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1 Introduction

1.1 Purpose

This Style Guide and Standards document defines consistent written presentation standards for all documentation and work products. The guidelines presented here represent the best practices of the Training Branch in its commitment to producing high-quality documentation. This guide makes no attempt to cover every possible style type, usage, or convention, but instead addresses the writing issues most frequently encountered in daily work.

This document will be reviewed for possible revision approximately every six months. Additions, comments, questions, and suggestions for improving this guide should be sent __________

1.2 Intended Users

This document is for managers, reviewers, team leads, designers, developers, trainers, and all other personnel who produce or review documentation within the Office.

1.3 Related References

The following Uniform Resource Locator (URL) addresses are excellent resources to consult during the course of writing documentation and instructional materials. These references are included as additional resources for general use. If there are options for correct usage that conflict with the standards stated in this document, follow this Style Guide and inform a member of the QA Team of the difference.

· http://www.microsoft.com/enable: the URL for the Microsoft Accessibility and Disabilities site.  This site contains general documentation guidelines in the section “For Developers and Authors.”

· http://www.pcwebopedia.com: the URL for an online dictionary and search engine for computer and Internet technology terms. There are links from this site to other topics such as grammar tips, style guides, tables and charts, and Web development.
· http://www.webgrammar.com/grammarbasics.html: the URL for a grammar basics Web site. There are also links to other references that will be helpful in writing documentation.

· http://www.loc.gov/loc/webstyle: the URL for the Library of Congress WWW Style Guide.
· http://www1.umn.edu/urelate/style/home.html: the URL for the University of Minnesota Style Guide

· http://www.umbc.edu/Styleguide: the URL for the UMBC Style Guide
· http://www.cmu.edu/home/styleguide: the URL for the Carnegie Mellon Style Guide.
· http://www.tufts.edu/webcentral/graphics_sq.html: the URL for the Tufts University Web Central Style Guide

Style Guide Manual: Available from the QA Team

Microsoft Manual of Style for Technical Publications, 2nd ed. Redmond, WA. Microsoft Press. 1998.

Standards

1.4 In-house Style

The list below shows the correct usage of words and other terms that are in daily use within the organization. Even though there may be alternate or generally acceptable formats for some of these terms, the usage of words and terms listed here has been designated as the standard. If initial capitalization is required, then the first letter of the word is always capitalized. If ALL CAPS is required, then the word is always written in all capital letters. If no capitalization is required, then the word is only capitalized at the beginning of a sentence or as part of a title.

Word or Term
Explanation

Business Sponsor
Initial capitalization of both words

cannot
One word

click
Used to indicate selection by cursor placement and entry with the mouse. Except for WBT materials, avoid using click on or click at. Click in a text box or check box is acceptable.

client/server
Two words with slash mark and no spaces 

database
One word

dialog box
The window containing command buttons and other options that can be selected by users to perform tasks; usually contains text boxes, check boxes, list boxes, or other choices.

double click
Two words, no hyphen

e-mail
e-journal
e-learning
Hyphenated

ENTER
ALL CAPS when describing the use of the key, as in “Press ENTER.” Use “type” or “key in” when giving instructions for putting information into a data field or text box.

file name
Two words, no hyphen

hands-on
Hyphenated when used as a compound adjective, as in, “This training course provides hands-on experience.”

hard copy
Two words, no hyphen

Help
Capitalize when describing a computer function, such as “online Help” and “field-level Help.”

home page
Two words, lowercase

input
One word. Use only as a noun, as in, “The input was sorted.” Do not use as a verb. An example of incorrect use is “He input new data.”

instructor-led
Hyphenated when used as a compound adjective
Example: “This course requires instructor-led training.” Use “instructor-led” instead of “stand-up training” or “classroom training.”

Internet
Initial capitalization

intranet
Capitalize only when referring to the intranet within a designated institution. For general use, do not capitalize.

italic
An adjective describing a type style.  Avoid using the words “italics” and “italicized.” Example: “The example was written in italic.”

LCD
Stands for the “liquid crystal display” seen on a monitor screen. LCD should only be used when describing the technical capabilities of the monitor. Otherwise, use the term “monitor” or “monitor screen.”

lowercase, uppercase
One word

<Month Year>
Indicates the place on the document to be filled in by the month and year when the document is finalized; “<” and “>” indicate a variable. Write both words with initial capitalization and a space, not a comma, between the words. 

online, offline
One word, no hyphen

on-site, off-site
Hyphenated when used as a descriptive phrase as in, “on-site training.”

page
Use (1) when referring to a printed (hard copy) document, or
(2) a Web display on the monitor.

pretest

posttest 
Single words, no hyphens

point and click
As verbs, separate words; hyphenate only if used as a modifier as in, “point-and-click technology.”

proof of concept
Three separate words, no hyphens

right click, left click
Separate words, no hyphens

screen
The graphic portion of the monitor

sign on, sign off
Two separate words when used to describe an action; hyphenate only if used as a modifier as in, “sign-on screen.”

Subject Matter Expert (SME)
Initial capitalization of each word

TAB, ENTER, CTRL, ALT, SHIFT, DELETE
ALL CAPS to describe the use of the key(s), as in  “Press TAB.”

text box
Two words referring to the area within a dialog box where text can be typed. 

time frame
Two words

toolbar
toolbox
toolkit
One word

U.S.
Acceptable abbreviation for United States only when used as an adjective.
Example: U.S. Code

Web
Initial capitalization

Web-based
Web-based training
Web-enabled
Initial capitalization; hyphenated when used as a descriptive phrase.

Web browser
Web server
Web site
Initial capitalization; two separate words, no hyphens.

Windows
window(s)
Initial capitalization when referring to the operating system, but lowercase when referring to a window displayed on a screen within an application. 

Usage for Common Words, Terms, and Abbreviations

“a” vs. “an” (hint → how does the sound of the next word start?)
· “A” is always used before a word that starts with a consonant sound, such as “a one-o’clock appointment,” “a computer system,” and “a historical occasion.”

“An” is always used before a word that starts with a vowel sound (A, E, I, O, and U) as in, “an elephant” “an L,” “an SDLC stage,” and “an apple.”

-able and -ible (suffixes)

Words with these suffixes can be found in the dictionary to confirm correct spelling. Some general guidelines are:

· The suffix “-able” is much more common than “-ible” in forming new words.

