Presentation and Reporting

Some Helpful Comments

Yair M. Babad

Updated 9/21/2007 5:18:54
Among the keys for professional success is effective communications using personal productivity tools. The goal of effective communications is to improve the understanding and acceptance of the presented work by the audience. Like all other skills, its mastery requires careful attention to detail and continuous use. This document provides guidelines and hints for effective communications. Note, though, that certain classes or projects may have different standards than the ones presented below; in this case, of course, you follow the latest instructions.
We hope the hints will help you as a student and in your professional career. Please let us know the ones you find useful as well as the ones that are not. Let us know too if you have additional hints. We would like to learn from you as much as we hope you learn from us. Keep in touch and good luck!

IDS Guidelines
The mission of the Information and Decision Sciences (IDS) Department is to meet the challenges of the information-driven, process-oriented competitive business environment, in the functional areas of Operations and Information Management, and the allied disciplines of Statistics, Operations Research, and Information Technology. The achievements and contributions of our students in their professional life gauge our success. 

Among the keys for professional success are effective communications using personal productivity tools. To support this objective, the IDS Department will use the following guidelines in the courses offered by the Department, and expects the students participating in these courses to follow these guidelines:

· All homework, reports, and other students’ submissions should be typed, spell checked and grammar checked (e.g., as provided by the current generation of word processors).

· All computational work, whenever possible, should be done on a spreadsheet. The submitted homework should include the spreadsheet grid to enable further analysis and study of the results.

· On‑line communications via e-mail, web pages, chat groups and similar methods will be encouraged. They should be used for posing questions, providing answers, discussions with individual students, discussions with or among groups of students, and for submission of homework. 

· In particular, each course will have its course syllabus, schedule, assignments, etc. on the web.

General Guidelines

All Presentations and summaries should be well organized and professionally presented. The work should be typed, with appropriate indentation, capitalization, underlined and bold material (when something must be emphasized), etc. Make sure to both spell-check and grammar-check all your work.

Always test your work, such as presentations and reports, on an audience that is NOT familiar with the work. Listen carefully to their comments, what was not clear, and especially what did they understood of your work (you may be surprised to learn that often they understood very different things than what you have shown them or what you intended). 
For presentation, time yourself with audience to make sure that you do not rush, are not too slow, and that you use effectively all of your given time but no more than that. It is recommended to videotape the presentation, and then watch the video and see your body language, the way you speak, the use of the slides and screen, etc. … 

Remember - your work is intended for others to see, read, understand and evaluate, and the acceptance of your work is in the eyes of the beholder. Thus, always strive to direct your work to your intended audience, and organize it in a way that will enhance your audience understanding and ease of use.
Structure of Reports and Presentations

Reports and presentations share a similar structure. The discussion following these guidelines provides more information on the preparation and structure of reports and manuals, and is also applicable to presentations. A possible “skeleton” for these is:

Document header identifying the work, the author(s), dates, and similar information

Recognition of and thanks to sponsors and supporters

Executive summary

Table of contents (or presentation agenda)
Objective and goals

Major recommendations

Background


Environment


Client/system


What currently exists, the situation prior to the presented work/project

Needs of the client
Scope of the presented work/project
Deliverables as a result of the work/project

Priority


Time table

Cost/benefit


Items


Timing


Value
Constraints – organizational, legal, financial, workforce, time, etc.

Work performed and its evaluation

References (particularly in a report)

Appendices (in a report)
In a presentation, especially a long one, a summary or recap at the end may be worthwhile. In a report, adopt a spiral approach: start with an executive summary, then table of contents, then the report body, then appendices with detailed and technical data. Each iteration contains more detail than its former: The body of the report expands on the (at most) one page executive summary, the chapters present issues at a high summary and general level while the appendices have the details, and “heavy” technical information is provided after the appendices. 
Reports and Summaries
1. Use Word as your word-processor, and embed Excel and other documents into your report and summary. When embedding documents, or when using wide tables, you may wish to use a landscape orientation rather than a portrait orientation; to this end, you may start pages with a different orientation as a new section. Use 1” margins for top, bottom, right, and left. Use 1.5 lines spacing. Identify new paragraph (e.g., by having 6 points space before them, or by starting each paragraph with a tab, etc.). Use “widow” paragraph protection (to prevent a single line of a paragraph at the end or beginning of a page). 
2. Reports are constructed in a spiral approach: A very general summary of the report is given in the executive summary (or the abstract), a more detailed presentation is given in the chapters and sections of the report, and the highly technical details are given in the appendices.

