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Preface

The Digital Style Guide is a complete guide to style for creating technical user
information that conforms to Digital guidelines. Digital Equipment Corporation
developed these guidelines to meet several needs:

The information development groups within Digital needed a single pri-
mary source for style guidelines to ensure consistency within a distributed,
heterogeneous environment. Over the years, different groups had developed
different style guidelines to ensure consistency within certain product
groups. However, the increased integration and complexity of the informa-
tion environment requires consistency across all the corporation’s technical
information.

The industry move towards open systems means increased sharing of infor-
mation with other companies, standards bodies, and so on, which increases
the need for standardization. Digital recognized the need to provide its
partners with style guidelines to promote consistency across all shared
information. Adherence to the style guide helps to ensure that your techni-
cal information is consistent with Digital’s user information in style, organ-
ization, and terminology.

These guidelines address topics of particular concern to Digital’s information
community over the years. A group of experts representing different organiza-
tions developed the guidelines using style guides existing within the company
as well as standard reference works.

Use this guide as your authority on Digital style. If the information you need is
not in this guide, then check the following sources:

The Chicago Manual of Style. Chicago: The University of Chicago Press,
latest edition.

Webster’s New Collegiate Dictionary. Springfield, MA: G. & C. Merriam,
latest edition (for example, Webster’s Ninth New Collegiate Dictionary).
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e Skillin, Marjorie E. Words into T'ype. Third edition. Englewood Cliffs, NdJ:
Prentice-Hall, Inc., 1974. ~

e Strunk, William, Jr. and E.B. White. The Elements of Style. NY: Macmillan
Publishing Co., Inc., 1979.

This guide contains information relevant to internationalization and transla-
tion. For a detailed discussion of these topics, see the following books:

¢ Corporate User Publications Group. Digital Guide to Developing Interna-
tional Software. Bedford, MA: Digital Press, 1991.

¢ Jones, Scott, Cynthia Kennelly, Claudia Mueller, Marcia Sweezey, Bill
Thomas, and Lydia Velez. Developing International User Information.
Bedford, MA: Digital Press, 1992.

The guide also contains guidelines specific to publications developed for multi-
ple platforms, the combination of hardware, operating, and windowing systems.

This guide is intended to be used in conjunction with The Digital Technical
Documentation Handbook, which describes the process of creating technical
user information at Digital and provides techniques for developing high-quality

information. The Digital Technical Documentation Handbook is available
through Digital Press.

Audience
This guide has two major audiences:
¢ The technical publications community of Digital Equipment Corporation

¢ Third-party partners of Digital, other Digital customers, and those working
with open systems

In addition, universities and colleges may use these guidelines as a case study
in standardization within a company.

Structure of This Guide
The style guide is divided into three parts and an index.

* Part I summarizes the major points of good technical style.

* Part II discusses a wide variety of style topics, arranged alphabetically.
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* Part III lists symbols, abbreviations and acronyms, and other terms com-
monly used in Digital technical information.

* The index is a reference to the terms and topics in Part I and Part II. The
index also contains entries for the terms in Part III with usage notes.

Conventions

This book uses the following conventions:

Conventions

Convention

Description

italic type

boldface type

monospace type

dashes

nn nnn.nnn nn

Horizontal ellipsis points indicate the omission of
material from an example. The information is omit-
ted because it is not important to the topic being dis-
cussed.

Vertical ellipsis points indicate the omission of
information from an example or command format.
The information is omitted because it is not impor-
tant to the topic being discussed.

Italic type sets off references to terms used as or
singled out as terms and indicates the complete
titles of manuals. In the index, italic type also sig-
nals cross-references.

Boldface type indicates topics discussed elsewhere
in the text.

Monospace type sets off examples.

In examples, a hyphen indicates both a hyphen and
an en dash, and two hyphens indicate an em dash.
For example:

The length does not change -- even if the line spac-
ing changes.

The version number is 4.2-1.

In text, — signifies an en dash, and — signifies an
em dash.

A space character separates groups of 3 digits in
numerals with 5 or more digits. For example, 10 000
equals ten thousand.

Preface xi



Xii

n.nn A period in numerals signals the decimal point indi-
cator. For example, 1.75 equals one and three-
fourths.

Open VMS™ gystems Refers to OpenVMS AXP systems and OpenVMS
VAX™ gystems unless otherwise specified.

