Instructions:
Step 1. Choose enabling documentation to analyze. 
· David McMurrey’s open-education chapter on technical instructions, guides, etc.: 
· -McMurrey: Instructions
· -McMurrey: User guides
· -McMurrey: Standard Operating Policies and Procedures
· -McMurrey: Handbooks
· Examples:
· Formidable Forms with WordPress: User Guide
· LView Pro: User Guide
· iBooks: User Guide
· Video Edit Master: User Guide
· GIMP User Guide
· Parallels User Guide
· Other resources for tips and tricks on how to write instructional documentation:
· https://writingcommons.org/article/instructions-a-process-reports/
· https://pressbooks.bccampus.ca/technicalwriting/chapter/writinginstructions/

Step 2. Under your name heading, fill in a profile table

	Title and genre of enabling documentation

	Title: Write the name/title of the enabling technical documentation that you chose to analyze.

	Genre: Write the genre of the enabling technical documentation. This can include: manuals, guides, and how-tos; instructions, directions, and procedures; tutorials and training materials; and policies. 

	Example: How tos, manuals, guides, instructions, and directions. You can use whatever you’re comfortable with.

	Macro: gross/global elements

	The first step to analyzing your documentation’s genre is to examine and determine how the information is organized and presented on a “macro/gross/global” level of document, starting with what Charles Kostelnick called the “supra-textual” elements. This can include but is not limited to such elements as the size and layout of the document, its relative positioning to other documents (and their authors and readers), as well as the type of cover (if any), the binding, the paper or media of presentation, and other outward qualities of the document. Next, explore the documentation’s organization, i.e., how the information is primarily sectioned (arranged and structured) and presented in your sample documentation and its genre. 

	Publication media: Provide the publication media/format/platform/venue of the documentation: 
· Is the documentation print (bound book, spiral-bound manual, saddle-stitched pamphlet, stapled set of paper, etc.), digital (how-to website, e-book reader copy, etc.), or a combination print and digital? 
· Based on your analysis of the publication media, what general conclusions can you reach as they relate to the elements of its rhetorical/social situation (i.e., the who, what, when, where, why, and/or how)? Is the help documentation purposefully print or digital, or both? What purpose does the media serve writers and readers, the publication process, etc.?
· For example: 
· “The users of this documentation can access the publication in not just print form, but the instructions are also provided in many digital forms, including PDF, ebook, and a help section on the documentation website.” 
· Or “These chainsaw guidelines are provided in the packaging as  a single laminated page made of water resistant materials, and to save paper, there is a QR promotional code for users to access an expanded, printable online section that can be downloaded for free.” 
· Or “The help website is a single-sourced documentation venue that uses MadCap Flare (XML) to serve content by topic.” 
· Or “These instructions are a set of aging, grease-stained papers stapled together and stuffed in a drawer of every workbench in the engineering department. Given their age and condition, they outline an established set of procedures that most know by rote, but that are kept around because of safety requirements and should a new hire arrive and need help when there is no one around to assist personally.”

	Page layout: Provide a description of the page layout of the documentation. This can include the page dimensions (in print or digital), any noticeable grid design (how many columns and rows are used on the page), borders and rules (enclosures), and other layout elements you notice. Use these questions to guide your analysis and develop content for your report:  
· What are the dimensions of the documentation? 
· What is the grid design of the document? 
· What are other page layout elements that you notice, enclosures or other?
· Based on your analysis of the page layout, what general conclusions can you reach as they relate to the elements of its rhetorical/social situation (i.e., the who, what, when, where, why, and/or how)? 
· For example: 
· “The manual is a book that is 6 inches by 9 inches. After a single-column preface and introduction, each instructional page uses a two-column, three-row grid design, with visuals in the left column and text in the right column. This page layout helps readers easily parse and associate the images from the text.” 
· Or, “The help website design is responsive and resizes elements based on the device used. The 1600:900-pixel user interface shows a two-column grid design underneath a header and main menu. The help menu navigation items are in the left column, and the text and visuals in the right column. As the page layout resizes, the navigation text becomes a three-bar ‘hamburger’ icon and only the text of the steps are visible onscreen. The web-friendly/mobile-friendly design is not a surprise, considering that most users are already online, using the product that this engabling documentation is showing them how to use. ” 

