions

Workshop Writing instructions

Writing effective safety messages

Conferences on Project 1
	Barker, 5 & 12

	Mon., September 24
	Workshop

Re-designing a manual ( metal detector)
Developing a table of contents for a manual
	Barker, 11

	Mon., October 1
	Major workshop—planning a manual
Graphics and manuals

Workshop
Lab. time
	Barker 13

	Mon., October 8
	Writing an effective index

Workshop

Playscript 
Framemaker Presentation
	Barker 14
FrameMaker tutorial

	Mon., October 15
	Computer-based training

Catch-up
	Project #1 is due.

	Mon., October 22
	Reference cards

Introduction to structured writing
Workshop

Project #2 is explained.
Procedure maps

Workshop
	Barker, 8

Project #2 is assigned.

	Mon., October 29
	Decision tables

Structure maps

Workshop 
Process maps

Workshops
	Barker, 9


	Mon, November 5
	Classification maps

 Principle Maps

Concept Maps

Workshops 
	

	Mon., November 12
	Fact Maps
Combination maps

Presentation on reference cards

Catch-up
	Presentation on reference cards

Reference card is due.


	Mon., November 19
	Major workshop on structured writing

Quiz on structured writing
	Quiz on structured writing

	Wednesday-Sunday

November 21-25
	Thanksgiving Holiday
	

	Mon., November 26
	Finish structured writing
Conferences on final projects ( in J347, my office 
Review and catch-up
	Work on Final Projects

	Mon, December 3
	Presentations on final projects

Final projects are due.
	Presentations on final projects

Final projects are due.
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