FIGURE 4.7 Guide for Planning Your Usability Stategies

PLANNING YOUR USABILITY STRATEGIES

Planning Content

What questions will your readers want your communication to answer?

What additional information do your readers need?

What information do you need to gather through research?

Organizing

What will be your readers’ reading tasks?

If there is a technical writing superstructure you can adapt, which one is it?

What organization will best support your readers as they perform these tasks?

Group together the information your readers will use together

Create a hierarchical organization

Place the bottom line first

Use a modular design, if you have a variety of readers with different needs

Outline your organizational plan, if this will be helpful

Providing Quick Access to Information

What headings would help your readers find the information they want?

Would a table of contents help the readers?

If you are creating a Web site, sketch a reader-centered site map and identify the navigation

aids you would provide

What other strategies will help your readers find information?

Planning Graphics

What tables, graphs, drawings, or other graphics increase the usability and persuasiveness of

your communication?

Writing Ethically

Who, besides your readers, are the stakeholders in your report?

How might they be affected by it?

How can you assure that your readers and other stakeholders are treated ethically?

