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Assignment #2:  Document Formatting

Due:  Tuesday, 14 October 2003
Thanks for the hard work on your first assignment.  The client was both satisfied and impressed with all of the work that you did for her! I am really looking forward to seeing what you do with our next assignment. 
Our newest request has come to us from the travel department.  That department sent over some help content and asked that we provide editing feedback as well as suggestions for formatting the content given various goals.  Additionally, Tina (the manager over in travel) has requested that we complete these tasks using as much Word functionality as possible, in order to educate her team about the opportunities made possible by Word.   The details of the request are provided below. 
Requirements
1. Formatting the Help Content.  We need to develop three versions of the help content, one formatted to accomplish each of the following functions:  
a. Quick Reference:  Considerations in designing this format include having a minimum number of pages, a format that is easy to skim, and a definite link to the organization through branding. 
b. Customized Manual:  Considerations in designing this format include having an interesting use of space, font, and color; having a definite link to the organization through branding; and making it easy for users to replace outdated pages.  
c. For Visually Impaired Users:  This format should showcase features that make it easier for visually impaired users to effectively use the printed version of the document.  Additionally, the format should showcase a definite link to the organization through branding.  
To accomplish these formatting goals, I expect you to make effective use of the pre-existing styles of heading 1, heading 2, normal, and body style (you will likely want to redefine these styles), as well as to define your own styles as appropriate (e.g., a style for bullet items).  You may also want to add images, experiment with the number of columns, and make use of the automatically generated table of contents.  

2. Editing the Help Content.  The travel team has requested that we provide feedback on their help content relative to three concerns:   

a. Basic grammar and style:  Issues of spelling, grammar, tone, sentence structure

b. Usability:  Issues of audience appropriateness, vocabulary, assumed expertise

c. Opportunities for multimedia: Issues of graphics, links, tutorials, demonstrations 
The travel team requested that we address these issues in separate documents, so that they can attend to these issues separately in their upcoming discussions.  Additionally, I would like to see you take the following considerations into account as you complete your edit.  First, I would suggest that we aim not only to make suggestions but also to educate the travel team.  This would entail not only providing suggestions that the travel team can accept or reject, but that we also providing general information (about grammar rules, general usability issues, etc.) that can serve to educate the travel team so that they do not make the same mistakes the next time.  Second, I would suggest that you keep the total number of suggestions to a reasonable number (so as to not overwhelm the travel team).  And, finally, I would strongly suggest that you keep your suggestions constructive in nature.  We really need to build up trust with the travel team so that they will continue to use our services. 
3. Dividing the work.  Each intern should take responsibility for designing one of the requested formats and providing one of the edited documents.  

Tips for completing the assignment:

· The online help in Microsoft word is extensive.  I would encourage you to try using the online help (particularly if you have not used it).  

· The automatically generated table of contents is a powerful function.  Try it. 

· To test your skills at working with styles, try redefining the normal style as double spaced, ¼” indents at the beginning of each paragraph, Arial, 10 point font.  Also try creating a new style. 

Submission:

This assignment is due in E-Portfolio by the start of class on Tuesday, 10/14/03.  Each student will submit a word document showcasing the one of the three formatting goals, a word document addressing one of the three editing goals, and the annotations indicated in E-portfolio.  

