ENGLISH 2950
Project 3
Visual Communication

*  For Project #3 please find a webpage that you believe is ineffective. Using what you learned from
your reading of Chapters 8 and 9 (A Concise Guide to Technical Communication), and your viewing of

the documentary film Art & Copy, write a one page assessment of the site, discussing three or four
changes you think would make it more effective. Attach a printed hard copy of the webpage with your

assignment.
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re . related tO techniCZ‘il Commumcation,.p.age layout ap
ecision’ 1 informed choices. You make decisions about fonts, £,

. ased 0 and other aspects based on the documeng ,,, diéncrmat’
dese” ¢ page ler:;,le, imagine that you are aslfed to produce 5 brochureef:::
pose Forﬁf t’:(e The brochure’s audience is patients who have a heapy conditiop,
P:YSiCian’s : la specific type of heart surgery. The brochure'y PUrpose s g ¢y .
End may n:;idure, answer frequently asked questio he rigky g
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d0Cl1ment

NS, and reviey ¢

ients. : :

fing piﬁ':’v';ul d even begin to think about what to
0

gefore ¥

. you would do an audience and PUrpose analysis (gee
t edoc“mend’t);xat the brochure also needed to include a list of tasks, such g :
ffyou learn€ tions patients need to take, you might als conduct a tag) analy.
checklist ?f chin Chapter 3). Your analysis would yield important information
sis (exPlalﬂl: you might learn that patient.s are frightened anq that patients ar(;
For exa;gsr ;nd may have difficulty reading smal] type. These facts would be
often 0 t not only as you wrote the copy but alsg as you thought aboyt ox.
importa? document. Frightened patients might prefer to reaq
signing tTthing to look at. You could choose a comfo
i :'csso and a warm color for the paper. Also,
tgrrzﬁblle ;eading small type, you would make sure t

ily.

rea:se;;ycan see, document dc.esig.n,
ence and purpose first. In designin
cussed in this chapter.

i Write or how to format

Chapter 2).

a document
rting typeface, Pleasant
ause your audience hag
he font is large enough to be

bec

like all technical communication, puts aydj-
g your document, consider the features dis-

How Page Design Transforms a Document

Toappreciate the impact of page design,
and 8.2. The information presented i
design cues, we have no way of chun
meaning. Figure 8.2 shows the same

consider the fact sheets shown in Figures 8.1
n Figure 8.1 resists interpretation. Without
king this information into organized units of
information after a design overhaul.

How Readers View 5 Page
When yoy ge sign information, consider how most readers look at a page.
seinerauy) they view it firgt as a whole unit, scanning the page quickly to get a
ocslf of the overy]| layout, look, and structure. Readers try to make sense of the
ment ang determine its “road i P-” They ask questions such as these:
* What is the main tit]e?
L}
at are the Primary headings?
Cre are the tap)eg and charts?

‘

Examples

effective
page
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{s a public health problem. Molds are simple organisms that \
cvcr};'{\?ll:cm, irl:doors and outdoors. The pf)tgntial health effects of indo:enf,::d Vi'tuany ;}
concem. Mold can cause Or worsen ccnal.n illnesses (e..g,' some allergic ang 5 a Boug, ‘
diseases and infections in health carr: settnngs): There is not conclusive evidep, cupaﬁ"“we R

1d is associated with a multitude of other health problem ::é‘:lowwq":t“
, By

er indoor mo
whed loss, and lack of energy.

rrhage, memory _
hem'I?lw éinm for Disease Control has accomplished much on the probler, The ‘

mold Web site (http:/Iwww.cdc.govlnceh/airpollution/mold) that provides k) _DC -

i es. In conjunction with the Counci tion
and hea!th an.d links to resources ) uncil of State ang Tetri(on-on o
Epidcnuologlsts,