3. Structure of the report: Title page, executive summary (or abstract; if the report extends beyond a few pages, put it on a separate page), table of contents (or agenda of presentation), list of assumptions and available information, list of options and alternatives, analysis of each alternative, your recommendations, and references. Use appendices for details. 

4. In a lengthy report start each of these sections, and each chapter of the report, on a new page. However, for a short, few-pages report, omit the executive summary and table of contents, and maybe even the title page.

5. The title page should include the title of the subject, a reference to the course for which the presentation or summary is prepared, the date, group identification (if prepared by a team), the name(s) of the author(s) (usually in alphabetical order; a different order is used only when one of the authors contributed much more than others), thank-you or acknowledgement statement to supporting personnel (if pertinent), and similar information. If you participate in a class, add the class name and ID.

6. With regard to table of contents - make sure it includes page numbers, and make sure your report’s pages (including all appendices) are numbered. Identify each chapter (and major section), as well as each appendix, separately in your table of contents. A good way to accomplish it is to use Word’s Headings for each chapter and section; Word’s Table of Contents then uses these headings, and their page numbers, to set up a proper table of contents for the document.
7. A short report (of 5-6 pages or less) should not have a title page or a table of contents. Similarly, in a short report do not start each section or the references section on a new page.

8. Each appendix should be treated as a “chapter”: It should have its own title, and should be numbered separately (e.g., Appendix A or Appendix 3). Appendices should have explanatory text to enable the reader of the appendix to understand the information presented therein.

9. The first time you use an abbreviation, make sure to write it in full with the abbreviated name in parentheses, so that the reader will recognize it as an abbreviation. For example: Information Technology (IT).

10. You may find it useful to have a footer instead of “standard” page numbers. This usually includes a reference to the report, the file from which the report was generated, date and time (yes, include the time - you may have to distinguish between several versions printed on the same day), and page number. See, e.g., the footer of this document.

11. Be careful of “widowed titles” – situations where the title of a section (or the first row of a table, or the heading of a list of points) is on one page, while the following text is on the next page. To prevent that, use Word’s Format -> Paragraph -> Line and Page Breaks -> Keep with Next (or Keep Lines Together).

12. Book references: each reference should include author(s) name(s), name of the book, (usually italicized and underlined), edition (if pertinent), name of publisher, year of publication, and ISBN number if known. For example: McNurlin & Sprague, Information Systems Management in Practice, 4th ed., Prentice-Hall, 1998, ISBN 0-13-847971-2.
13. Article references: each reference should include author(s) name(s), name of article (within double quotes), name of journal where it appeared, date of the journal, and page numbers. For example: 
Y. M. Babad and B. V. Balachandran, "Cost Driver Optimization in Activity-Based Costing," The Accounting Review, Vol. 68 No. 3, July 1993, pp. 563‑575.
14. Internet and World Wide Web references should include the URL where the source is found, e.g., http://www.uic.edu/~ybabad/531annc.html, and, to the extent identifiable, names of author(s), title, company/organization, and (particularly) date. Note that often you identified a book or an article through a web-search. In this case you must provide the whole book or article reference (as given above) in addition to the URL.
15. The reference list is usually ordered by the authors’ last names (and not by the order of appearance in the text - in contrast to endnotes and footnotes). It may be numbered. Within the body of your text, refer to the references you assembled at the end of the text. For example, if your numbered your references list, and the McNurlin & Sprague book is number 3, you may use in your text something like [3, pp. 179-180], or [McNurlin & Sprague, pp. 179-180].
16. Your report should include a single file: either a Word DOC file, or an Acrobat PDF file. If you need to add material from another source:
a. If this is an Excel spreadsheet or a PowerPoint slide, copy it from Excel or PowerPoint, and paste (or paste special as Formatted RTF) into the report. You may have to format the pasted material, e.g., change the font or font size, change columns width, etc.
b. If this is an image (e.g., a picture, with JPG, TIF, TIFF, BMP or a similar extension), you can insert it into your document using Insert -> Picture -> From File. You can edit the image within Word, stretch it to the desired size in your document, etc.
c. If this is an image of a screen produced by a running program, you can copy the screen through CTRL+PrntScrn (for the whole screen) or CTRL+ALT+PrntScrn (for the active window of the screen), and then just paste it into your document. As before, the resulting image can be edited within Word.
17. Always strive to have your tables and images’ width fit a single page width, as it is very hard to view, for example, the left half of a table on one page and the right half on another page. If need, start a new Word Section in a Landscape orientation, reduce the margins, decrease the font size, and so forth. If these techniques still do not achieve the goal regarding page width, consider restructuring your table or “cutting” the image.
Presentations 

