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Summary 

SWITCHING AND SIGNALLING BRANCH PAPER NO. 95 

EVERYTRING YOU EVER WANTED TO KNOW ABOUT DOCUMENTATION 

(AND SHOULD HAVE ASKED) 

BY C. FIDGE AND D. HEAGERTY 

Documentation is a vital but often overlooked part of any technical 
project. Even when a considerable amount of effort is put into producing 
and maintaining documentation it may still fail to be useful if the style 
and layout are inappropriate to the audience and intended purpose. This 
report, which is general enough for any documentation project, provides 
numerous suggestions for style and layout which may be more applicable to 
the particular problem in hand than traditional "essay-like" writing. 
However it does not aim to be a "standard" for documentation. The report 
also aids management and organisation of a project by proposing a 
seven-step documentation plan, covering the full documentation process 
from conception to finished product. The document "practices what it 
preaches" and is presented in a straightforward style designed to convey 
the maximum amount of information while placing the smallest possible 
burden on the reader. 

This paper was originally published in 
Laboratories Report 7771 under the 
Documentation and Similar Software" 

February 1985 as Research 
title "The Preparation of 



Overview 

This report is broken up into a number of independent chapters. Within 
each chapter independent concepts are presented in a double page layout 
canprised of a page of text and a supporting diagram. To aid searching, 
each chapter has an asscx:::iated symbol in the top right corner. 

There are three levels of headings: 

o The chapter heading which a:R;)ears at the bottan of every page. 

o The sub-heading which a:R;>ears in the box at the top of each left hand 
page. 

o An optional topic heading which appears in small print below the 
sub-heading. 

The irrlividual chapters are: 

PREFACE - describes the purpose of this report, its 
intended audience, arrl how you should use it. 

INTIODUcrION - discusses the importance and 
advantages of gcxxl documentation, arrl suggests a few 
ideas to use in evaluating documentation. 

STANOMID DJCUMENI'ATIW PIO:ESS - presents a seven 
step plan for producing documentation, with a 
detailed description of the steps involved. 

JX>CUMENT FORMATS - presents a number of different 
document formats that may be applicable to your 
particular application and si:ggests a number of 
general rules for layout. 

GRAPHICS - describes the different ways of including 
pictorial material in your documentation. 

REFERENCE Ait6 - presents a number of different aids 
you can provide to help your readers fioo their way 
arouoo your documentation. 

ON-LINE . OOCGiENTATION - of interest to anyone 
developing documentation to be directly available to 
users of a canputer system, this includes a number of 
general rules to follow arrl describes sane pitfalls 
to avoid. 
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DOCUMENl' FORMATS 
Text flowchart 
Matrix, table or tree diagram 
Text picture 
Playscript 
Structured writing 
STOP method 
General rules 

Numbered lists 
Bulleted lists 
White space 
Underlining 
Justification 
Section numbering 
Modularisation 
Comnenting computer programs 
Typefaces 

GRAPHICS 
Introduction 
Principles 
Line drawings 
Canputer outputs 
Materials 

Clip art 
Lettering and symbols 
Photographs 
Canputer generated artwork 
Spot art 

REFERENCE AIOO 
Introduction 
Contents page 
Glossaries 
Indexes 
Cross references 
Bleedin:J edges 
Headings 

CN-LINE IXXlJMENTATION 
Introduction 
General considerations 
Recoomendations 
Syste.rn messages 
Screen design 
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Rating Reference Aids 

Reference Aid Desired Features Present in Manual 

Table of· Contents Two or More Levels of 
detail 

List of Illustrations/ Present 
Figures or Tables 

Chapter Tables of Two or More Levels of 
Contents Detail 

Headings Two or More Levels of 
Detail 

Spot Art 

Figure Captions 

Tabs 

Error Message 
Appendix 

Glossary 

Number & Title 

Titles not Numbers 

Present 

Indexes 
(traditional or 
by topic or function) 

Reference Card 

2% of the total# of 
pages 

4% of the total# of 
pages; analytical in style 

3 to 5 levels of detail 

10 - 11 Checks 
8 - 9 Checks 
Less Than 8 Checks 

An Excellent Manual 
An Adequate, But Improveable Manual 
An Inadequate Manual 
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DOCUMENT BLUEPRINT 

WORKING TITLE: "Documentation Techniques" 

AUTHORS: D. Heagerty and C. Fidge 

DATE: 6th September 1984 

REQUIREl-lENTS 

INTENDED PURPOSE: 

The document is aimed at anyone 
CSO's, E's, TO's) who wants some 
particular documentation problem. 
reader knows what to write but not 

within the branch (eg. 
advice on how to tackle a 
It is assumed that the 
how to write it. 

