Formatting and Content
Development Guidelines



Q Objectives

After this module, you will be able to:
m |dentify optimal formatting guidelines

m Describe effective information types

m Describe layering technigues




Q Formatting Guidelines

m Font size
m Table borders
m Scrolling and related topics links



Q Font Size

m 12-point type Is significantly easier to read
than 10-point type.

- Williams, S. and Scharff, L. "The effects of font size and
line spacing on readability of computer displays." see
http://hubel.sfasu.edu/research/SWExp.htmi


http://hubel.sfasu.edu/research/SWExp.html

Q Table Borders

m Table borders have no significant effect on
speed to locate information.

- Thacker, P., and Babu, A. J. (1988). "Effects of graphic
boundaries in tabular displays: a human factors

evaluation." Computers & Industrial Engineering, 14(3),
307-314.



Q Scrolling and Related Topics
Links

m Users prefer to scroll to the bottom of a
page to press final buttons [or click links].

- Spool, J. M., Scanlon, T., Schroeder, W., Snyder, C. and
DeAngelo, T. (1997). Web Site Usability: A Designer's
Guide, North Andover, MA: User Interface Engineering.



Q Related Topics Example

= test - Microsoft Money

=100 ]

File Edit Go Favorites

Money Home

Accounts

In the Account

Accounts Bills Online Inveskments Planner Reports Decisions Cakegories

- | Wiew: Large Icons

< E

Account Manager

WX
e M (¥ =

Create an account H

The Mew dccount wizard helps wou set up all the
accounts you'll need For tracking your income and
expenses in Maney,

1 Make sure wou have wour mosk recent skakement
handy.

2 ©On the navigation bar, click Accounts.,

3 At the bottom of the screen, click New Account,
The Mew dccount wizard appears,

4 Follow the instruckions on the screen,

How do I set up my invesktment accounksy

How da I enter a kransackion?

Which bvpe of account should T sek up?




<2;> Layering

m Supports the needs of new and
experienced users

m Allows users to focus on tasks
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401(k) Account

Use the 401(k) Account page to review your 4010k)
account information. With a defined contribution plan
such as your 401{k}, you can set aside pretax and
after-tax dollars for investment purposes associated
with retirement. Your employer can contribute
matching percentages for wour 401(k) account.

To change vour 401(k) account

1. Open the 401{k} Account page.

Howe ?

2. Enter the amount and limit of vour contribution.

Related topics

P tbout Deferral Limits for your 4010k

P about Defined Contribution Plans

b sbout Emplover Matches for vour 4010k

B Earnings Statements
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401(k) Account

Uze the 401{k) Account page to review your 401{k}
account information. With a defined contribution plan
such as your 401(k), you can set aside pretax and
after-tax dollars for investment purposes associated
with retirement, Your employer can contribute
matching percentages for your 401{k} account.

To change your 401({k) account

1. Open the 401(k) Account page.

P Click Home on the Self-Service page to return
to the home page.

P Under Payroll & Tax Information, click
Retirement Contributions.

2. Enter the amount and limit of your contribution,

Related topics

P About Deferral Limits for your 4010k

]
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Q Layer!

Definitions
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401(k) Account

Use the 401(k) Account page to review your 4010k)
account information. With a defined contribution plan
such as your 401{k}, you can set aside pretax and
after-tax dollars for investment purposes associated
with retirement. Your employer can contribute
matching percentages for wour 401(k) account.

To change vour 401(k) account

1. Open the 401{k} Account page.
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Related topics

P tbout Deferral Limits for your 4010k

P about Defined Contribution Plans

b sbout Emplover Matches for vour 4010k

B Earnings Statements

(3

I_ I_ |_§‘ ty Computer




/3 Help - Microzoft Internet Explorer
J File Edit “iew Fawortez Toolz Help

Send |

Help for Source Self-Service

@ Benefts

@ Benefts Administratar

@ Company Information

@ Manager Activities

= 'CQI Payroll & Tax Infarmation
401 (k) Accourt
Check Calculation Warksheet
Check Calculation Infarmation
Changes to Direct Deposits
Employee's Withhalding Allowvwance Certi
Earnings Statements
Earnings Statemernt Detail
About Defined Cantribution Plans