In your presentations consider the following:

1. Visual aids such as graphs and pictures are often more convincing and effective than text, numbers and figures. 
2. Your visual aids are there to enhance your presentation and talk, not to replace it. Thus, if they include text (as in transparencies) keep it short and as a reminder of the subject, with just key words and one-issue phrases. Avoid long sentences and multi-lines points.
3. Slides and transparencies are an aid to the speaker - they do not replace the speaker. Thus, they should be concise - let the speaker explain and enhance. They should be simple - complex slides distract the attention of the audience from the speaker’s words. Sound effects can be distracting; do not use cash register sounds or other inappropriate sounds.

4. Do not overload your transparencies. Follow the 7x7 rule: No more than 7 words horizontally and no more than 7 lines vertically on a slide.
5. Try to evaluate your transparencies in the eyes of someone sitting at the back of the class. Are they readable? Are the letters too small? Is the transparency too “crowded”? Are the colors such that they enhance (rather than distract) from the impact of the presentation? In particular, is the background enhancing the contents of the slides, or is it making the transparencies hard to read? 

6. It may be worthwhile to have one person managing the slides or transparencies, while another member of the team talks. However, coordinate carefully the presentation, and let the speaker control when the slides should be changed (or lines within animated slides being revealed); often the slides, if not managed well, are either ahead or behind the speaker.

7. Do not “run through” slides. Showing a slide for a couple of seconds and then hurrying to the next slide is worse than not showing the slide at all. Give the audience time to grasp the contents of the slide.

8. Consider carefully what handout you want to give to the audience, and the timing their distribution.

9. Professional attire tends to make your presentation more effective. It does not necessarily have to be formal. If several team members appear before the audience, match their attire, if possible.

10. If several team members are presented to the audience, make sure their names are given to the audience. You may even use a separate transparency for that. However, as a rule do not let someone present if s/he is going to talk for less than 5 minutes, as the transition between speakers tends to be disruptive.
11. Have an agenda of the presentation on a separate slide. During the presentation, let the audience know where you are within the announced agenda (by redisplaying it, for example).

12. It is worthwhile to rehearse and time your presentation. A very good way to do so is to videotape a mock presentation, and then analyze the resulting tape and adjust your presentation accordingly.

13. Decide how you are going to manage questions: During the presentation, after each segment of the presentation, or at the end of the presentation. Announce the selected procedure to the audience. Try to respond to all questions, but do so with a close look to the clock. Do not hesitate to respond with "I will talk with you about this question after the presentation."

14. Your presentation should be available in a PowerPoint format, so that it can be distributed to the audience after the presentation.