	Document sectioning: At a macro level, the arrangement of sections and selection of heading titles are important ways of not only advertising and presenting the argument a document is making, but in typical help documentation, they also help users navigate the documentation more easily. Provide a summary of the basic macro sectioning formula being implemented on the gross/global/universal level of the document (aka, organization/arrangement/structure). Be brief but as comprehensive as possible, including in the significant sectional elements, such as any front matter, sectioning in the body of the documentation, and any back matter: 
· What front matter does your documentation have? This can include but is not limited to cover, half-title page, title page, copyright page, preface, introduction, splash page, home page, etc.
· How are headings used and titled in the body? Describe the basic structural pattern of all the main headings, subheadings, sub-subheadings, etc. How many levels does it go? Observe the number of headings, the numbering/alphabetics/alphanumerics of headings, and average number of words devoted to headings, including the overall grammar structure of headings.
· What are the back matter elements? This can include but is not limited to references, appendices, index, etc. 
· Based on your analysis of the document sections, what general conclusions can you reach as they relate to the elements of its rhetorical/social situation (i.e., the who, what, when, where, why, and/or how)? Provide your description of observations first, followed by any calculations, and then your interpretation and ultimate evaluation. 
· For example: “The 825-page XML manual follows a typical book manual structure: front matter followed by 8 parts over 19 chapters with 3 appendices and an index at the end. Below is a basic outline of sections followed by an analysis narrative: 
· Front matter: 
· Cover page, publisher advertisement for another book series, half-title page, full-title page, copyright page, dedication page, a page about the authors and editor, credits page of editorial staff, and acknowledgments
· Part heading title (8 parts, Roman numeral, I–VIII, 1–2 words in length)
· Chapter heading title (19 chapters, numerical, 1–19), 1–2 words in length
1. Sub-chapter headings (126 sub-chapter headings, unnumbered, words and phrases)
1. Sub-sub-chapter headings (300+ sub-subs, unnumbered, words and phrases, including “-ing” gerunds, i.e., nominalizations of verbs)
· Back matter: 
. Appendix (3 appendices, alphabetical, A–C)
. Index (multilevel, 2 levels)
Upon opening the front cover of the thick 825-page paperback book, the inside of the cover is an advertisement from the publisher for another book series. The first page of the book is a high-level table of contents to make navigation easy for users at-a-glance, which is only then followed by the traditional front matter (see list above). It is notable here how the “About the authors” page also provides the editor too in order to establish more ethos. What is also rarer in this book is that the editorial staff at the publisher are given their own page, which would never happen in a piece of, say, fiction, but it helps the ethos of this book even more. The traditional front matter is followed by a more detailed table of contents that this time shows users all the numbered subheadings and unnumbered sub-subheadings of the book. 
Analyzing the organization of sections shows that the writers, editors, et al., who are introduced in the front matter, built this guide for a beginner at XML, starting with a basic definition of XML in chapter 1 and working through each major XML concept chapter by chapter, part by part. The parts and chapter titles are mostly one-word and two-word noun forms of the respective XML topics. representing the basic concepts, e.g., “Databases” and “XQuery.” As the documentation drills down into the content, the headings get longer and become more descriptive. In some of the subheading and sub-subheading levels, the phrasing even takes on actions with gerunds (aka, nominalized verb constructions), e.g., “Installing SQL Server” and “Using SAX in Sequential Processing.” While the headings are phrased for beginners, they use abbreviations and acronyms instead of spelling-out the terms for users, indicating that this is a manual for serious beginners, who are ready to dive in to the content and become intermediate and, eventually, expert XMLers. 
Finally, the back matter shows readers that this book also has exercises (and might be used in a class, which gives it even more ethos). There are also more reference materials that couldn’t have fit in the body and had to be placed at the end of the book. While the index is a bit short, it does have some multilevel depth with 2 levels of term navigation.”

