
Inhalt / Contents 

1 How t o  use this book 9 

2 Structuring 13 

2.1 General structuring principles 15 

Make it goal-centered 16 
Layer information 22 
Split complex information 28 

2.2 Which topics and headings? 3 1  

Make topics self-contained 32 
Distinguish information types 34 
Find meaningful headings 37 
Tips for writing headings 40 

2.3 Which order  of  topics? 45 

Keep the structure f lat 46 
Primary structure models 48 

3 Designing 53 

3.1 Layout basics 55 

Use clear and simple design 57 
Visually support skimming ; 59 
Align texts and objects to a design grid 60 
Avoid amateurish formatting techniques 62 
Automate line breaks and page breaks 66 
Create styles semantically 72 
Create styles hierarchically 79 

3.2 Choosing fonts and spacing 83 

Which font? 84 
Which font style? 89 

http://d-nb.info/1023776901

http://d-nb.info/1023776901


Which font size and font spacing? 9 1  
What line length? 93 

4 Writ ing 95 

4.1  Writ ing in general 97 

Keep it simple and stupid 98 
Always Start with the main point 100 
Talk to the reader 102 
Be specific 105 
Be concise 109 
Be consistent 1 1 1  
Be parallel 113 
Use the present tense 117 
Use the active voice 118 
Don't say "please" 121 

4 .2  Writ ing sections 123 

Don't mix subjects 124 
Add labels (subheadings) 126 
Writing procedures 128 
Writing lists 138 
Writing warnings 142 
Writing cross-references and links 146 

4.3  Writ ing sentences 151 

Make short sentences 152 
Put the main thing into the main clause 155 
Avoid parentheses and nested sentences 157 
Feel free to repeat a word 160 
Add syntactic cues 163 
Be clear about what you're referring to 165 
Don't use "and/or" 167 
(DE) Vermeiden Sie „zerrissene Verben" 169 

4 . 4  Wri t ing words 1 7 1  

Use short, common words 172 
Watch for "...ed" 174 

6 



Watch for "the ... of" and for "o f  the" 175 
Watch for opening " I t . . . "  and "There ..." 176 
Avoid abbreviations and acronyms 177 
Use technical terms carefully 181 
Always use the same terms 182 
Avoid strings of nouns 184 
Avoid stacks of modifiers 185 
Avoid unnecessary qualification 186 
Use strong verbs 188 
Use fair language 192 
(DE) Umgang mit  Anglizismen 195 

4.5 FAQ: Grammar and word choice 201  

accurate / precise 202 
allow / enable 203 
and / as well as / plus 204 
because / since / as 205 
can / may / might / must / should 206 
check / control 210 
effective / efficient 2 1 1  
if / when / whether / whether or not 212 
like / such as / as 213 
safety / security 214 
that / which 215 
use / utilize / employ 216 
(DE) Benutzer / Anwender 217 
(DE) der / welcher 218 
(DE) durch / von 219 
(DE) mehr als / über / oberhalb 220 
(DE) so 221 
(DE) und / sowie 223 
(DE) während / wohingegen 224 
(DE) wenn / falls / sofern / sobald 225 
(DE) möchten / wollen / wünschen 227 

5 References 229 

6 Feedback 239 

7 