15. Overall, consider that you must allocate some time to unforeseen questions and event. In a UIC regular class session (of 75 minutes) assume that you have 25-30 minutes for your presentation, and 10-15 for questions, answers, and unforeseen events. The balance of the time will probably be devoted for a class discussion. Do not spend more than couple of minutes on the title of your presentation, the names of the presenters, or the agenda of the presentation.
16. As a general rule, allocate 2-3 minutes per slide. Slides shown faster cannot be effectively digested by the audience, and slides shown slower should better be divided into two or more slides.

17. Today technology makes it very easy to create quite colorful and animated slides; but remember that these may also distract from the contents you wish to present. 
Team Cases:

The comments and hints below will help you in preparing your presentations of class cases, and your summaries and comments to these cases. 
1. When questions are specified in the text, after the description of each case, they provide a guide for your presentation. However, in addition to the questions specified in the text, always also consider how the subject matter of the course you are taking can help in the resolution of the cases' issues, and how they affect the concerns that are involved in these cases or can affect these cases. Also take in account all that was covered in class and how it affects the case (in this regard, do not limit yourself to the particular chapter where the case is given).
2. When looking at the broad picture, consider the following:

a. The problems to be addressed by each case are usually well defined by the text. The options for dealing with the problems, however, can be broader than those that are specified in the chapters where the cases are given. It is a good practice to ask what other options might exist and why it is reasonable to use them or rule them out. It is also possible that you may consider an option that is not considered in the text.

b. Determine what information you have. Remember that you can rely on information from all the former chapters and cases, and are not limited to the information in the particular case(s) you analyze. Filter this information. Some of it may be irrelevant, while other parts may be important.

c. When evaluating the information you have, relate it to the options you consider relevant. Different options may require different data, while the available data may suggest certain options or eliminate others.

d. Consider carefully the reliability of the data and information you have. Often future projections and assumptions reflect more the hopes of the players, or their fears or aversion to risk, rather than actual sound data.

e. Specify all the assumptions you are making, and defend these assumptions as best as possible. There are several situations to consider: 
(1) Assumptions are specified in the case, but with little basis to determine how sound they are. You may use them, with reference to the text, but you may also criticize them or offer alternative assumptions with your reasoning.

(2) Assumptions are specified in the text, with supporting data that enables you to judge their reasonableness. State your opinion regarding their correctness, and do not hesitate to modify and adjust them if you believe they are overly pessimistic or optimistic, or if you believe that the available information has not been fully considered.

(3) No assumptions are given. You must then state and justify your assumptions.

3. Evaluate the models and conclusions you reach. Discuss the implications of these conclusions, which more often than not must include non-tangible considerations. 
4. Evaluate, if possible, the relationship of your conclusions to the assumptions you used.

5. In the final analysis, your analysis and many of your recommendations are based on common sense. The problem is that common sense is not that “common”. Thus, apply your common sense; check how realistic, practical and feasible your analysis and suggestions are.

Software Program Documentation

A software application is a “living” entity, often used for many years, accessed and used and maintained by many people. To support all of these people throughout the life of the application, it is critical to always have the application in a well documented state. “Well documented” in this regard has two meanings: First, it should support and guide each user of the application throughout his interface with the application, so that he will be able to perform all the tasks provided by the application without need for any external references. Second, it should provide all system development and support personnel with all the information they need for development, operations and maintenance, again without use of any external references. In both cases, the objective is to enhance the understanding of the application, and assure that all needed information (for running or using or maintaining or debugging or developing or enhancing the application) will be accessible with minimal effort and wasted time.
In practice, though, often the amount of information needed for a well-documented application is so overwhelming, that external documentation (manuals, charts, diagrams, training material, etc.) is necessary. Still, even in this case one should have internal (i.e., available in the code of the program or provided by the user interface) summaries and references for all required tasks, with cross references to the external documentation.
Documentation issues have been extensively discussed in the literature. In what follows, I will only give hints regarding these issues, and only relate to interactive programs (i.e., no discussion of form or screen design, working procedures, etc.) Clearly, these should be used judiciously, as not all apply in all cases. In any case, always make sure of consistency (of nomenclature, formats, page and screen layouts), correctness, and clear descriptions and explanations throughout the application.
Let us start with the user interface. As said, the goal is to support all the actions the user may perform with the application, to guide him through all the steps and activities performed, explain errors that are identified and guide the user as how to correct these errors; in short, provide the user with all the help to enable him to achieve his goals using the application in minimal time, maximum productivity, and the least level of uneasiness and discomfort. These goals imply, among others, the following:

· When the application is invoked: 
· It should tell the user what is the application and what it is intended to do, to assure the user that he is indeed using the correct application.

