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To succeed in technical writing, you need alot more than just writing ability.
Technical Writing 101 details the skills you need as atechnical writer, and it
explains how to handle the pressures of tight deadlines and ever-changing
product specifications. This valuable reference also describes the entire
documentation process—planning, writing, editing, indexing, and production.
Y ou'll appreciate the tips on getting ajob as atechnical writer, whether you're
considering technical writing as your first job or as a career change.
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Editorial Review

From the Author
Have you ever thought:

"Hey, I'm agood writer, and tech writing seems to pay well. | wonder if that career would make sense for
me?"

If s0, thisisthe book for you. Technical Writing 101 is a concise handbook that describes what it really takes
to make it as atechnical writer.

Technical Writing 101 explains that in addition to writing ability, technical writers also need a grasp of
technical subjects (and be willing to learn about them), planning and organizational skills, and the ability to
extract information from sources, which often means coaxing information from harried product devel opers.
Tact, diplomacy, persistence, and a good sense of humor are essential, especially when dealing with ever-
changing product specifications and deadlines.

If you're working toward a degree in technical writing, this book is agreat complement to your more
theoretical classes. Studying topics such as audience analysis gives you a valuable foundation, but this book
tells you how to get ajob done on a shoestring budget. Small budgets and aggressive deadlines are away of
lifein small companies, where many technical writers work.

Prospective technical writerswill also find tips on how to sharpen writing skills and on how to find that first
job.

Technical Writing 101 explains all the things we wish somebody had told us during our first few yearsin the
industry—all the little secrets that you learn the hard way.

About the Author

Sarah S. O’ Keefe isfounder and president of Scriptorium Publishing Services, Inc., which provides technical
documentation services to high-tech companies, including everything from start-ups to Fortune 100
companies. Sarah is an Adabe Certified Expert in FrameMaker and certified WebWorks Publisher trainer.
Her background includes technical writing, technical editing, production editing, and extensive online help
development with various help authoring tools. Sarah is the author of FrameMaker for Dummies. She
currently works as a consultant to assist companies in implementing single-sourcing systems and other
publishing solutions.

Alan S. Pringleislead technical editor at Scriptorium Publishing Services. Since 1990, he has worked as a
technical writer and editor on projects ranging from writing user guides for laser printers to editing course
material for telecommunications equipment. Alan has also established corporate style guidelines and
completed large HTML conversion projects.

Excerpt. © Reprinted by permission. All rights reserved.
For technical writers, answering the obligatory “What do you do for aliving?’ gquestion at a party can have
many effects. It can:

* Create more questions: “What' s that?’



* Draw blank stares

* Provoke some minor hostilities: “Did you write that worthless manual that came with my word processing
software? That book reeked!”

So, if you' ve decided that you want a career in technical communication, be prepared. Although you' Il have
achallenging, fast-paced job that changes as swiftly as the technology you write about, discussing your work
at aparty will be quite a conversation stopper.

What' s in this book

Technical Writing 101 will show you that there’'s more to technical writing than just writing. The first major
section of the book explains the skills you need as awriter. It also describes some of the essential tools and
techniques for delivering projects on schedule and on budget. The chapters in this section are:

Chapter 1, “ So, what’s atechnical writer?’
Explains what atechnical writer does and what skills might make technical writing agood choice for you.
Chapter 2, “An overview of the technical writing process’

Provides a high-level view of the technical writing process. Most documentation projects share a common
structure—even when the subject matter is completely different.

Chapter 3, “Very necessary evils—doc plans and outlines’

Explains some project management tools that every technical writer needs. Documentation plans provide
writers with a roadmap to follow asthey create materials. Typically, a documentation plan includes a
description of the target audience, the schedule, and alist of documents or online help to be devel oped.
Manual outlines are just that—those hideous indented things you probably remember from high school.
Unfortunately, you'll discover that outlines are in fact a necessity for technical writers, and perhaps we'll be
ableto convince you that they aren’t so bad when you' re trying to write an entire book!

Chapter 4, “The Tech Writer's Toolbox”

Focuses on the tools and technologies that you need to work successfully. Technical writers use avariety of
writing and graphics packages to develop material.

In the second major section, you learn about how to get information, organize information, and (finally)
write documentation. The chapters also describe other tasks in the documentation process, such as creating
graphics, technical editing, production editing, and indexing. The chapters in this section are:

Chapter 5, “ Getting information”

Gives you tips on how to extract information from source documents and product developers. Many people
respond well to bribery, especially when the bribe is edible and includes chocolate in some form.

Chapter 6, “Finally—it’ stime to start writing”

Describes how to write documentation, including addressing a document’ s audience and dividing your
content into different types of information—interface, reference, conceptual, and procedural.