Therefore the document aims to present a documentation 
methodology to give the reader a guide as to how to best 
approach the documentation process as well as numerous 
suggestions for "alternative" document formats and simple, 
but effective, ways of preparing graphics, producing 
documents, handling updating and so on. 

AUDIENCE: 

Technically oriente.d authors within the Switching and 
Signalling Branch. It will be assumed that the readers have 
written technical documentation previously and are 
reasonably literate. Emphasis will be on the proposed 
documentation methodology and proposed layouts. 

It will also be assumed that the readers are intelligent 
enough to select those ideas relevant to their particular 
documentation problem and ignore others without too much 
guidance. 

LAYOUT: 

The document will be structured in a way that emphasises 
random access. Each section will be discrete and will be a 
stand-alone module, not requiring any knowledge of the rest 
of the document. However it will also be possible to read 
the document sequentially without too much incoherence. 

Since we already have access to a good ~but largely 
sequential) document on this information (Brockmann's notes) 
we do not want to duplicate this work. Instead our document 
will act more like a very large quick-reference guide. 
(Also see under "Organisation" below.) 
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CONTENT 

ORGANISATION: 

The document will be organised using a combination of the 
STOP and Structured Writing techniques (see appendix). Each 
double page spread will contain a single concept. 
~ts Wher 

ces fro 
content will be a much more detailed version of the authors' 
seminar (with some additional material that was excluded for 
the sake of brevity). The core of the document will be a 
description of the Standard Documentation Process, of 
course. 

However unlike Brockmann' s work, this 
generalised so that it is applicable to 
documentation problems encountered within the 
not Just user documentation). No particular aocumenta 
domain will be alluded to. 

STYLE: 

Style will be fairly straightforward, addressing the 
directly as if we are speaking to them,.· eg. "You 
follow this approach", "Use thfs approach in case x" and 
on. 

Emphasis will be placed on explanation by example. 

VOCABULARY: 

Jargon will be completely avoided. In fact it is expected 
that the proverbial "man in the street" could pick. this 
document up and read it cover to cover with no difficulty, 
Since the audience covers a fairly wide spectrum f.re cannot.' 
afford to use specialised terminology. 
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Audience characteristics 

Backg r:oundl Attitudes 
Operational I training 8c · Sc feelings 

education · 

Primary 
Marketing 
Project 
Directors 
& Assoc)ates 

How to 
conduct 
a VDT 
interview 
session 

Experience 
in marketing 
but none in 
d.p. 

Pr o Fe s s-i anal 
but scared 
of ci;impu-ter 

Secondary 
Vice 
President 
for d.p. 

Integrate 
company 
activities 

Much d.p. 
& System 
Experience 

Wants 
organisation 
running 
smoothly 
after many 
mishaps 
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BREAKING THE CIRCUIT. 

., .•. 

........• 
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ALPHA SE'Tl c« L 
CLOSE ... l>O\JN 

DOINC'.l 'T14E :ros 

START-UP 

START-UP 

CLOSE"-bO\JN. 

ORbl=R OF 
IMPORTANCE 
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reader-centric document 

writer-centric document 
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THE DOCUMENT ICEBERG 
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Any time thlJ book IJ assigned to another employee, the Documentatton 
Section :1hould be notified of the chonge. Plell.:le fill In the cord nell.lllt 
the bottom of thb poge IUUi return to the lnl floor • Electric Tower 
Annex. Your cooperation wlll essur« thot eoch peno« IU:llgned o book 
wUI receive the Ill.tut revlJlon:1 . 