· If there are changes since the last use, or other pertinent and important information regarding the use of the system, they should be provided via a clear message to the user.
· If there are restrictions on the (general) use of the application, they should be provided via a clear message to the user.

· Input process:

· All requests for input should be clear and descriptive.

· The input options (e.g., codes, ranges, etc.), formats (e.g., a date format that is acceptable), and input restrictions (e.g., ranges) should be clearly specified. Note that sometimes each run of the application may involve different options and constraints; that happens when the later input is dependent on earlier entered input (e.g., different set of options to s student vs. a faculty member), on or external conditions (e.g., this option may only be used during regular working hours).
· If additional information is required (e.g., explanation of terms, or meaning of the codes), it should be available through an appropriate HELP facility that is easily reached.
· If an error occurred, a descriptive error message should be displayed. It should explain the error, and it should suggest how to correct it.

· Often an identified error is related to a seemingly legal former input (i.e., input that by itself is legal, but is not compatible with later entered input). Therefore, the application should enable the user to retract his steps: move to a former input, move to another segment of the application, or may be even terminate the process.
· Often a user may decide, at some point in the input process, that he is following a “wrong path”. The application should therefore always provide a way to retract the steps of the user.

· Output process:

· All output should be clearly identified: date and time of a run, the activity that produced the output, title of the output, the user who requested the output.

· If there are restrictions on the output (e.g., who may see it, etc.), they should be clearly displayed on all pages or screens of the outputs.
· In multi-page or multi-screen output, number the pages/screens, and give the user a facility to move backward and forward through the output.

· It is always a good idea to incorporate in the output the values of the related input, so that the user will be able to associate the input and the output.
· Take into account limitations such as page/screen size, convenience of reading the output (e.g., font size and type), colors used (some color combinations are hard to read), etc. In principle, do not “break” a single output item between two pages or screens.

Now to the support of system development and support personnel with all the information they need for development, operation and maintenance, again without use of any external references. In principle, the goal is to have each program as a self-documented entity, including:

· Program preamble:

· The objective of the program – what is it intended to do.
· Who wrote it, and date it was written.

· The version of the program, and the date of the last change.

· Sometimes people also add a list of past changes and their dates. That is very useful in debugging.

· The algorithms used in the program, with references to sources to these algorithms.

· Databases and other programs or systems used or accessed or updated by this program.

· Other programs or systems that use this program.

· Operating systems and environment assumed for the program.

· Program assumptions and constraints.

· Constants and parameters used by this program.
· Data structures used by the program – bow are they constructed, who accesses and/or updates them, interrelations between data structures, etc.

· The name of the executable file of the program, if any.

· Program structure:

· As a general rule, a segment (code and the related documentation, together) should perform one (!) function only and should not extend beyond one page; in this way it is easier to a systems person to inspect the segment, assure its logical validity, an support its maintenance and debugging. A byproduct of this principle is the extensive use of routines which are called when necessary.

· The program structure should be highlighted through comments preceding any section of the program and every major step. In essence, the comments describing the structure should provide a full “pseudo code” for the program; one can then logically debug the program using just this pseudo code.

· These comments should describe the function to be performed by the documented segment of code (one function per segment only !), resources used by the segment (other routines or programs, databases, code tables, etc.), constants and parameters used by this segment, etc.

· The comments should list constraints assumed during the activity of this segment (e.g., this segment assume that certain variables are positive, etc.)

· If the segment uses a particular data structure – note that, as well as how the data structure is used.

· The comments should also list assumptions made on the activity of this segment (e.g., it can be called only from X or Y, and thus it can be assumed that …..).