Chapter 7, “Writing task-oriented information”

Explains the basics of writing procedures. Because most technical documents tell users how to perform tasks,
the ability to write good task-oriented information is a fundamental skill for all technical writers.

Chapter 8, “A few words about pictures’

Describes how to create and work with images. A graphic may not be worth exactly athousand words, but an
illustration can often explain something with more clarity than any amount of text.

Chapter 9, “Editors—resistance is futile”

Explains what you can expect from an editor and what most editors can expect from you. Refusing to work
with an editor is not an option for technical writers—editing is an essential component of the technical
documentation process. A competent editor can make you look good by catching your mistakes before the
client sees them.

Chapter 10, “Indexing”

Explains the basics of writing agood index. A thorough, useful index is essential because readers often
check the index first when looking for a particular piece of information. A good index can also save a
company money—readers who quickly find the information they need are less likely to call customer
support.

Chapter 11, “Final preparation—production editing”

Tells you how to make sure your document is ready for printing by checking for line breaks, page breaks,
and other formatting issues.

The third section explains some advanced topics. Chaptersin this section are:
Chapter 12, “Avoiding international irritation”

Offers some tips on minimizing the hassles that occur when documentation is translated into other languages.
Learning about the translation process before you start writing the English documentation can save your
company alot of time and money—and prevent many, many headaches.

Chapter 13, “Single sourcing”

Describes how to create multiple types of deliverables—hardcopy books and online help, for example—from
one set of files. The ability to create multiple deliverables while minimizing the time and money spent is
important for many documentation departments, which often operate under tight schedules and with limited
budgets.

The appendices provide information about how to get ajob, along with lists of resources and a sample
documentation plan. The appendices are:

Appendix A, “Getting your first job as atechnical writer”

Gives you some pointers on tailoring your resume for technical writing jobs, interviewing, and putting
together a portfolio.



Appendix B, “Resources,” and Appendix C, “Tools information”

List web sites, books, organizations, and tools that are useful for technical writers.
Appendix D, “ Sample doc plan”

Contains a sample documentation plan.

This book focuses on documentation for computer hardware and software. However, many of the concepts
described apply to other forms of technical writing, such as writing about manufacturing environments,
medical and pharmaceutical topics, and science.

If you're atalented writer with an interest in technical topics, writing technical documentation can be quite
lucrative. This book gives you the advice and tools you'll need to get started in this challenging field.

Users Review
From reader reviews:
Steven Maravilla:

Now aday folks who Living in the erawherever everything reachable by interact with the internet and the
resources inside can be true or not demand people to be aware of each information they get. How individuals
to be smart in receiving any information nowadays? Of course the reply is reading a book. Examining a book
can help men and women out of this uncertainty Information especially this Technical Writing 101 : A Real-
World Guide to Planning and Writing Technical Documentation book since this book offers you rich info
and knowledge. Of course the knowledge in this book hundred per cent guarantees there is no doubt in it
everbody knows.

Bill Kelly:

Hey guys, do you wants to finds a new book to learn? May be the book with the subject Technical Writing
101 : A Red-World Guide to Planning and Writing Technical Documentation suitable to you? Typically the
book was written by renowned writer in this era. The actual book untitled Technical Writing 101 : A Real-
World Guide to Planning and Writing Technical Documentationis the main one of several books this
everyone read now. This book was inspired alot of people in the world. When you read this publication you
will enter the new age that you ever know before. The author explained their ideain the simple way,
consequently all of people can easily to recognise the core of this reserve. This book will give you alot of
information about this world now. To help you to see the represented of the world within this book.

Jaclyn Utecht:

Beside this specific Technical Writing 101 : A Real-World Guide to Planning and Writing Technical
Documentation in your phone, it may give you away to get more close to the new knowledge or facts. The
information and the knowledge you might got hereis fresh through the oven so don't always be worry if you
fed like an previous people live in narrow town. It is good thing to have Technical Writing 101 : A Real-
World Guide to Planning and Writing Technical Documentation because this book offers for you readable
information. Do you at times have book but you would not get what it's facts concerning. Oh come on, that



will not end up to happen if you have this within your hand. The Enjoyable arrangement here cannot be
guestionable, such as treasuring beautiful island. Techniques you still want to miss this? Find this book and
also read it from right now!

Eric Bittinger:

What is your hobby? Have you heard that will question when you got learners? We believe that that problem
was given by teacher to the students. Many kinds of habby, Everyone has different hobby. Therefore you
know that little person similar to reading or as studying become their hobby. Y ou must know that reading is
very important and also book as to be the point. Book isimportant thing to increase you knowledge, except
your own teacher or lecturer. Y ou find good news or update with regards to something by book. A
substantial number of sorts of books that can you choose to use be your object. One of them is actually
Technical Writing 101 : A Real-World Guide to Planning and Writing Technical Documentation.
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