	Meso: intermediate elements

	The meso level of elements serves intermediate argumentative functions that are especially useful for making specific kinds of instructions, statements, claims, arguments, etc., including paragraphs, lists, and other textual features, including organizational markers as topic sentences under headings, transitional language to connect paragraphs, the nature and location of summary information (e.g., an introduction, summary paragraphs at the end of major sections, and so on). 

	Paragraph style: Assess the paragraph style in this documentation and its genre by looking at their length and following these prompts:
· Count the number of words in all (or at least a representative number of) paragraphs. 
· Count the number of sentences in these paragraphs. 
· How many sentences, on average, does the typical paragraph contain in this document? 
· Based on your analysis, what general conclusions can you reach about paragraph length?

	Topic sentences: Assess the use of topic sentences in this document and write your observation and evaluation using some or all of the questions below:
· Does every section, paragraph, and set of steps/procedures have a topic sentence? 
· Where are topic/concept sentences located in the sections, paragraphs, steps? Are they all at the beginning of paragraphs?
· What are your general conclusions about explicitness and location of topic sentences in this document or genre? (For example, the purpose of each step is stated in a topic sentence. These topic sentences are used to relate to the document’s users the concepts they need to know before starting each task.)

	Methods of idea development (logic): Next, assess the patterns of organization used in the various paragraphs of your documentation, describing the different methods that you identify. Use the different methods of development listed below to help formulate your response.
· General methods: Throughout the document, count the different methods of idea development that you identify. Some methods include the following:
· Cause and effect: logic/ideas arranged from root causes of events to effects
· Generic to specific, or vice versa: logic/ideas arranged from general to detailed
· Comparison and/or contrast: logic/ideas arranged by differences and similarities
· Time-based: chronological (first to last) or reverse chronological (last to first)
· Process-based: logic/ideas arranged based on steps in a process
· Topic-based: logic arranged by relevant-but-distinct topics
· Goal-based, action-based, or task-based arrangements (arranged by output)
· Is the arrangement and logic a combination of two or more of the above?
· Guidance methods: In the sequential instructions/procedure/help sections, count the different methods of sequential logic in the listing of steps, tasks, or other elements. Are they numeric, alphabetic, alphanumeric (fixed) or bulleted (variable)?
· Fixed order: numbered lists (tasks must be done in fixed order)
· Variable order: bulleted lists (tasks can be done in any order)
· Alternate order: bulleted lists of tasks (uses “or” for alternatives)
· Nested: multilayer lists (numeric, alphabetized, or alphanumeric)
· Stepless order: rare deviations from step-by-step or cause/effect
· Which is the most popular method, both generally and with respect to sequential directions/instructions/etc.? 
· Based on your analysis, what general conclusions can you make about how ideas are developed in the paragraphs in this document? (For example, in each section, there are concept statements above every list of fixed chronological steps, followed by reference notes, with each step as its own separate task.)

	Transitional elements (metadiscourse): Locate the transitional phrases or elements that are used to move from one topic to the next and use the questions below to formulate your response. This is also known as metadiscourse (see page 71 of the IEEE Guide textbook). Think of metadiscursive terms as signposts for a reader; they mark places where the topic changes direction, and they tell readers the relationship between textual units. Just like headings for sections, they mark off subsections of smaller units of text. As such, their location is critical to their effectiveness. The term “however,” for example, is a metadiscursive term generally positioned between the two argumentative units it is relating. Below are more examples from page 71 of your textbook:
[image: ]
· Count all (or a representative number) of the transitional words, phrases, or other metadiscursive elements used in the document to change topics. 
· What is the most common method used to change topics? 
· Based on your analysis, what general conclusions can you reach about how transitional elements are used in this type of genre? 

	Special notices: Examine what special notices are used for tasks and steps, then follow the writing prompts below as you formulate your response:
· What type of special notices are used in this document (can include any prerequisites, cautions, warnings, hazards, dangers, or other special notices (also sometimes called “admonitions” in enabling documentation)? This can also include any supplementary notes/discussion/commentary to complement steps.
· Do special notices come at the start, middle, and end of steps?
· Based on this analysis, what general conclusions can you make about how main ideas are summarized in this genre?  