· For most words ending in “e,” drop the “e” and add “able.”
      Example: Scalable, usable

EXCEPTION: With words ending in “ce” or “ge,” keep the final “e” and add able.”                      Example: Changeable

· For words ending in “y” as the final syllable, change the “y” to “i” and add “able.”
      Example: Deniable

· For past participle forms that have a final double consonant, keep the double consonant and add “able.”
      Example: Biddable

   
   EXCEPTION: Words that end in “fer” have only one final “r.”
  
   Example: Transferable

above

· Do not use “above” as an adjective when referring to a previous section of a document or book.

Use “preceding,” “earlier,” or “previous” as in, “The table in the previous paragraph…” or refer to the specific section by title or number, as in, “See Words, Section 2.2.1.”

active voice vs. passive voice (hint → who or what is performing the action?)
Use the active voice whenever possible. The active voice tells who or what is performing the action in that sentence, as in, “The user creates the documents.” This is direct and easy to understand.

· Avoid the use of the passive voice when it is important to understand who or what is performing an action. “Documents can be created.” does not say who created them.

active vs. current (hint → “active” is something that can be opened and closed)

· “Active” refers to something open and operating, such as a window or file or document. Anything active (open) can also become inactive (closed or in the background).

“Current” refers to an element in use at the time, such as a drive, directory, or folder. The path to these things can change, but they do not, in themselves, change.

address vs. path
“Address” is a general term for the way to access Internet or intranet sites, and to refer to domains and user names for e-mail. Uniform Resource Locator (URL) is the Internet address for locating a specific resource on the Web; the Internet protocol name is most often “http://” followed by the host name and other elements such as port, directory, and file name. Use URL in technical documentation.

· “Path” refers to the hierarchical structure of an operating system and gives information starting with the specific root directory of the file on through the file name.

affect vs. effect (hint → “affect” is something that influences)
· “Affect” is usually a verb that has an influencing action, for example, “Rewriting the code will affect the program.”

· “Effect” is usually a noun that states a result, such as, “The effect of the code change was to put the program into a loop.”

among vs. between (hint → “between” indicates a one-to-one relationship)
· “Among” indicates distribution throughout several entities, for example, “Work is shared among all nine members of the team.”

“Between” is used to compare two items or otherwise indicate a one-to-one relationship of several items, for example, “Switch between the two open programs.”

ampersand (&)

The ampersand is the symbol meaning “and.” Do not use ampersands in text or headings unless it specifically refers to a symbol on the interface or is used as part of a business name.

and/or

Avoid using “and/or”; it can be confusing to a reader. Either write out the possible combinations and limitations, or just use two separate sentences.

apostrophes (hint → “it’s” means “it is”)

Apostrophes have two main uses:

1.  To form the possessive case of a noun (showing ownership), as in, “This will be the manager’s decision,” and

2.  To show that a letter or number is missing (contraction), as in, “The system won’t process the data,” and “We graduated in ’98.”

NEVER add apostrophes to possessive pronouns such as its, yours, his, hers, and theirs. 

Note: See also Section 2.3.1  Apostrophes.

appears vs. displays

· Use “appears” when the phrase does not have or contain a direct object (intransitive verb), as in, “When you shut down the PC, a message appears” instead of the incorrect usage “a message displays.”

· Use “displays” when the phrase has a direct object (transitive verb), as in, “The system displays a message on the screen when you shut down the PC.”

application vs. program

· The word “application” is used in technical documentation in reference to software with executable files and other components such as databases. End-user documentation, including training materials, should usually use the word, “program.” Do not use the term “application program.”

· Authors can avoid the “application/program” issue by using a more definitive description of the product, such as spreadsheet, database management system, or graphics toolkit.

compose vs. comprise

· “Compose” shows that the whole is made up of the parts, as in, “The team was composed of programmers.”

· “Comprise” states that the parts make up the whole, as in, “The 100 lines of code comprise the instructions.”  Never use the phrase “comprised of.”

domain

The meaning of “domain” depends on the context and location of the reference:

· Database domain is a set of valid values for a particular attribute.

· In Windows NT, a domain is a group of computers that share a database and security policy.

· On the Internet, domain identifies the type of entity owning the address, such as .com (commercial), .edu (education), and .gov (government).
end user vs. end-user

· As a person (noun), “end user” describes someone who uses documentation or an application. Writing, “The instructors are the end users of the Training Manual” or “The accountants are the end users of the application,” explains who uses it. This usage is not hyphenated.

· As a descriptive phrase (compound adjective), “end-user” tells something about the type of documentation. Writing, “The Training Manual is end-user documentation,” describes the type of material it is. When used as a descriptive phrase, “end-user” is hyphenated.

e.g.

Exempli gratia; Latin meaning “for example.”

When “e.g.,” is used, a comma always follows the abbreviation and the entire example is usually enclosed by parenthesis: (e.g., Web-based training).

ensure vs. insure

· “Ensure” means to make sure of something or to guarantee, as in, “Peer reviews ensure well-written documents.”

· “Insure” means to provide or obtain insurance for, as in, “He paid to insure his car.”

etc.

Et cetera; Latin meaning “and so on” or “and so forth.” It is often used when an author is uncertain about what else to add to a list or does not want to list all the possible items. If space limitations are a consideration, which might be the case for a Quick Reference Guide (QRG), then “etc.” could be used. As a general practice, however, avoid using this catchall abbreviation. To indicate that more items are included, use “and so on” or “and others.”

GB and GHz

These are abbreviations for gigabyte and gigahertz, used only as measurements with numerals, as in, “10 GB” or “240 GHz.” The first mention of gigabyte and gigahertz should be spelled out, followed by (GB) or (GHz) in parentheses. After the first reference, the abbreviation may be used.

home page

The home page is the main page of a Web site, determined by the owner or creator of the site. This is usually the first page that the users see when connecting to the Web site.

hyphens

Unless it serves a distinct purpose, such as combining two or more words to modify another word, avoid hyphenating words whenever possible. The current trend is toward less hyphenation. ALWAYS use a hyphen for two or more words that, as a unit, precede and modify (describe) a noun; this is called a compound adjective.