· Comments are not limited to major sections of code; often it is useful to precede lines of code within a segment with appropriate comments.

· Variable names:
· Variable names are very helpful to the systems personnel, as good variable names convey the meaning and use of the variables. Thus, “profit = revenues – costs” is much more meaningful than “A = B – C”.
· People often use, and especially in complicated programs, a set of codes that identify the main segment of use of a variable. Thus, they may have I_COST of an input cost, and C_COST for a computed cost. If such a system is used, then it should be explained in the preamble of the program.

· Readability:

· Program source is for system people – not for the computer. So it should be easily readable and absorbed.

· Indent – in a consistent way – your code. For example:

If condition_A then

   Perform action_B

   Else
        Perform action_C

Endif

· Is much more readable than If condition_A then Perform action_B Else Perform Action_C Endif.

· Use short lines, and avoid multiple-line instructions; if needed and possible, create multiple statements from a long and complicated one. (note that since most of the computational activities are usually concentrated in a very small section of the code, this is expected to have very little impact on the program execution, while increasing significantly readability).

· Keep empty lines between section of codes.
Submitted Files
When submitting your files, please follow strictly these guidelines:

1. File name: Make it “ID-Description-Date.Extension”, where “ID” is the name of the person or group submitting the file, e.g., “Smith” or “Team2”; “Description” is a very short description of the file contents, e.g., “FinalReport” or “Progress”; “Date” is in the format “mmddyy”, e.g., “120300”; and “Extension” is “DOC”, “XLS”, “PPT”, “MDB”, etc. Thus, submit the preliminary report for team 2 on September 15, 2000 as “Team2-Preliminary-091500.DOC”. Do not include spaces, underlines, additional dashes, special characters, etc. Note, though, that certain classes or projects may have different filename standards; in this case, of course, you follow the latest instructions.
2. If you have to submit at one time more than a single file (e.g., a final report, together with a user manual and an access database), name each file following the rules above, and then ZIP all the files you submit together (using WINZIP or PKZIP). Name the zipped file according to the rules above, e.g., “Team2-Final-113000.ZIP”.
3. If you have to submit a large file that exceeds 500KB, zip it as specified above.

Discussion - Structure of a Report

Three principles guide the writing of a report: first, different parts of the reports are written for different readers; second, place important and key information first; and, third, repeat key points when necessary. Remember that the attention span of the reader is short – so do not spend time on lengthy introductions, complex paragraphs, etc. Keep it simple!

As a general rule, reports should follow a “spiral” approach. The report should be self contained, so that the user need not refer other documents in order to be able to understand its contents.

Thus, the report starts with an executive summary – a half page to one page (at the most) of the key elements of the scope, deliverables, costs and benefits. It is intended for the top-level executives, who do not have the time (or interest) to be immersed in the detail; they leave it to their subordinates, who will bring all important issues and concern to their attention.

Then comes the body of the report. It is intended for the mangers and main users. It starts with a table of contents (see instructions above how to structure it), which is followed by several chapters. As shown in the “skeleton” below, the introductory chapter provides a summary of the report. The reason it is brought at the front (rather than the end) of the report is because many readers will read the first chapter, and only skim through the balance of the report; so we want to catch their attention immediately. This summary is much more detailed (relative to the executive summary), and usually extend over several pages.

The third iteration of the spiral approach has the detailed chapters. Listed below is a possible skeleton of a report, including suggested chapters. However, consider this as a guidance only. Sometimes it is appropriate to combine several chapters into a single chapter, and in other times a single chapter may be extended into several chapters. Each chapter begins with a chapter summary section, followed by the functional sections, e.g., as presented below. The chapters do not contain technical details – these are kept for the fourth iteration.

The fourth iteration is devoted to the supporting appendices. Each appendix deals with a single technical issue – so sometimes it is only half a page, and in other cases it may have many pages, and is by itself a mini-report. These appendices are for the technical employees, and in particular for the maintenance and development personnel.

