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Writing Balloon Help




1. Be complete and concise




1. Be complete and concise

« Avoid long balloons



1. Be complete and concise

* Avoid long balloons
e Don’t repeat the obvious



1. Be complete and concise

* Avoid long balloons
e Don't repeat the obvious

Eate of Insertion
Faint Blinking

“To add color to the
desktop pattern, click
acolor box and then
click or drag on the
magnified desktop.”



2. Answer guestions

e What isthis?
 \What does this do?
 \What happens when | click this?




3. Group controls




3. Group controls

* Provide overall description



3. Group controls

* Provide overall description
e Avoid crowding



3. Group controls

* Provide overall description
e Avoid crowding

“Click one of these
buttons to determine
how far the pointer
— will moverelative to
tiutsiidl  how far you move the

Mouze Tracking

@ a8

(Tablet)




4. Name objectsthat users must learn

Rate of Insertion
FPaint Blinking

“To cycle through the
available desktop
patterns, click the
arrows. When you
see a pattern you like,
click it to seeit
displayed on the
desktop.”



File Edit Uiew Label S%Sandose

sS[[&————= Brown-Harpo

Marne Size Kind

[ Bubbles 2.0 152K  document
0O Bubbles Doc 6.1 2k docurnent
O days docurnent

Trouble

& CriskCopy application
T O bone folder
” O Finances folder
0 (3 Fun folder
O Healthy systern test dacurnent
O healthy sy=stern title docurnent

O Help lssues dacurnent

Size Box

. Ermpty Folder
Ta change the height and

width of the window , drag

the size bow. %
=l

Printer shots=

Trash



5. Usethe active voice, goal first




5. Usethe active voice, goal first

To change the height and width of
the window



5. Usethe active voice, goal first

To change the height and width of
the window

Action: Drag the size box



5. Usethe active voice, goal first

To change the height and width of
the window

Action: Drag the size box

To close the window



5. Usethe active voice, goal first

To change the height and width of
the window

Action: Drag the size box

To close the window
Action: Click here



6. Use non-technical terms and
standard phrases




6. Use non-technical terms and
standard phrases

e Click vs. Click on buttons



6. Use non-technical terms and
standard phrases

e Click vs. Click on buttons
 Not avallable vs. dimmed



6. Use non-technical terms and
standard phrases

e Click vs. Click on buttons
 Not avallable vs. dmmed
e Activevs. frontmost window



/. Maintain consistent syntax




/. Maintain consistent syntax

- Thiz iz a control panel.
e X ;
I S a o custornize part of
I_ QuF =h

“Thisisacontrol
panel. To customize
part of your
Macintosh system,
open this document.”



/. Maintain consistent syntax

e X iSa
 Goal + action

To -::h.ange the hE"il;lh‘t and
width of the window , drag
the size box.

“Size Box

To change the height
and width of the
window, drag the size
box.”



/. Maintain consistent syntax

J X |S a New Folder EN N ——
[ Goal + aCti On o calle ""EF:E'*-'J I.-'-:-ln:I-:ur'_.""
e [tem name + verb

wray
Make Alias

Find Again

Page Setup...
Print Windowr...




Summary

e Be complete and concise

e Answer users guestions

« Group controls

« Name objects users must learn

e Use active voice, goal first

e Use non-technical terms, standard phrases
e Maintain consistent syntax



The Power to be your best