Examples: end-user documentation, computer–based instruction

Note: See also Section 2.3.9 Hyphens
i.e.

id est; Latin for “that is.”  Avoid using “i.e.”; use “that is” instead.

KB and kHz

These are abbreviations for kilobyte and kilohertz, used only as measurements with numerals, such as “10 KB” or “240 kHz” The first mention of kilobyte and kilohertz should be spelled out, followed by (KB) or (kHz) in parentheses. After the first reference, the abbreviation may be used.

key combinations

When indicating key combinations where keys are pressed and held down at the same time as another key, use the PLUS SIGN (+) between ALL CAP key names.

Examples: CTRL+P, ALT+CTRL+DELETE

key names

· When writing user instructions for keys to be pressed, the key name should be written in ALL CAPS.

 Examples: ENTER, NUM LOCK, SHIFT, and TAB.

· Special character keys should be spelled out in ALL CAPS, including HYPHEN, PERIOD, COMMA, PLUS SIGN, MINUS SIGN, RIGHT ARROW, DOWN ARROW, and PAGE UP.

· When writing about the function of keys, the key name should appear as it does on the keyboard. For example: “The user can Tab to the next entry field.”

key sequences

To instruct the user to press and then release keys in sequence, use a comma and a space between each key.

Example: ALT, F, D

interface (hint →“interface” is a thing, not an action)
· Use interface as a noun, as in, “user interface” and “programming interface.”

Do not use “interface” as a verb; use “interact” or “communicate” instead.

log in, log on, log off

Use these terms to indicate the process of connecting to or disconnecting from a network.

    
Example: Log on to the system.

login, logon

As a single word, logon and login are used as adjectives.

Example: Use your logon password.

metadata

A one-word database term used to describe data that describes or contains other data.  Always one word.

MB and MHz

These are abbreviations for megabyte and megahertz, used only as measurements with numerals, such as “10 MB” or “240 MHz.” The first mention of megabyte and megahertz should be spelled out, followed by (MB) or (MHz) in parentheses. After the first reference, the abbreviation may be used.

Notes, Cautions, Important Notes, Tips, and Warnings

· A “Note:” can appear at any point within a document. An author will use “Note:” to get the reader’s attention for information that supplements the main text. Sometimes a Note will be used to supply information that will only apply in a unique case, such as a limitation on the amount of available memory due to size restrictions.

· A “Caution:” is a type of Note that tells readers about a specific action that could result in losing data.

· An “Important Note:” gives the reader information that is required for the completion of a task.

· A “Tip:” gives options for techniques or procedures that are suited to specific needs, or options for alternative methods for accomplishing a task.

· A “Warning:” tells a reader that failure to take or avoid a certain action could result in physical damage to the user or the hardware.

numerals vs. words

· Spell out single-digit numbers (zero through nine) unless the number precedes a unit of measure that is not a day, week, month, or year. 

 
Examples: Five programs, one thousand, zero probability, two days, one week, five years.

· Use numerals for numbers 10 and greater, for most units of measure—including fractions and decimals—and for dimensions.
Examples: 20 User Guides, 4 feet, 6 inches; 0.25 ounce; 4 bytes; 3 by 5 card; 800 x 600 screen resolution; ¼ cup.

· Always use numerals to indicate the time of day.

Examples: 10:15 A.M., 22:45, 12 noon.

submenu

· Submenu is the correct term for the next menu that appears when a user selects a command from a primary menu.

· Use submenu instead of cascading menu, hierarchical menu, or secondary menu.
that vs. which

· Either “that” or “which” can introduce a restrictive clause. A restrictive clause is not set off by commas and gives information that makes the subject unique. For example: “I plan to use the design that Tim created for my home page.”

· “Which” introduces a nonrestrictive clause. It is set off by commas and gives additional but not necessary information about the subject. For example: “The home page, which was designed by Tim, is very colorful.”

their/there/they’re

· “Their” is the possessive form of the pronoun “they.” “They created the document,” could also be written, “This document is their creation.”

· “There” is an expletive or a false subject when used at the beginning of a sentence, An example of an expletive: “There were 12 members of the development team.” It is also used to indicate a physical place, as in, “Put the book over there.”

· “They’re” is the contraction of “they are” as in, “They’re arriving at noon.” Avoid contractions in Training Branch documentation.

utilize

Utilize means using something in a way that it is not meant to be used. In technical and business jargon, utilize has become a synonym for the clearer and more concise word “use.” Avoid utilize; choose the word “use” or another appropriate synonym instead.

1.5 Punctuation

1.5.1 Apostrophes

Apostrophes have two main functions:

1.   An apostrophe is used to form the possessive case of a noun. 

· Singular nouns become possessive when an apostrophe and the letter “s” are added, even when the word already ends in “s.”

Singular nouns as possessives:

Manager’s decision


Bill Jones’s paycheck

· Plural nouns that do not end in “s” become possessive when an apostrophe and an “s” are added.

Plural nouns as possessives:

Children’s books



Women’s accomplishments

· Plural nouns that end in “s” become possessive when only an apostrophe is added.

Plural nouns ending in “s” as possessives:

Bosses’ signatures


Cars’ engines

· The possessive case can be applied to acronyms that refer to people or companies by adding an apostrophe and an “s.”

Possessive acronyms:

GTE’s employees



OIT’s documents

· Apostrophes should not be used to form the possessive case of products or features.

Possessives of products and features:

Windows interface



Word templates

Note: NEVER add apostrophes to possessive pronouns such as its, yours, his, hers, and theirs.

2.   An apostrophe is used to show that letters or numbers are missing.

· Contractions: When letters are removed to create a contraction, an apostrophe is used to show where the missing letter(s) would be.
Examples:

Can’t (cannot)




Didn’t (did not)


Shouldn’t (should not)

It’s (it is)





Isn’t (is not)


Won’t (will not)

· Missing numbers: When known or assumed numbers are omitted, an apostrophe is used to indicate where those numbers would normally go.
Examples:

The Class of ’02



The ’98 Handbook

Note: Avoid using contractions in documentation.

1.5.2 Commas

· Use commas in a serial list of three or more items with a conjunction before the last item.  

Example: Sue brought cups, plates, forks, napkins, and sodas.

· Use a comma in a sentence when two complete thoughts are separated by a conjunction such as but, or, yet, so, for, and, or nor.