Sometimes the appendices are divided into levels: The first level contains technical overviews and similar material, while the gory details are left for other, later appearing, appendices.

The following guidelines will help you in the preparation of your report:

· Whenever feasible, use a list format; it often simplifies the presentation, while making it clearer and more readable, and better highlights your argument.

· “Breaking” your work into chapters and sections, and providing descriptive titles for these sections, make your work much more readable and presentable, and help you present your arguments in a logical and clear manner.

· Do not solely rely on your observations and thoughts; there is a wealth of related material for essentially any subject, whether written or on the internet, and your work should reflect that, expand the horizons, and present as complete a view of the material as possible. 
· Be sure to provide references for all material and quotes you use; the University, College, and the IDS department consider plagiarism (i.e., use of non-referenced material) a serious breach of trust and an illegal activity, which is also prohibited by the students honor code. 

· While a short and concise report is always desirable, remember that quite often a one page cannot “do honor” to the subject of your report. Just presenting the background for the subject and the conclusions takes space, not to mention justification and discussion of the arguments and observations. Remember that it is critical that you justify your observation and conclusions; just making statement is insufficient, to say the least.

A possible “skeleton” for a report:
Document header identifying the work, the author(s), dates, and similar information

Recognition of and thanks to sponsors and supporters

Executive summary

Table of contents
List of illustrations

Chapter: Introduction and summary
Chapter: Objective and goals

Chapter: Major recommendations

Chapter: Background


Environment


Client/system


What currently exist, the situation prior to the presented work/project

Needs
Chapter: Assumptions
Chapter: Scope of the presented work/project
Chapter: Requirements and constraints
One or more chapters (one for each main delivery): Deliverables

Description


Which objective and requirements does it fulfill


Characteristics


Limitations

Priority


Time table (if relevant, e.g., during development – but not in a final report)
Chapter: Cost/benefit


Items


Timing


Value
Chapter: Constraints that affected (or will affect) the work/project

Chapter: Work performed and its evaluation

Chapter: Other considerations

Chapter: Lessons from the project (both positive and negative)

Chapter: Conclusions

Chapter: Recommended future enhancements

References

Definition of terms used in the report (alphabetically)

Appendices
For more information, see Technical Writing, 5th edition, by William Sanborn Pfeiffer, Prentice Hall 2003, ISBN 0-13-093891-2, chapter 9.

Discussion – Structure of a Manual
Manuals are used either as reference material and/or as training material. They, like reports, are oriented to various types of readers – from highly technical to unskilled readers. So, again be very careful to write each section to the appropriate audience.

The approach again is a “spiral” approach. To illustrate: when an online system is presented, the first chapter/section will present an overview of the system, the “menus map” detailing the menus and their inter-relations, the capabilities of the system, etc. This is followed by a chapter/section on the system “standard features”: button, messages, names, etc. Then a chapter/section is devoted to each menu, detailing each field in the menu or report, how data is entered, how to overcome typical errors and mistakes, etc. Then a chapter/section summarizes the error message that can be encountered, and how to react to each error message.

The appendices are usually devoted to things such as ERD, DFD, tables layout, security concerns, and the like. They are used for reference only.

Generally, the structure of a manual includes:

Document header identifying the manual, the author(s), dates, and similar information

Recognition of and thanks to sponsor(s) and supporter(s)
Table of contents
List of illustrations


Introduction



Summary of the manual



The addressed audience



Assumptions about the readers’ knowledge, equipment, etc.



Conventions used by the system and in the manual



Description of the structure of the manual

If needed – instructions as to how to use the manual (particularly important for training manual, where the user is instructed about the best way to study)


Chapters – one per subject


Chapter’s introduction (similar in structure to the manual’s introduction, but related only to the chapter’s contents)



A section for each subject 

References

Definition of terms used in the report (alphabetically)

Appendices


Similar in structure to the report appendices, but usually more technical

Presentation and Reporting Hints - file presentation hints 1-20-02-1 - Saved on 10/30/2006 12:10:00 - Page 1 of 14