	Summary elements: Examine concluding sentences and paragraphs, then follow the writing prompts below as you formulate your response: 
· What methods are used to conclude a point or discussion? Are there special summary sections in your chosen enabling documentation? 
· What number of times is each method used in the document?
· Based on this analysis, what general conclusions can you make about how main ideas are summarized in this genre?  

	Visual aids (insets): Examine the graphic design and construction of tables, diagrams, or other visual data sources. These elements are often embedded in paragraphed subsections (and called “insets”), at which point the paragraphs around them play a significant part in introducing, interpreting, and integrating them into the argument being made. 
· Count and identify the number and types of visual aids. Are they tables, or are they figures? If figures, are they diagrams, illustrations, photographs, graphs, charts, infographics, icons, or other? 
· Based on this analysis, what general conclusions can you make about the futures and/or tables used in your enabling documentation? How do they relate to the social/rhetorical situation of this documentation? 
· You can write about all the illustrations or just one that serves as an example. 
· For example: “Framing is a key strategy for integrating visual elements in this enabling documentation for users, which are mostly snapshot illustrations of a person completing the given task. Each illustration is also labeled and captioned. The text above and below the inset illustrations in this document is written relative to the given inset illustration. The paragraph before the inset seems to function solely to articulate the argumentative point for which the inset is valuable, supplying an assertion in a topic sentence, for example, and then stating that that assertion depends on data in a figure found below. The paragraph that follows the inset then directs the enabling documentation users’ attention to the features of the inset, including the labels and caption, that make it argumentatively persuasive and articulate an interpretation of these features and how they support the point being made. These paragraphs frame the inset the same way paragraphs used to begin and end sections in the documentation frame the instructions in that section.”

	Citations (intertextual elements): Citations are direct references to other texts and are part of a broader category of statements referred to as “intertextual” because they imply or reference the logic or specific details from other texts. 
· Count the number and type of integral and nonintegral intertextual citations. 
· Integral citation: This syntax of sentence is sometimes called “integral” because the sentence relies on some research-oriented noun (e.g., the names of researchers or documentation) in order to be well-formed. 
· Non-integral citation: The syntax of a sentence is “non-integral” (or sometimes parenthetical) because the citation does not influence the syntax of the sentence. 
· Can you tell what style guide is being used?
· What is the most popular method of citation in the document in your document? 
· Based on this analysis, what general conclusions can you make about the intertextual elements used in your enabling documentation?  

	Micro: lexical (diction/register/word choice) and syntactical (sentence grammar) elements

	At a micro level, the selection and careful arrangement of words and phrases signal local arguments and contribute to tone. A stylistic analysis focuses on several features, including style elements such as sentence length, kind, and complexity; word choice; and any use of figurative language such as metaphors. The final step in analyzing a genre is to determine the register or “form of language customarily used in particular circumstances.” To make this analysis, you should examine the diction of your sample documentation, paying special attention to the tone, level of language, and use of jargon or specialized language (aka, the main sources of information about register). 

	Sentence style, length: Analyze the number of words and average sentence length. 
· Count the number of words in each sentence (or a representative amount of words and sentences).
· Calculate the average sentence length. 
· What is a short sentence? About 15-25 words (working memory can only process about 25 words in a chunk). Many writers aim for 15 to 22 words (or 2 ½ to 3 lines of type in a document) 
· Based on your analysis, what general conclusions can you reach about the sentence length in the documentation that you’re analyzing? 