Example: Joe did not arrive, but he did call.

· Use a comma to set off an introductory dependent clause.

Example: After we receive the requirements, we can develop a plan.

· Use a comma between multiple consecutive adjectives if the word “and” is not used.

Example: It was a rainy, windy, cloudy, gloomy day.

· Use a comma to set off information that is explanatory but not critical to the meaning of the sentence.

Example: William, the experienced hiker, led the way.
· Use a comma to set off the year if it follows both the month and the day.

Example: On June 7, 2002, we left for our vacation.

· Do not use a comma when only the month and year are given.

Example: We left for Europe in June 2002.

· Use a comma to set off the name of a person you are addressing directly.

Example: “When you get home, Kathy, please call me.”

1.5.3 Semicolons

· Use a semicolon when a coordinating conjunction such as but, or, yet, so, for, and, or nor is omitted between two complete thoughts.

Example: The business sponsor approved the project; the QA team did not. 

· Use a semicolon before transitional words such as however, therefore, consequently, moreover, and accordingly because these words link two complete thoughts. Use a comma after the transitional word.

Example: John did not have a job; consequently, he could not pay his bills.

· Use a semicolon to separate a series of phrases that already contain commas.

Example: The members of the conference represented several countries: Will Smith, Wales; Matt Moore, Australia; Doris Day, USA; and Leo Sayer, Germany.

· Use a semicolon if each item in a list is a phrase but does not complete a sentence. 

    

Example: For each stage in the life cycle, the following information is presented:

· The generic order within the cycle;

· The name of the stage;

· Entry criteria for the stage;

· Exit criteria for the stage.

1.5.4 Colons

· Use a colon at the end of a phrase or sentence that introduces a list. If the list is bulleted or numbered, capitalize the first word in each item.

Example: The following are primary colors:

1.  Red

2.  Blue

3.  Yellow.
· Within a sentence, there should be only one space between a colon and the first word following it.

· If a colon is within a sentence, do not capitalize the first word following the colon unless the first word is a proper noun OR the text that follows the colon is a complete sentence. 

Examples: The following are primary colors: red, blue, and yellow.

  




Use CDs carefully: Our supply of CDs is limited.

· Use a colon to introduce a list preceded by words such as for example, following, namely, and that is.

Example: The course offered several options: for example, computer-based training, instructor-led training, and a combination of the two.

· Use a colon after the salutation in a formal business letter.

Example: Dear Mr. Wilson:
· Use a colon to separate the title from the subtitle of a book.

Example: Math 1-2-3: Counting Made Easy

· Use a colon to represent the word “to” in a ratio.

Example: 10:1

· Use a colon to separate hours, minutes, and seconds.

Example: 12:19:47 p.m.
· Do not use a colon to introduce tables, art, or sections following a procedure heading.

1.5.5 Quotation Marks

· When using quotation marks, periods and commas should always be inside the closing quotation mark. Colons and semicolons should always be outside the closing quotation mark. Question marks and exclamation marks can either be inside or outside the closing quotation marks depending on the context of the sentence.

· Use quotation marks to indicate the exact words spoken.

Example: Dave said, “Give me your time sheets.”

· Use quotation marks to indicate words or phrases introduced by expressions such as labeled, marked, signed, and titled.
Example: The package was labeled “Fragile.”

1.5.6 Parentheses

Parentheses are used to set off and reduce the importance of information that is not essential to the meaning of a sentence.

Example: “The developers (four of them) worked overtime.”

1.5.7 Dashes

Dashes are different from hyphens in both appearance and use. The em dash and the en dash are both slightly longer than a hyphen. These dashes are used to show emphasis, to set off explanatory information or sentence elements, to show an abrupt change, or to replace the word “to.” 

To insert a dash: First, set the cursor to the place in the document where the dash will be inserted. Next, on the Insert submenu, click Symbol and then click the Special Characters tab in the dialog box. Highlight the Em dash or En dash from Special Characters and click the Insert button.

· The em dash is used without spaces to set off a word or phrase within a sentence.

Example: “The managers need to determine—before the fiscal year ends—what funding is available for next year.”

· The en dash is used without spaces when replacing the word “to” between words or numbers.

Examples: “The Rome–Paris flight was late,” and  “He was gone for 15–20 minutes.”

· The en dash without a space can substitute for a minus sign to indicate negative numbers  (–78) or with a space to indicate the subtraction function in equations (87 – 24 = 63).

1.5.8 Periods

Periods are used to set something apart or to show the end of something.

· When listing sequential information, number the items in the list and use a period after the number. After the period, insert one space before the beginning of the text.

· When each entry on a list is a phrase that completes a sentence, put a period at the end of each item.

Example: Use of a clear, well-defined life cycle increases the probability that:

· Cost, schedule, and functionality will be predictable.

· The system’s performance will meet the user’s needs.

· High-quality products will be developed and maintained within budget and on time.

· Systems will be produced in a disciplined, repeatable, engineered manner.

· Risk will be accurately assessed and mitigated.

· When a list contains only one-word or two-word entries, there is no need to punctuate the entries. However, a period after the last entry indicates the end of the list. 
Example: The SDLC includes the following stages:

1.  Planning

2.  Analysis

3.  Design

4.  Development

5.  Evaluation

6.  Implementation

7.  System maintenance

8.  System retirement.

1.5.9 Hyphens

In writing, the current trend is toward less hyphenation, but there are still cases when hyphenation is necessary to make the meaning clear. Unless it serves a distinct purpose such as combining two or more words to modify another word, avoid hyphenating words whenever possible.

· Prefixes, including “pre,” “post,” and “re,” are not generally hyphenated, unless not using a hyphen would result in a confusing word (such as “re-engineer”) or if the stem word starts with a capital letter. In case of uncertainty about using a hyphen with a prefix, consult a dictionary.

· ALWAYS use a hyphen for two or more words that, as a unit, precede and modify (describe) a noun; this is called a compound adjective. ALWAYS use a hyphen for compound numerals and fractions.

Examples:

Twenty-first chapter



Copy-protected disk


One-third of the work

Computer-based instruction
80-column card



Twenty-five dollars

Floating-point decimal


Web-based training


Line-by-line scrolling

· NEVER use a hyphen between an adverb ending in “-ly” and the word it describes. An example of correct usage is “highly graphical interface”; an example of incorrect usage would be “highly-graphical interface.” 