hic
S in S

the CDC has created an invel?tor)l' of state indoor air quality pro N

available at http://www.cdc. govlnc?:h.ajrp'vollutlon/.mdoor_a'ir.htm. The CDC assisimms L
responding t0 mold-related issues, including offering technical assistance witp, T State
cleanup efforts, and prevention of further'mold growth and unnecessary €Xposure ';‘:1 =
strengthening state, local and tribal capacity to respon.d to mold-related issues, inc'lud'e s
determining the extent to which state programs establish coordinated responses 1o indlng:
exposures, working with federal and other organizations to coordinate plans relateq m"_‘" 4
and mold, developing a coordinated public response strategy, and identifying Tesourccmd ]
developing and implementing responses. The CDC is also developing an agenda for : S for
service, and education related to mold. As a first step, the CDC contracted with the In:f‘"ch.
Medicine (IOM) to conduct a study on the relationship between damp or mol b tute of
environments and the manifestation of adverse health effects and to provide recommenda;
for future research. The CDC’s mold-related agenda is expected to address subjects sych a;ms
following: characterizing environmental conditions that allow mold growth indoors ang theme
association between indoor mold and disease or illness; improving the capacity of state, ocy)
tribal health departments to prevent, investigate, and control mold exposures; and con d;lctin » :::
supporting research to define the association between damp or moldy indoor environments agnd
harmful health effects.

The next steps the CDC will take include assisting states and others in responding to
mold issues and developing an agenda for research, service, and education related to mold as
described above. For more information, visit http://www.cdc.gov/nceh/airpollution/mold.

May 2004

Figure 8:1 Ineffective Page Design. Notice that the entire page is in the same font and does
not provu?e the r?ader with any guidance as to how the information is structured. A quick
scan of this page imparts little new knowledge, if any.
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n items ¢
ms in ¥

EZ:S lk;n-g themselves these questions, your audience is trying to de!

imp‘:)rt;;zrcﬁy Slfiﬂl:e page based on its layout and design. The mai
e ¢ in the pri i ite

second level of headings, e primary headings and the secondary

As

main (Yg:;greate your dOc.ument, determine which subject areas

ings can cor’lzzcond’ or thl.rd level of headings. (More than three

the same font Sedyour audience.) Make sure that headings at the $3™¢

and the same grammatical structure.

constitute g
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and unnecessary

i i ity to respond to mold-
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M dcwrmmmg. 2) working with federal and other org.amzatlons to coo
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i o implementing responses.
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WHAT ARE THE NEXT STEPS?

i i agenda for
CDC will continue to assist states and others in responding to mold issues and develop an ag
research, service, and education related to mold as described above.

related issues, including
responses to indoor
rdinate plans related to
gY; and (4) identifying

or moldy

May 2004
For more information, visit http://www.cdc.gov/imold.
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Figure g Effective Page Design. Notice that the first sentence of eaCt}; I":;?fer:gace, interna

it agq Question designed as a major heading. Note the use of bllllu;f ‘:,hi ch make the
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0 by Wler o read ang remember. On the Web site, you will also n

links and color,
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e - P ar enough awa)’t thatt Ty Y malg OX?“N
: ructure: m !

uvieW " ' pat the page il A0 heag, 'ty

Sy

E'ecﬂonic Pagﬂs ; 3 muCh as they dO the pl'lnte.d pag.e. FO]‘ ins
lectromc.Pf:lgfor heading$ tables, charts, main topics, 54 ey
m the page '° But with electronic pages, there are som, imp 3l
the visual hierarchy- Oy,
S : links, flashing i
ifferences: ed with too many ’ g icons, apq} .
lﬁfvfb pages are often clutter ed page because these features are easy brigg,
are too many distracting features, however, readerg of,, ;‘ o
rwhelmed. : t
d very differently from the printed page ¢, el
edge of the screen canl get lost or l?ecome hard tgl tl’aCkl with t}.1e humgy ey?
thegle‘g"o"ic text can be fuzzier than ink on paper. Also, electronic teys j actu:

s and can appear to be moving or “buzzing® o, i

iny pixe
aly maci 4P gl isti it harder to read i :
screen. Both of these characteristics make nformatiop &

computer screen. ' : '
With these items in mind, make sure that electronic pages are designed fy;

simplicity and ease of use. Keep text to a minimum, and don’t overdo the fangy
icons and flashing fonts.

b site. If there
it disonented or ove

Formatting the Page Effectively

The term page is imprecise when you consider electronic documents. What con-
sti@tes a page? On the computer screen, a page can go on forever. Also, page
might designate' a page of a report, but it can also refer to one panel of a brochure
?:ag;‘tft Oila quick rei-’erence card. The following discussion focuses primariy on
Y ;lon papex (Prmte.d) pages. See “Designing Electronic Documents” later1?
‘?r; agte'r for a discussion of pages in electronic documents.
will r:acfsgnailzld.layout of a page play an important role in how your audieﬂlfve
R lbnlteract with the information. If a page is organized poo"
attractive, readerjl é t’o find w.hat they need. And if a page or docume®’ ¥ uge
visually appealin Vl"of} t be enticed to explore it. Readers expect each pag¢ to
Page and do o Oglcau}, O{ganlzed, and easy to navigate.
is being d cument design is an art that takes practice. More and more softwi®
the% evelop.ed to help people with 1 / ¢ design
oftware in the v page layout and documen g