& .= D A ‘ QA @ @ B Ei
Back Eanmard Stop Refrezh  Home Search Favarites  Histary I ail Frint Edit Dizcuszz
| Address [&] CAwINDOWS D esklophssshelpiHelp.him | @60 ||Links »
Contents | Index | Search un Hide ToOC i—

|»

401(k) Account

Use the 401(k) Account page to rewview wour 401(k)
account information, With a defined contribution plan
such as your 401(k), vou can set aside pretax and
after-tax dollars for investment purposes associated
with retirement. Your employer can contribute
matching percentages for your 401{k} account.

To change yvour 401

ficate 1. Open the 401{k) Accoy

How F ..
Deferral limits

b Click Home on the Ih accordance with

About Deferral Limits far % our 401 (k)
About Employer Matches for Your 4010k
Abhout Pay Grade Zones
Abhout Pay Types
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About Form -4
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to the home page.

P Under Payroll & Ta
Retirement Contri

Enter the amount and }

Related topics

P sbout Deferral Limits faor

federal law, Source Self-
Service enforces Internal
Revenue Service limits on
the amount employees
may contribute to their
defined contribution
plans {DCPs), such as
yvour 401(k),

€]

I_ ’_ |_§l My Computer

N EL




Layering Additional Information
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i Wwhat's new in this release
- [2] what you can do in RoboHELP Drag-and-drop features

------ @ Authoring requirerments

i @ End-user requirements Drag-and-drop functionality provides shortcut methods for

@ Features only available in RoboHE performing common tasks,

@ Getting help

Eﬂ--@ Help Basics

Eﬂ--@ Getting Started

[—][m RoboHELP Authoring Environment

----- E About the work environment

----- E Custormizing the work environmen
----- E Mavigating RoboHELP

----- E Carmpiler

----- E Drag and drop features

----- E Glossary Designer o
----- E Index Designer

----- E Link Wiew

----- E Preview in Separate Wwindow
----- E Project Manager

----- E Right-click menus

----- E Selecting tab components

----- '_3‘1 TOC Composer _ILI
1| | b <

See what vou can do;

To drag and drop:

Related Topics




Layering Additional Information
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Wwhat's new in this release
- [2] what you can do in RoboHELP

------ @ Authoring requirerments

------ @ End-user requirements

= @ Features only available in RoboHE
@ Getting help

Eﬂ--@ Help Basics

Eﬂ--@ Getting Started

[—][m RoboHELP Authoring Environment

----- E About the work environment

----- E Custormizing the work environmen
----- E Mavigating RoboHELP

----- E Compiler

----- E Drag and drop features

----- 2] Index Designer

----- E Link Wigw

----- E Preview in Separate Wwindow
----- E Project Manager

----- E Right-click menus

..... ﬂ Selecting tab components

----- 2] TOC Composer

<] |

----- E Glossary Designer —

wi

Drag-and-drop features

performing common tasks,

See what you can do?

Editar,

Editar,

Composer,

Drag-and-drop functionality provides shortcut methods for

m Create links by dragaging and dropping HTML files and URLs
from the Project Manager into topics in the WYShin'vs

m Insert images and multimedia by dragaing and drapping
files from the Project Manager into topics in the wys Iy G

m See how topics are linked to one another by dragaing and
dropping therm from the Project Manager inta Link Wiew,

m Insert pages into the table of contents by dragaing and
dropping topics from the Topic List into the TOC Composer,

m Rearrange the order of books and pages by dragging and
dropping them to different places within the TOC

m Associate topics with keywords by dragging and dropping
topics from the Topic List into the Index Desianer,

| |




Q Layering Examples
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Welcome to RoboHELP

Q’j Introduction

----- @ key features of RoboHELP

----- ’E what's new in this release

----- @ what you can do in RoboHELP
----- @ authoring requirements

. @ End-user requirements

----- @ Features only available in RoboHELP
[]---@ Getting help

[]--@ Help Basics

[]--@ Getting Started

[—]Q’ﬂ RoboHELP Authoring Environment
----- E About the work environment
----- E Custamizing the work environment
----- E Mawigating RoboHELP