· AVOID suspended compound adjectives, such as “first- and second-place finishes” or “one- and two-word entries.” Instead, write out both words.

Examples: “Prizes were awarded for first-place and second-place finishes.”




      
“Do not punctuate one-word or two-word entries in a list.”

2 Work Products

Standardized templates for documentation and other work products will be listed here as versions are finalized and become available.

3 Acronyms and Glossary

It is extremely important that acronyms be clearly defined in documentation so readers can understand the words those letters represent. The first time a term with an acronym is used in a document, the words must be spelled out followed by the acronym in parentheses. After the initial presentation, use the acronym by itself with no parentheses. However, if the document is large and if the subsequent reference is several chapters or sections removed from the prior one, a writer should repeat the full name and acronym.

3.1 Acronyms

BIR
Business Interface Representative

BITR
Business Information Technical Representative

BOE
Basis of Estimate

CAD
Computer-aided Design 

CAI
Computer-assisted Instruction

CASE
Computer-aided Software Engineering

CBA
Cost-benefit Analysis

CBT
Computer-based Training

CCB
Configuration Control Board

CDR
Critical Design Review

CD-ROM
Compact Disc Read-only Memory

CGM
Computer Graphics Metafile

CMI
Computer-managed Instruction

CMM
Capability Maturity Model

COTS
Commercial Off-the-Shelf 

CSTAP
Computer Security Training and Awareness Program

ELCM
Enterprise Life Cycle Methodology

GUI
Graphical User Interface

HTML
Hypertext Markup Language

HTTP
Hypertext Transport Protocol

IBT
Internet-based Training

ILT
Instructor-led Training

IMP
Investment Management Process

IRB
Investment Review Board

ISD
Instructional Systems Design

JAD
Joint Application Development

JITT
Just-in-time Training

LAN
Local Area Network

LMS
Learning Management System

MOA
Memorandum of Agreement

MOU
Memorandum of Understanding

OJT
On-the-job Training

ORR
Operational Readiness Review

PAL
Process Asset Library

PDR
Preliminary Design Review

PIR
Post-implementation Review

PIRA
Project Initiation Review and Approval

POC
Point of Contact

PR
Peer Review

PRR
Production Readiness Review

QRG
Quick Reference Guide

SAT
Systems Acceptance Testing

SDLC
Systems Development Life Cycle

SME
Subject Matter Expert

SOW
Statement of Work

TCP/IP
Transmission Control Protocol/Internet Protocol

TRB
Technical Review Board

TRC
Technology Review Committee

TRR
Test Readiness Review

URL
Uniform Resource Locator

WAN
Wide Area Network

WBS
Work Breakdown Structure

WBT
Web-based Training

WWW
World Wide Web

3.2 Glossary

alpha test

An alpha test, performed by the development team or their appointed testers, measures the functional ability of a system, ensuring that all parts of the system courseware are accessible. See also beta test and user test.

alt text

Alt text is writing that describes graphic images and other objects on Web pages. Alt text should always be used with graphics to ensure compliance with Section 508.

analysis phase

The analysis phase, the first stage of the ISD model, involves gathering and processing information to define specific tasks that users will need to be able to do their job more efficiently. Analysis then describes those user requirements in terms of a training solution that will enable users to be able to accomplish those goals.

assessment

An assessment measures learning that has taken place in relation to the stated objectives.

asynchronous learning

Asynchronous learning occurs after the original event or is delayed learning due to time or distance (e.g., a correspondence course).

audience profile

An audience profile describes the group for which a product is being developed. These profiles can include such things as age, interests, computer abilities, reasons for participating in training, and any other information perceived to be of value to the training team.

authoring

Authoring is a structured approach to developing each element of a unit of instruction.

authoring tool

An authoring tool is a software application used to produce media-based learning content.

baseline

A baseline is a set of measurements that establishes the level of performance at the time of measurement. Baselines can be used to evaluate changes in performance during and after training.  Each measure, or metric, can then become a new baseline.

behavior

A behavior is an observable and measurable activity. In training, a behavior is the primary component of an objective.

behavioral change

A behavioral change is the ability of the learner to act differently, to do new things, or to do old things in new ways. Behavioral change is the intended result of training.

best practice

A best practice evaluates what already exists, what lessons have been learned, and what should be changed or avoided to make it possible to achieve defined goals. Sometimes best practices may be copied from other successful companies.

beta test

Beta testing follows alpha testing and evaluates the content of a training course to identify its accuracy and flow. There may be multiple beta tests depending on the need for changes and their effect on development and media. Beta testing is part of the acceptance process. See also alpha test and user test.

branching

The branch taken by a learner is determined by the response given at a prior decision point. When a response such as “True” or “False” is given at a decision point, a branch is selected to move the processing in the correct direction. Branching is an instructional technique and is usually presented in the form of programmed text.

case study

A case study is a printed description of a problem situation that contains enough detail to enable the learners to recommend a solution. The learners encounter a real-life situation under the guidance of an instructor or computer in order to achieve an instructional objective. Control of the discussion is imposed by the amount of detail provided.

computer-based training

Computer-based training (CBT) consists of interactive instructional experiences between a computer and a learner; the goal is to increase skills or knowledge. CBT is often used as an all-encompassing term to describe any computer-delivered training, including multimedia CD-ROM and World Wide Web training (WWW). See also multimedia training.

content outline

A content outline organizes course material and learning objectives into course, lesson, and topic titles. Learning activities are described for each topic.

course

A course is a complete integrated series of lessons that are identified by a common title or project name. A course is part of a curriculum, pertaining to a subject, and it contains multiple lessons and topics. See also curriculum and lesson.

course map

A course map is a chart that depicts the designed sequence of events for a course.

courseware

Courseware is the medium—text, computer program, or hard copy—that contains the instructional content of the course.

cue

A cue is a signal that performance is required. An initiating cue is a signal to begin performing a task or task-performance step. An internal cue is a signal to go from one element of a task to another. A terminating cue indicates task completion.

curriculum

A curriculum is a group of training courses designed to teach a range of skills and behaviors that are useful in a particular job or that are related to a particular application. See also course and lesson.