; : 0
readers deal with text onoar lr(’ia;?n t help unless you know something about
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- Horizontal Grid e ——
COmbin.d Grid

. ture
. grid Struc
sing i ake sense

ioure 8.3 S
the page: Figur
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a two- OT
:de a coherent vis

of material, because they create an underly;
hows a sampling of grid patterns. A
nly used in manuals. Brochures and new
three-column grid. Grids are used as framz:
ual theme to a document. This consis-
to anticipate what they will find on the next page. For
¥ ding a standard newspaper, you expect to find columns. When
instancés  a brochure; you expect the information to maintain a consistent

jooking throU& M age layout programs all :
ok and feel throughout. Many P ge layout programs allow you to create grids
ickly. For instance, when using Microsoft Word, you can select
& after you have selected «new document” Word will automatically
per grid structure.

provide 2 template that has a pro

phasis Using White Space

Sometimes, it’s what’s ot on the page that makes a difference. Areas of text sur-

rounded by white space draw the reader’s eye to those areas, partially because the

“hi:; space breaks up the regular visual pattern.

it er]l;i:tsslg;l;isw:ri;e lspace imparts a.shap.e to the whole document, 3 shape

b keping related elemends a distinctive v1§ual form to the grlntfed matter

dements, and provid ents tOgether, isolating and emphasizing important
providing breathing room between blocks of information (see

Flgm-e 84)
Use whit
€ Space i
Pace to orient your readers. In the examples in Figure 8.4, notice

pace pull : exam
pulls your eye toward the pages in different ways. In plel,

(reating Areas of Em

R
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e
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causes the reader ti(; g too cluttered, and pages that look uncluttered, 1nViting ang
a page from seem:

’ i i iness-

: d make the material jook
oy ins. Small margins crowd the page an i
Ppwdmg gmptu':zrg;f‘;y_??inch pigz, leave margins of at least 1 or ldl/2 mdle.a
;‘;ﬁceurl;amrllsc):,ript is to be bound in some kind of cover, widen the inside margn

2 inches. r S ) dis
. Cll?oose between unjustified text (uneven or “ragged rlght maf(%:isl ;ISsti}ied
tified text (even right margins). Each arrangement creates its ovgn i .materiﬂl&
text seems preferable for books, annual reports, and other forma

mmunication
Unjustified text seems preferable for more personal forms of co
such as letters, memos, and in-house reports.

o : ument
Tailoring each Paragraph to its purpose. Users often skim 2 long doc
find what they want,

- @
Most Paragraphs, therefore, begin with a top
forecasting the conten

You shape eachy Paragraph, follow these suggestions: il that
* Usealong Paragraph (no more than 15 lines) for clustering mater®
closely related (syc

informat?
h as history and background or any body of in
Stunderstoog i one block),
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Contents and Index.
ilotshop.Com/images/prodUCts/ jeppesen/, jeppesen-cr-z-compmer_manual_
Ibion.com/netiquette/book/IX0963702513.html table.

Figure 8.8 Table of
Source: http://www.acesp
of-contents.jpg; http://www.a

will search for when using these tools. Most of us have had the frustrating exper;
ence of trying to look something up in an index and discovering that the term ye
use is not the term the index uses.

It is best to have your table of contents reviewed by an editor (for problems
wlth parallelism or gaps in coverage) and to have your index prepared by a pro-
fesslonal indexer. Many companies have technical writers on staff who speciglize
in these areas. You can also hire freelance editors and indexers to do these jobs.

For examples and further discussion of tables of contents, see Chapter 12.

Running Heads and Feet

Running h : !