----- E Compiler

----- ﬂ Drag and drop features

----- ﬂ Glossary Designer

----- ﬂ Index Designer

----- ﬂ Link WView

----- ﬂ Preview in Separate window
----- E Project Manager

-[9] Right-click menus

----- 7] selecting tab components

----- E TOC Composer

----- E Toolbars

----- E Tools

----- E Topic List

E TrueCode Editor

- [2) wrrsnirra Editor

]--@ WebSearch

7@ Using RoboHELP

]--@ Printed Documentation

]--@ Help Formats

]--@ Contacting eHelp Corporation

e O B W

4] | ol

o Microsoft HTML Help compiler

braken links.

your project in the background and do other work at the same time,

Related TDpicsl

High-performance tools are available for compiling and debugging Microsaft HTML Help projects, including a flexible
compiler pane. While your project compiles, the program monitors the progress and provides instant feedback in the
compiler pane. It reports information about missing topics, errors in the content of topics or in the index file, and

ou can resize the compiler pane, open and close it from view and even turn it off by default — if you want to compile

B
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Welcome to RoboHELP

Q’j Introduction

----- @ key features of RoboHELP

----- ’E what's new in this release

----- @ what you can do in RoboHELP
----- @ authoring requirements

----- @ End-user requirements

----- @ Features only available in RoboHELP
[]---@ Getting help

[]--@ Help Basics

[]--@ Getting Started

[—]Q’ﬂ RoboHELP Authoring Environment
----- E About the work environment
----- E Custamizing the work environment
----- E Mawigating RoboHELP

----- E Compiler

----- ﬂ Drag and drop features

----- ﬂ Glossary Designer

----- ﬂ Index Designer

- ﬂ Link Wiew

- ﬂ Preview in Separate window
- E Project Manager

----- 2] right-click menus

----- 2] selecting tab compaonents

----- E TOC Composer

----- E Toolbars

----- E Tools

----- E Topic List

: ] TrueCode Editor

2] wysTwrG Editor

[+ @ WebSearch

[+ @ Using RobaHELP

[]--@ Printed Documentation

£

£

]--@ Help Formats
]--@ Contacting eHelp Corporation
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Microsoft HTML Help compiler

braken links.

your project in the background and do other work at the same time,

# RoboHELP HTML - Caribbean

File Edit “iew Toolz Help
UL DEER | SerE [ BB o e | AR
[-[Z2) HTML Files [T opics] = |a All Folders =
3 Broken Links Fils Name - | Tite -
URLs : ;
(7 Images @ Anguilla. htm Anguilla
(23 Multimedia &cAnguilla.htm AnguillafiChristopher
(23 Windows El Antigua. htm Antigua
(2 Style Sheets @ Amba.htm Arba
(L7 Context Sensitive Help B @aﬁ-‘«ruba.htm ArubaltScuba_diver: »
Baggage Files P »
ol K E—
JJJJJ /51w | | TrueCode [ 3agiLink View | 3 Topics [

]

Compile time: 0 minutes, 5 seconds

TDDiCS‘ Compiler messages appear in
328 H{Eﬁigpﬁks the output pane at the bottem
22 Graphics of the program.

Created c:hJser documentationsFoboHTMLACARIBEEAMNCanibbean. chrn-temp, 572 346 bytes
Compression decreased file by 297 716 bytes.

Compilation complete.

High-performance tools are available for compiling and debugging Microsaft HTML Help projects, including a flexible
compiler pane. While your project compiles, the program monitors the progress and provides instant feedback in the
compiler pane. It reports information about missing topics, errors in the content of topics or in the index file, and

ou can resize the compiler pane, open and close it from view and even turn it off by default — if you want to compile




Q Layering Graphics
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Q Layering Graphics

a FPolicies and Procedures Guide - Microsoft Internet Explorer
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Q Discussion

How can these formatting techniques be
used to improve the payroll planning topic?
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