delivery

A delivery is a method of transferring course offerings to learners. Some types of delivery are instructor-led training, technology-based training, satellite broadcast, video, video-conferencing, online laboratory, CD-ROM, and printed materials.

design

A design is a plan for the purpose of achieving a stated outcome. A design is expressed in visible form such as a sketch, storyboard, a document, or an outline. The act of designing includes working out the form or format of the desired object.

design phase

The design phase is the second stage of the ISD model. During the design phase, the learning objectives, tests, and required skills and knowledge for a task are constructed and sequenced.

design review

A design review is a technique for evaluating a proposed design to ensure that adequate resources are available to meet time deadlines. A design review will typically evaluate the design to determine if it will work, if it can be built at a reasonable cost, and if it meets the organization’s needs. SDLC stage 4 includes a preliminary design review, which is mandatory for all projects.

development phase

The development phase is the third stage of the ISD model. During the development phase, the instructional materials are created and validated.

discovery learning

Discovery learning is learning that occurs without assistance, usually in a controlled environment and under supervision.

distance learning

In its most common historical form, distance learning refers to a broadcast of a lecture to distant locations, usually through video presentations. More recently, distance learning has become a telecommunications-based instructional system that evolved from the open learning movement that was used to overcome geographical or "place-based" learning.

distracter

In testing, distracters are incorrect answers that are provided as choices in matching or multiple choice test items.

efficiency

Efficiency is the measure of how well someone or something is performing relative to expectations. Efficiency can often be expressed as a percentage or ratio of the actual output relative to the standard output expected.

effective

Something is effective if it produces a decided, decisive, or desired result (effect). If something is effective, its behaviors can be measured against the objectives or desired results and then the results can be quantified. Example: The new system is more effective than the old system because it produces results in one-half the time.

e-learning

E-learning covers a wide set of distance-learning applications and processes such as Web-based training, computer-based learning, virtual classrooms, and digital collaboration. It includes the delivery of instructional content via Internet, intranet, extranet, audiotape, videotape, video-conferencing, satellite broadcast, and CD-ROM.

enabling objective

An enabling objective is one that describes what learners must be able to do in order to accomplish the terminal objective(s).

EPSS

Electronic Performance Support System is an electronic system that provides on-demand access to information, learning experiences, and tools to enable a high level of job performance with a minimum of support from other people.

evaluation phase

The evaluation phase is the fifth stage of the ISD model. The purpose of the evaluation phase is to determine the value or validity of the instructional program. Evaluation is, in reality, a continuing process throughout the life cycle of the project.

experiential learning

Experiential learning occurs when a learning activity having a behavioral-based hierarchy allows the student to experience and practice job-related tasks and functions during a training session. Any learning based on experiencing, doing, exploring, and even living can be termed experiential.

feedback

Feedback is information given to training developers, instructors, and learners that indicates the results of the learners’ actions or their level of success.

front-end analysis

Front-end analysis is part of the first phase of the ISD process in which a job is analyzed, tasks are selected for training, task performance measures are constructed, existing courses are reviewed, and the instructional setting is tentatively determined.

goal-based scenario

A goal-based scenario is a guided simulation in which the learner is expected to complete realistic tasks in order to achieve a defined performance goal. The tasks as well as the goal reflect the learner’s on-the-job activities as closely as possible.

guided simulation

A guided simulation is an activity in which learners receive coaching or feedback during that activity. As learners progress through the simulation, they receive instructions and are allowed to review information to help them complete the activity. Guided simulations typically precede unguided simulations.

hybrid delivery

In multimedia training, hybrid delivery is the use of a network (Internet/intranet) combined with CD-ROM delivery, where student login, bookmarks, records, program files, and text are stored centrally on a server for easy access and updates. High bandwidth media like audio and video are accessed from a CD-ROM for better performance.

implementation phase

The implementation phase is the fourth stage of the ISD model. During the implementation phase, the instructional materials developed for the training are delivered to the learners. In the case of WBT, this phase also includes internal QA testing as well as production and operational readiness activities.

instruction

Instruction is the delivery of information to empower learning, the process by which knowledge and skills are transferred to students. Instruction applies to both training and education.

instructional goals

Instructional goals are clear statements of behavior that learners are to demonstrate as a result of instruction.

instructional systems design

Instructional Systems Design (ISD) is a formal process for producing all types of training. The ISD model includes five phases: analysis, design, development, implementation, and evaluation.

instructional design

Instructional design is a plan that has the goal of creating learning activities that will result in changes in the knowledge, behavior, and attitudes of learners. A standard process of design is used so it can be reproduced to achieve consistent and measurable results for continuous process improvement. Some courseware aspects of instructional design include learning styles, question strategy, level of interaction, reinforcement, and branching complexity.

interactive

The interactive process consists of continuing communication between the user and the computer; whenever the user enters responses, the computer responds with new presentations of information.

introduction

An introduction is designed to establish a common ground between the presenter and students, to capture and hold attention, to outline the lesson and relate it to the overall course, to point out benefits to the student, and to lead the student into the body of the lesson. An introduction usually contains an attention step, motivation steps, and a course or lesson overview.

ISD model

The ISD model is an industry-standard design process to create training that has observable and measurable results. The ISD model uses an exploratory problem-solving technique that includes evaluation and feedback to improve performance. The ISD model is composed of five phases: analysis, design, development, implementation (delivery), and evaluation. See also rapid prototyping design.

job analysis

A job analysis is accomplished by gathering task activities and requirements through observation, interviews, or other recording activities. A job analysis breaks down the complexity of a person's job into logical parts such as duties and tasks, and identifies and organizes the knowledge, skills, and attitudes required to correctly perform the job.

job-aid

A job-aid is an easy-to-carry summary of a procedure that workers can use on the job to aid transfer of learning. A job-aid is often paper-based and posted on the wall in plain sight or in a small reference notebook.

just-in-time training

Just-in-time training (JITT) is training that is always available so learners can receive training whenever they need it instead of waiting for scheduled instructional sessions. JITT can be paper-based (QRG) or electronic (a “Help” button within an application), but its purpose is to teach a user how to do a particular function at the time it is needed.