7 particulgr }f:;itsoafnti fei)et In a printed document help readers stay oriented to the

;1 head would pe the s:mZOk or manual. Figure 8.9 provides examples of each. The
| on each page of this particular chapter, and the footlet

readers knOW the ti
tle of t - T
‘feate running heads anq ?:ei’(e’::;i)f\/l icrosoft Word and similar programs letY*"

Electronig Searching
Readers ge,
rch '
€ads anq foet Paper documents by using the table of contents, index, 12"
the document to find the information they ™"

Cuments i
» Searching can be done in many ways. Most progf

et, g3ine
ith electron;c ;:il;d Sklmmlng

FiQUre ¢

Source: M
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to the audience and the typeé of

In short, @ visual’s content must be familiar
visual must also be understandable.

Textinto Tables

A .

ca;ﬂi"i:;’::;’;rofﬁls v:)ay to gl-u'strate dense textual information; such as spec'iﬁ-

manual for a weather’raij'Con lFlons' Figure 9.4 shows a Page from a.n jnstruction

G et ridde th. Inits purely textual form, this information is hard to

;Zmpare the differemrcs i;e, e )ump-back and forth between the sentences 0
Koted it e e lon itions. Butn a table format, parallel information €0
Tbe table shown .COF‘fmn and row, as shown in Figure 9.5.

:zvldes an Overviewlgf d‘lg‘"e 9.6 explains the various types of kayak paddles and
"¢ accessible than e specifications for each. This tabular information is MU

any text-based equivalent. Readers can select the general tyPe
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raph for a General Audience.

Figure 9.3 Line G . gl
nic and Atmospheric Administration (NOAA), National Climatic Dat, Cent,
€T,

Source: National Ocea
http://www.ncdc.noaa.gov-

Monitoring NOAA Signals
There are three different monitoring options: Mute, Standby
and Speaker

A
L\ Note: For all three of the following functions, the OFF-ON switch must be in
the “On” position
I. By switching the MUTE/STANDB Y/SPEAKER switch to “Standby,”
your Oregon Scientific All Hazards Monitor will automatically sound the

Emergency Alert Signal when it is broadcast, the speaker will automatically
be turned on, and the red LED indicator will light.

o

- By sliding the MUTE/STANDBY/SPEAKER switch to “Mute” the "ALLR o
lsci;)el; tand red LED indicator will flash; however, the speaker will reand
"tl;;l;jten to the Emergency Broadcast Message, you must manualiy shde

UTE/STANDBY/SPEAKER switch to “Speaker.”

it
g{) iﬁmg the MUTE/STANDBY/SPEAKER switch to “Speaker,” all
current broadcasts will be audible.

Figure 9 . : 3 ’ ;
Source: O 4 Information from a Weather Radio Manual in Text Format.
€ Oregon Scientific Inc., Portland.
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Figure 9.1 Multiple-Bar Graph.

Source: Bureau of the Census.

mong the most common charts and are easy for alm

anyone to understand. Pie charts display the relationship of parts or percentagest
the whole. In a pie chart, readers can compare the parts to each other as wellasi
the whole (to show how much was spent on what, how much income comes fror
+hich sources, and so on). Figure 9.13 shows a pie chart created with a person
finance program. This chart makes it very clear that for this household, groceries
the largest annual expense. Figure 9.14 is an exploded pie chart created in2 spreat
sheet program. Exploded pie charts help call out, or highlight, the various piecs®
the pie. Once you have created a chart like this, you can easily save it as an i
and include it in a word-processing file (for a report) or as part of 2 Web pate

With pie charts, make sure the parts add up to 100 percent. Use different 601_0‘3
or shades to distinguish between parts and the whole, or differentiate by explodst
out each pie “slice.” Include a key to help readers differentiate between the p ?m'or
1abe1'each slice directly. If most of the slices are very small or quite similar in
consider using a different format, perhaps a bar graph.

Pie chart. Pie charts are a

:ihantt chart. Gantt charts (named for engineer H. L. Gantt, 1861-1919) d.eplcigg
line esa;;sdiof an ide:? or concept relate to each other. A series of bars O oo
Figure 9 o beginning and completion dates for each phase or task in et
gure 9.15 is a Gantt chart illustrating the schedule for 2 manufaCth“lgp

>
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visuaﬁzaﬁ"“ and Medical| |, s

. techniques fr‘om science and medicin
Cert‘f’ Jls for technical communication, vj
ﬂs'uts Joad complex mathematical data
is Suter generates an image. The imga
the codmrstand the data. For example, j
o U0 :numbers' Complex software then takes this Numeric ;
backt:s an image. The structure of DNA, which is 4] L
cred

