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The goal of a set of instructions is to enable readers
to take charge of the situation and accomplish
whatever it is that they need to do. 

Introduction

◗ Tell the end goal of the instructions (or do that in
the title).

◗ Define any terms the readers might not know; if
necessary, explain the level of knowledge you ex-
pect.

◗ List tools they must have or conditions to be
aware of.

Body Steps

◗ Explain one action at a time.

◗ Tell the readers what they need to know to do 
the step, including warnings, special conditions,
and any “good enough” criteria that allow
them to judge whether they have done the step
correctly.

Format

◗ Use clear heads.

◗ Number each step. 

◗ Provide visuals that are big enough, clear enough,
and near enough (usually directly under or next
to) the appropriate text. 

◗ Use lots of white space that clearly indicates the
main and the subordinate sections. 

◗ Write the goal at the “top” of the section—so the
readers can skip the rest if they already know how
to do that.

Tone

◗ Be definite. Make each order explicit. If the moni-
tor “must be placed on top of the CPU,” don’t say
“should.” 

◗ Discover what readers feel is arbitrary by asking
them in a field test.

Chapter 11 in a Nutshell

Planning the Set of Instructions

Globalization and Instructions

Writing the Set of Instructions

Field-Testing Instructions

Chapter 11 
In a Nutshell

Sets of Instructions

Chapter
Contents

3000_H/M_Riordan 11Sec2  10/13/04  1:46 PM  Page 262