knowledge

Knowledge is the sum of what is known, consisting of a body of truths, principles, and information. Knowledge can also be specific information required for a learner to develop the skills and attitudes for effective accomplishment of jobs, duties, and tasks.

knowledge assessment

Knowledge assessment is a needs analysis technique used to discover the target audience’s depth of knowledge on a subject to be taught. With the help of Subject Matter Experts, test items are constructed and administered to novices and experts to determine the gap between the "need to know" and the "don't know." These questions can also help discover the "nice to know" that many experts do not readily have at their command. The resulting test items will also serve as excellent pretests and posttests for the related training.

knowledge management

Knowledge management involves capturing, organizing, and storing knowledge and experiences of individual workers and groups within an organization and making that knowledge available to others in the organization. The information can be stored in a special database called a knowledge base, and its purpose is to enhance organizational performance. Two current types of knowledge management systems are:

1.  Documenting individual knowledge and disseminating it through hard copies or through access to a database; and

2.  Using such tools as groupware, e-mail, and the Internet to communicate information.

knowledge structures

The three types of knowledge structures are declarative, procedural, and strategic.

1.  Declarative knowledge tells us why things work the way they do, or that an object or thing has a particular name or location. It includes information about the concepts and elements in the domain and the relationships between them.

2.  Procedural knowledge tells how to perform a given task. It contains the discrete steps or actions to be taken and the available alternatives when performing a given task. With practice, procedural knowledge can become an automatic process, thus allowing people to perform tasks without conscious awareness.

3.  Strategic knowledge is composed of information that is the basis of problem solving, such as action plans to meet specific goals, knowledge of the context in which procedures should be implemented, actions to be taken if a proposed solution fails, and how to respond if necessary information is absent.

learning

Learning is a relatively permanent change in behavioral potentiality that can be measured. Learning occurs as a result of knowledge transfer and includes gaining knowledge, skills, and developing new behaviors through study, instruction, and experience.

learning activities

Learning activities are events that are intended to promote knowledge transfer.

learning management system

A learning management system (LMS) is an infrastructure platform through which learning content is delivered and managed. An LMS is a combination of software tools that perform a variety of functions related to online and offline training administration and performance management.

learning object

A learning object is a reusable body of information that is media independent. It is the smallest unit of instruction. A learning object is a self-contained learning activity that is linked to a single learning objective and to at least one assessment question.

learning objective

A learning objective is a specific statement of what learners will be able to do when they complete an instructional activity. Learning objectives are also referred to as performance, instructional, or behavioral objectives.

learning style

A learning style is a particular student’s consistent way of responding to and using stimuli in the context of learning. It is a composite of the cognitive, affective, and physiological factors that serve as relatively stable indicators of how a learner perceives, interacts with, and responds to the learning environment. Included in a learning style are perceptual modalities, information processing styles, and personality patterns.

learning style preference

A learning style preference defines the preferred method of learning for an individual. The three main categories of learning style preferences are:

1.  Visual learners gain knowledge best by seeing or reading.

2.  Auditory learners gain knowledge best by listening.

3.  Kinesthetic learners gain knowledge best by touching, moving, and doing.

lesson

A lesson is a portion of a course that contains multiple topics with learning objectives and information to be imparted to the student. See also curriculum and course.

measurement

A measurement is the interpretation of a tool used to provide feedback to the learner and the trainer. Measurements attempt to define where the learner is in relation to the training goals or objectives.

model

A model is a standard or pattern to be followed.  It is often represented visually as a diagram, flowchart, or template.

module

A module is a stand-alone instructional unit that is designed to satisfy one or more learning objectives. It is a separate component complete within itself that can be taught, measured, and evaluated for a change, or it can be bypassed as a whole. A module can be interchangeable with other modules and used for assembly into units of different size, complexity, or function. A module consists of one or more lessons.

motif (GUI)

The motif of a graphical user interface (GUI) defines its look or style. Examples of motif are (1) architectural abstract, modern with a casual, bright, colorful style, and (2) traditional dignified, brass-and-mahogany look.

multimedia training

Media for training purposes can be defined as visual or auditory training materials delivered in a variety of ways. Multimedia training is a system that incorporates more than one type of instructional media and may use more than one type of delivery system.

multiple learning paths

Multiple learning paths are instructional tools used to help a learner determine progress on the road to mastering knowledge. With multiple learning paths, each choice by the learner leads to a different outcome and different feedback. It is up to the learner to find the correct path. Choices can be correct, partially correct, or incorrect. Multiple learning paths are usually restricted to two or three levels.

navigation

Navigation is the movement of the selection device (e.g., cursor, arrow) as a way of interacting with the system to advance through a training course. Navigation controls are typically a series of buttons or icons, usually with brief directions attached.

needs analysis

A needs analysis is a formal inquiry to determine the difference between current and desired performance. A needs analysis may use many data-gathering techniques to discover needs expressed by management, job performance analysts, the target audience, or Subject Matter Experts.

objective

In training, an objective is a specific defined ability or accomplishment that a learner gains as a result of instructional activity.

peer review

Peer review is a process conducted by the Training Branch staff to identify content and technical errors. Activities can include documentation and content review, code review, code testing, and functional testing to make sure that the results of development efforts are reliable.

performance analysis

A performance analysis is a process applied to the study of the behavior of individuals or organizations to determine the use of appropriate techniques to improve performance. Results of the performance analysis can be used to identify training solutions.

performance-based instruction

Performance-based instruction develops learner performance proficiency by way of task-based learning objectives written with an action verb. 

performance objective

A performance objective is a statement of the conditions, the learner's behavior (action), and the standard for successful completion. A performance objective can be a criterion for prescribing the desired learner performance.

postproduction

Postproduction refers to the processing of video or audio after it has been recorded. Post-production includes video editing, sound editing, synchronization, mixing, and special effects. The result of the postproduction process is a master tape. See also production.

posttest

A posttest is administered after a learning activity to evaluate the level of a learner’s knowledge or skill.

practice

Practice is repeated and systematic performance to gain proficiency using the psychomotor, cognitive, and affective skills acquired in the training phase. Initial practice occurs while the student is acquiring skills; proficiency practice occurs at intervals after training so that the skills may be refreshed. Practice enables the student to perform the job proficiently.

pretest

A pretest is administered before a learning activity to evaluate the level of a learner’s current knowledge or skill.