. . - SO l‘epresented

iy, can pe converted into a visual image that scientists use tq o
’

A works.

i medical images such as CAT scans, ultrasoun
S-lmilgjflg; the body via a laparoscopic camera give us a Sfc,t?xr:g g? E:Ographs o
the inS 4 tissue not visible from outside the body. These images, Whicﬁa::’ mus-
| dles: 3::1  on the Web, might be appropriate in a medical textbook or in a r:\: 2
| gaild hysicians to learn about a new imaging product. )

used by P

scient

maﬁon and
Mathemgat.

ical nVisi()n hOW

as

software and Web-Based Images

' can create most of the visuals discussed in this chapter with the wide m
| \ourtment of computer graphics software, spreadsheets, presentation software, &g
| 2155(33“1&lte d products available today. Also, you can find clip art, icons and sym- [TED
an , i e
bols, medical images, and a vast assortment of other visuals on the Web. (See eser]

Chapter 7 for information on copyright and Web-\l;l.sid iraphicg) Sl Vb
) - Consider taking a class in computer graphics. With the continued growth o

the Web, the Internet, cable television, personal computing, afld other vi§ually
based te,chnologies, anyone’s career can be enhanced by learning about visuals

| and computer technology. : '
Knowlijng about the following categories of computer software will definitely

enhance your abilities as a technical communicator, whether this is your full-
tme job or just part of your job.

* Graphics software, such as Adobe Illustrator or CorelDraw, allows you to
draw and illustrate. '
* Photography software, such as Adobe Photoshop, allows y Ol:ﬂm ::E;E ;:::1
{§ Photographs, scanned images, or other files (such as graphics files document
‘ the Web). You can manipulate these images to make them fi yousre But don't
 to make them more appropriate for your audience and purposc-
hange the items so much that you change the meaning. lets you create
* Presentation software, such as Microsoft PowerPoint, CtShZets Other
sldes, Computer presentations, and overhead traﬂsP?rcnc-y Saor ;re de-
'¥Pes of Presentation software, such as Macromedia Director

om X : sound
: i i t mclude

:ndCd o Create ¢ Ple multimedla presentatlons tha

i video‘




180 Chapter 9. BIgFixs =

Checklist for Visual Communication

visual serve a legitimate purpose (clarification, not mere
e of visual for your purpose and audience? orname%ﬁo
plexity appropriate for the audience? nf

s Does the
« |s this the best typ
o |s the level of com

o |s the visual titled and numbered?
e Are all patterns in the visual identified by label or legend?

o Are all values or units of measurement specified (grams per ounce i
’ ml llon
S of

dollars)?
o |s color used tastefully and appropriately?

o Do the visual relationships represent the numeric relationships agy,
e Are all data sources cited? ately?

¢ Has written permission been obtained for reproducing or adapting a v
a copyrighted source in any type of work to be published? Visual frop,

e |s the visual introduced, discussed, interpreted, integrated with th

referred to by number? @ text, ang
e |s the visual easy to locate?
o |s the visual uncrowded, uncluttered, and free of “visual noise”?

* |s the visual ethically acceptable?
e Does the document respect users’ cultural values?

< ‘;\ <
P2,

Exercises

L ™ |

L oA

1. F.ind an article in a newspaper, journal, or magazine that does not includ
v1surjtls necessary to support the communication purpose or meet the audif
ence’s ne_eds. Analyze the article, and identify where visuals would be helpfil
Make a list of the visuals you would recommend to the article’s author ofthc

publication’s editor.

2' f;::: ;}Slienlészlfur‘:ri"f’ up in Exercise 1, select two proposed visuals and create
R Inga phics component of a word-processing program or grapk
P Y hPfeSen.t:atlon to your class, explain how addi.ional visu

prove the usability of your article, and show the visuals vou creat

3. FOCU i
an ex:rr?;le‘:’z)?:;c':fo.f ItJ}(:OkfIlg at Pl‘i_nted materials and sites on ifi¢ Wfab’ i
B e kinds of Ylsuals discussed in this chapter (diagra™
Does it conve),' thepief 5 Cha.rt’ deviation bar graph, etc.). Crtiue S
e Ak Isn.ormatlc.)n effective]y? Would a different type of V¥
o i effeC;ivewsual noise distracting? What would you doto mal-(e t
sy v ol or more appropriate to audience and purp oset Wit
a short memo to your instructor.

il L



