
Guide created by Dr. L. Lennie Irvin 

Solid User Guide Principles 
 

 
 

Good Document Design Principles 
Proximity                 Spacing 

Alignment                Chunking 

Repetition  

Contrast 

Clear and Limiting Titles 
and Headings 

Informed content 
Appropriate level of detail 
and technicality  
(accessible terminology/ 
clear references) 

Provide Background 
--orientation/context 
 

Logically ordered steps 
--sequential list numbered 
--unordered list bullets 

Readability 
--direct address, active voice 
imperative mode 
--short, logically sharpened 
sentences 
--parallel phrasing 
--affirmative phrasing (avoid 
“not”) 
--transitions used to mark 
time and sequence 
--steps separated visually 
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Use of visuals 
--screen shots 
--arrows and 
circles 

Notes and Hazard Notices 
--alert reader to special 
considerations 
--format for contrast to draw 
attention 



 
	  
Guidelines	  for	  Writing	  Instructions	  (short	  form)	  from	  Markel	  
	  

Design	  Clear,	  Attractive	  Pages	  
	   Create	  an	  open,	  airy	  design	  
	   Clearly	  relate	  the	  graphics	  to	  the	  text	  
	  
Draft	  Clear	  and	  Simple	  Titles	  for	  Instructions	  
	   Type	  1:	  “how	  to”—“How	  to	  Install	  the	  XYJ	  Printer”	  
	   Type	  2:	  “-‐ing	  form”—“Installing	  the	  XYJ	  Printer”	  
	  
Drafting	  General	  Introductions	  
	   Preliminary	  information	  appropriate	  for	  the	  user	  and	  task	  
	  
Drafting	  Step	  in	  Instructions	   	  
	   Present	  the	  right	  amount	  of	  information	  (not	  too	  much,	  not	  too	  little)	  
	   Use	  the	  Imperative	  Mode	  (start	  with	  active	  verbs)	  
	   Don’t	  confuse	  steps	  with	  feedback	  statements	  
	   	   -‐-‐a	  feedback	  statement	  describes	  an	  event	  in	  response	  to	  the	  step	  
	   Include	  graphics	  
	   Do	  not	  omit	  articles	  to	  save	  space	  
	  
Include	  a	  Conclusion	   	  

Announcing	  what	  the	  reader	  has	  completed	  doing	  and	  what	  the	  next	  step	  might	  
be	  	  
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