process

A process is a planned series of actions that advances a material or procedure from one stage of completion to the next within a system. A system generally has several processes in it. A process always has input(s) and output(s). See also system.

production

Production is the creation of visual and audio elements. Production includes filming or taping, creating graphics, shooting stills, and recording sound. See also postproduction.

proficiency

Proficiency is the ability to perform a specific behavior to the level of the established performance standard in order to demonstrate mastery of the behavior.

prompt

A prompt is a word or signal that initiates or guides behavior. See also cue.

prompted simulation

A prompted simulation involves the student being cued and guided through a procedure, provided with remediation when necessary, given explanations, and otherwise helped as required.

prototype

A prototype is an early sample of a training course that is developed to gain sponsor approval of the general direction and functionality of a course.

rapid prototyping design

With rapid prototyping design, a series of small prototypes and usability tests are evaluated to model the most effective strategy for a training course. This process saves development time on training programs that address new issues or where the content is unknown. This design model is a variation of the ISD model that stresses the importance of iterative analysis and evaluation early in the design process for proof of concept. See also ISD Model.

reliable

Something that is reliable gives consistent results in repeated attempts or trials; it is dependable. Examples: (1) The figures are reliable because they report almost the same percentage each month. (2) Because the results consistently fall within the accepted margin of error, the test scores are considered reliable.

remediation

Remediation is a process that provides supplemental course materials in order to correct learners’ understandings or to reinforce learning objectives.

response

A response is any behavior that results from a stimulus or stimuli. In instruction, a response designates a wide variety of behaviors that may involve, for example, speaking a single word, selecting among alternatives, solving a complex problem, or manipulating buttons or keys.

scope

Scope defines the boundaries of a project, describing what is included and what is not included.

self-paced training

Self-paced training is learning that is initiated and directed by the learner. This type of learning does not require scheduling, it can provide a consistent message, and it can be widely distributed.

simulation

A simulation is any representation or imitation of reality that is an instructional strategy used to teach problem solving, procedures, or operations by immersing learners in situations resembling reality. The learners actions can be analyzed, feedback about specific errors provided, and performance can be scored. Simulations provide safe environments for users to practice real-world skills and can be especially important in situations where real errors would be too dangerous or too expensive.

situational awareness

Situational awareness is person’s level of understanding under certain circumstances. Situational awareness requires a depth and breadth of personal understanding.

skill

A skill is the ability to perform a psychomotor or intellectual activity that contributes to the effective performance of a job task.

soft skills

Soft skills are abilities needed to perform jobs in which job requirements are defined in terms of expected outcomes, but the process to achieve the outcomes may vary widely. Soft skills are often required in areas of performance that do not have definite beginnings and endings (e.g., counseling, supervising, managing).

standards

A standard is an established norm against which measurements are compared. Standards describe the criteria for levels of performance that must be attained for successful completion or mastery. A standard can be the time allowed to perform a task, including the quality and quantity of work to be produced.

storyboard

A storyboard is a tool produced by the designer for the developer to use in constructing computer-based training and printed courseware. Storyboards show what is on each screen, including such elements as images, animation, movie segments, sound, text, and navigational paths.

Subject Matter Expert

A Subject Matter Expert (SME) is a person knowledgeable about content and use of a system for which training is requested. An SME works with the requirements analysts and the instructional design team to ensure the accuracy of information in a course.

system

A system is a set of concepts or parts that must work together to perform a particular function. An organization is a system or a collection of systems. Every job in an organization is used by a system to produce a product or service. The product or service is the means by which an organization supports itself. There are four inputs necessary in every system to produce an output (product or service): people, material, technology, and time. See also process.

system testing

System testing is performed by an independent agent and includes two or more blocks of instructions executing on the targeted hardware platform. The goal of system testing is to ensure that the courseware is ready for user acceptance testing.

task

A task is the smallest essential part of a job; it is a unit of work activity that is a logical and necessary action in the performance of a job. A task has an identifiable start and end point, and it results in a measurable accomplishment or product.

task analysis

Task analysis involves taking the smallest essential part of a job—the task—and breaking it down into its subtasks. The purpose is to get to the basic learning objectives that must be accomplished for the learner to improve his or her performance. Gathering this information may involve observation and careful interviewing of both expert and novice.

template

A template is a prebuilt element that can be used and reused in projects to speed up the development process.

terminal objective

A terminal objective describes what learners will be able to do at the end of their training. It is the end result of two or more enabling objectives.

test

A test is a device or technique used to measure the performance, skill level, or knowledge of a learner on a specific subject matter. It usually involves quantification of results, i.e., a number that represents an ability or characteristic of the skills or knowledge of the person being tested.

training

Training is instruction in performance of specified skills.

training project

A training project is an instructional endeavor in the workplace and has specific objectives to be met within prescribed time and monetary limitations.

treatment

Treatment is the written description of a training project, including the storyline (if there is one), the look and feel, how it will work (course flow), and what the broad objectives are and how they will be achieved.

tutorial

A tutorial is an instructional activity in which information is presented or a skill is modeled for a learner who is taught how to use this knowledge or skill. Tutorials are effective for presenting facts, rules, principles, or strategies. Practice and assessment typically follow a tutorial, but these activities may be considered separate from the tutorial.

user test

A user test is a trial of training courseware with the users being part of the actual target audience. The purpose of the user test is to validate the learning objectives and usability of the training program; the user test is part of the evaluation process. See also alpha test and beta test.

unguided simulation

Unguided simulation is essentially discovery learning simulation in which learners receive no coaching or feedback until after the simulation ends. Unguided simulations typically follow guided simulations.

Uniform Resource Locator

A Uniform Resource Locator (URL) is an Internet address used to locate a specified resource on the intranet or the Internet.

valid

If something is valid, it performs as designed according to defined objectives; in other words, it does what it was created to do. Example: The test was created to measure students’ mastery of Windows XP. Pretest and posttest results indicate a measurable increase in ability to use Windows XP, so the test is valid.

Web-based training

Web-based training (WBT) is delivered over public or private computer networks and displayed by a Web browser. WBT is not just downloaded CBT, but rather on-demand training stored in a server and accessed across a network. WBT can be updated very rapidly, and the training provider can control access to the training.
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