	Sentence style, complexity: Analyze the sentence complexity. 
· Identify each sentence: is it simple, compound, complex, or compound-complex? 
· Simple sentences contain a subject + verb (e.g., The solution defies belief). 
· Compound sentences are two simple sentences joined by a coordinating conjunction (e.g., The solution defies belief, yet it is simple).
· Complex sentences contain simple sentences (subject + verb) + at least one dependent clause, which also contains a subject + verb, and oftentimes a subordinating conjunction  (e.g., When you think about it, the solution is simple). 
· Compound-complex sentences contain a subject + verb + a dependent clause, as well as an additional simple sentence joined by a coordinating conjunction (e.g., When you think about it, the solution is simple, yet it defies belief).
· Count the total number (or a representative amount) of each type of sentence in the documentation. 
· What is the proportion of one type of sentence used to the others? 
· Do you notice patterns as to where different types of sentences occur in the paragraphs? 
· In the instructional text, are sentences one task, or are they more complex?
· What general conclusions can you reach, based on your analysis, about the variety of sentences used in this type of document? 
· For example: “Topic sentences are simple concept-identifying sentences usually used at the beginning of 76 percent of paragraphs. However, not all paragraphs have topic sentences (4 percent), and sometimes the topic sentences do not fall at the beginning of the sentence, but rather in the middle or at the end (10 percent). Most of the sentences are complex, but a majority of the topic sentences are simple. The use of simple sentences seems to be a common writing technique for this type of enabling documentation.”

	Word use/diction, register: Diction refers to word choice as it relates to jargon, conversational, erudition. Register refers to the level of language used in the document and its genre. Is it casual, informal, or formal Does it use contractions (an indication of informality)? Does it use the first-person singular “I”? Examine how the technical language and jargon is used in the document and its genre. 
· Calculate and consider the relative percentage of these types of words below against the total number of words in the document: 
· Count the number of words that are technical or jargon words. 
· Count the number of words that are conversational or ordinary. 
· Count the number of words that are academic or specialized. 
· How does the terminology stack up to plain language guidelines? 
· Based on your analysis, what general conclusions can you reach about when jargon is used in this type of document? What conclusions can you reach about the level of language used in the document? Is it highly technical? Is it conversational?  
· For example: “At 350 words per page, specialized scientific terms are italicized and easy to see, appearing relatively frequently through the document. These terms appear an average range of 3 to 5 times per page over the course of the 200-page manual. To establish ethos or credibility on the subject matter for specialists but also provide lay readers information, the biology procedures use both the common plain language term but also the official scientific Latin term commonly used by specialists (the latter italicized in parentheses). Or “The analysis of the website help shows regular use of contractions in the text (use of words such as “don’t,” “we’ve,” “you’ve,” an so on), which suggests that the register or customary level of language for this documentation is at the “informal” end of the scale.”

	Word use/diction, tone (voice/ethos): Tone takes into consideration the use of contractions in diction. The tone of a document can take on an informal tone (like the voice of a knowledgeable friend), a formal tone (the voice of a state agency auditing statement), or somewhere between on the spectrum.
· Count the number of contractions used in the document. Then calculate the percentage of contractions against the total number of words. 
· Look at the verb use. Are verbs in an imperative mood, in second-person voice “you,” or other?
· What other techniques (other than using contractions) did the writer/s use to establish and maintain the level of formality?
· Based on your analysis, what general conclusions can you reach about the level of formality of this document? 





Grading Rubric:
	
	Requirements (req’s)
	All req’s present
	Some req’s missing 
	Most req’s missing
	All req’s missing

	1
	Elements: Primary elements: All line items of primary elements provided in the template are accounted for in your analysis.
	8
	7–5 range
	4–1 range
	0 

	2
	Evidence: Includes analysis finding/results data and information: Your text for each line item listed in the template provides gathered analytic data and information about the enabling documentation that you’ve chosen to analyze, such as details, facts, figures, statistics, observations, and descriptions. 
	3
	2
	1
	0

	3
	Discussion: Includes analysis discussion/conclusion: Your text for each line item listed in the template provides a discussion of your evidence/findings/results data and information (either an analysis, evaluation, interpretation, and/or conclusion of your observations) that relates to some aspect of the social situation (who, what, where, when, why, and/or how) of the enabling documentation that you’ve chosen to analyze. 
	3
	2
	1
	0

	4
	Format: You have proofread for formatting (third-person voice, level-3 heading style, document font, and general layout patterns), and you’ve met the minimum word count (600 words)?
	1
	0.5
	.25
	0

	
	Total out of 15
	+15
	
	
	0



** USE THE TEMPLATE IN STEP 2, PLEASE! **
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however furthermore likewise
on the contrary therefore similarly
in other words Finally and then
next in conclusion for example