•.. .. .. - - - .. - .. -.-- ...•...•.... - - 
'WIP Procedure Manual MANUAL NO. 62 

I em currently the holdtr of th!I manual id1ntlfl1d above. In the future, please sand 
any revisions to my attention: 

NAME: --------------------- 

DEPARTMENT:----------------- 

LOCATION: 

RETURN THIS CARD TO: COMPUTER SERVICES DEPT. 
DOCUMENTATION SECTION 
3rd FLOOR· E1.ECTlllC TOWER AHNEX 

3 

WIP Procedure Manual MANUAL NO. 62 

I am currtntly the holder of the manual id1ntifi1d above. In the future, pleasa sand 
any revision, to my attention: 

NAME: 
DEPARTMENT: _ 

LOCATION: _ 

. 2 

RETURN THIS CARO TO: COMPUTER SERVICES DEPT. 
DOCU"lF.lfTATION SECTION 
3rd FLOOR• ELECTRIC TOWER ANNEX 
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OPERATION GO-GETEM 

1-1 I The District Office will collect 
required information from Sales 
Representatives and enter data 
into system via existing termi 
nal. Data can be input Crom 7:00 
a.m. until 5:00 p.m. Data not 

1-2 I pe.ssing validity will be trans 
mitted back to district fO(' re 
enteri"lt. 

1-3 I Valid data will be processed and 
update the S. S. H istO('y File on a 
daily basis. Weekly Aver9ie File 
will be updated on a weekly ba 
sis, depending on computer date. 

1-4 I Data will be entered Crom His 
tocy File. Daily Report will be 
produced and distributed as indi 
cated. 

1-1 
Key In 

Competitive 
Data &. Correct 

Errors 

:, 
C 

..5 
> •• :z: 

1-2 

~ v 
DISTRICT OFFICF. 

DAILY OPERAT!Ot' 

Service 
station 
Master 

Inter-Active 
With 

Dataeentee 

VALID DATA 

Service 
Station 
History 

Update, 
Process, 

Report Writer 
1'1EE!-'LV 
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Weekly 
Aver9ie 

File 

Daily Report 

1-4 
Mail To: 

Headquarters 
Marketing 
District 
OCfice 
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Table: n 

With environment suit on and functional: 

If red alert (emergency exit) 

detonate outer door release bolts 

If condition green (standard exit) 
1 . close inner door 
2. depressurise airlock 
3. open outer door 

Matrix: 
inner door 

ship's 
status 

closed open 

detonate detonate 
red outer outer 

door door alert release release 
bolts bolts 
1. de- 
pressurise close 

green airlock inner 
2. open door 
outer door 

Tree diagram: 
red alert? 

yes no 

detonate outer door 
release bolts close inner door 

airlock depressurised? 

yes no 

open outer door depressurise airlock 
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BREAKING THE CIRCUIT. 

ORY 
CELL 

7o1RECTION OF FLOW 
OF ELECTRONS 

DRY 
CELL 
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BACKGROUND 
Solutions To The Software Crisis 

Among the more ambitious projects~s the CCS CHILL 

environment under development by the GTE Laboratories, 

Massachusetts,;. USA, which includes an automatic 

documentation generator as one of its CHILL compiler tools 

(Rudmik\and Moore, 1981).~Program profiles, execution 

timings, variable aliases and other information can be 

automatically generated after ompilation. 

Page 2-34 

of distributed computer 

include implementation 

specifications and 

for distributed systems 

processes (Witten et al, 

development at the 

to build a complete 

construction and testing 

The proposed system will 

algorithms fro~ logical 

graphical display f programs 

concurrent, cooperating 

The Jade research project, 

University of Calgary, 

environment to 

The SOL-based language SDL-T (also called LAN-S) is used 

as part of an automated switching software development aid 

functional 

1982b). The system 

programming begins. 

specifications are 

(Kajiwara et al, 1982a; 

allows detection 

are automatically processed to 

detect inconsistencies, deadlocks, redundancy and 

incompleteness. 
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CHAPTER 
FIVE 

(REVISED) 

CHAPTER 
ONE 
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0 
0 X := X + 1; (* increment x *) 

0 
0 

0 line counter:= line counter+ 
0 
0 

(* keep track of the number of 
lines in the input file*) 
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l O Point Video Gothic Bold 
10 Point Video Times Roman 
l O Point Video T echnica Medium 
10 Point Video Gael Italic 

u 

ABCDEFGabcdefg 
ABCDEFGabcdefg 
ABCDEFGabcdefg 
ABCDEFGabcdefg 
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VAX-11 and peripherals 

HOST COL!PurER 
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@ 
EEE -....- 

1200 baud 
telephone 
modem 

GRAPHICS WORKSTATION 

LSI 11/2 
minicomputer 

Tektronix 4014 
graphics terminal 

d DC 

I O I O I 

1111111 1,11111 
QC 

Floppy disc 
drives C_onsole terminal 

• 
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CONTENTS 

CONTEl'tTS 

- -- - --- - 
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