This guide also uses the following terms:

multiplatform A documentation set containing at least one
documentation book developed for use on more than one platform
multiplatform A product that has very similar versions for more
product than one platform

Acknowledgments

We could not have developed these guidelines without the work of many indivi-
duals who identified issues over the years, debated them, and created the style
guidelines that are the basis of this book. Many people volunteered their time
over and above their regular work because they knew that helping to ensure
consistency was the right thing to do. Such labors of love were often unrecog-
nized. Unfortunately, the number of people who made such contributions is too
large for individual recognition here. However, we realize the debt we owe and
thank all of you.

We would also like to thank Fern Reiss, who, as the initial project leader, coor-
dinated the work that began this book. Thanks also go to the management of
the different groups for allowing us to devote the time needed to this project.
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Part

Overview of Basic Style Elements

This part summarizes the major points of good technical style:
* Organizing material clearly
¢ (Creating readable sentences

* Choosing effective words






Good technical writing is no different from good expository prose. It is clear,
concise, and accurate. Part II is an alphabetic reference to guidelines for
particular style topics. This part is an overview of the elements of effective
writing:

e Organizing material clearly
¢ Creating readable sentences
* Choosing effective words

Following all the guidelines cannot ensure that your information is a model
of clarity and vitality. However, it can ensure that you think about the
relationship between your material, your audience, and the language you use;
that careful thought is the key to effective writing.

1 Organizing Your Information

Knowing your audience and your purpose determines how you organize your
information. The quality of the organization depends on how well you plan
your material and keep to that plan.

But organization means more than writing an outline for a book and following
the outline. It also means thinking about each module or paragraph of
information.

* Have a clear topic for each paragraph, and keep to a single topic within
each paragraph.

¢ State the topic early in the paragraph.

¢ Know what you are trying to do in each paragraph and section, and follow
a rhetorical pattern that fits the purpose. For example, in giving directions,
place information in the order that the user must follow. In analyzing an
operation, start with the whole and then discuss the parts.

¢ Use transitional words and phrases to connect sentences within a
paragraph. These connections show the user how the information is
related.

*  Summarize difficult concepts for emphasis.

Think before you write. Know what you want to say in each sentence and
paragraph before you write it.
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2 Creating Readable Sentences

Writing for a technical audience is no excuse for unclear, overly complex
sentences. You can use simple sentence structures and straightforward
language for the most complex topics.

What does simple sentence structure mean? There are many studies of the
effect of sentence and word length on readability. Different experts have
proposed different measures of readability, and other studies have disputed
the results. However, the length and complexity of your sentences clearly can
affect the readability of your text. The longer your sentences are, the more
ideas the user must absorb.

Use the following guidelines to reduce sentence complexity:
e TUse the present tense of verbs.

¢ TUse the active voice of verbs whenever possible. Use the passive voice
when the subject is unknown, unimportant, or assumed.

¢ Use the imperative mood for procedures.
e Use vertical lists for procedures with multiple steps.

e Use declarative sentences in the pattern subject-verb-complement for
statements of fact. This pattern is particularly important for long
sentences so that the relationship between sentence elements is clear to
the user.

e Use parallelism to make long sentences clearer.
* TUse tables and figures to enhance text or instead of text.

* Be aware of the average length of your sentences. You do not have to count
each word in each sentence, but examine your sentences as you write or
read. If your sentences are consistently over 25 words, you may be using
too complex a style. You can then ask your reviewers to look at the style or
do simple usability tests to ensure that users can use the information.

However, do not confuse simplicity with simplistic writing; do not patronize
your audience. Avoid using a conversational tone in your documentation. Do
not use words such as actually, basically, easy, simply, and just. Although they
may seem to make the text more friendly, these words indicate a subjective
judgment and are often meaningless.
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3 Choosing Effective Words

Poor choice of words can sabotage the best of ideas. Technical information is
often made more complex than needed because of:

¢  Weak or abstract words

¢ Redundancy

* Deadwood

Use the following guidelines to avoid verbosity:

* Do not use long strings of adjectives. They are difficult to follow and may
lead to misinterpretation.

¢ Place modifiers carefully to ensure the precise meaning of a sentence.

* Avoid unnecessary modifiers. For example, you can usually omit the
following modifiers without a loss of meaning:

actively actual appropriate
associated currently existing
fairly much properly
quite rather several
simply suitable very

e Avoid words and phrases that add nothing to the meaning of your sentence.
For example, the italicized words are redundant in the following phrases:

absolutely essential
few in number
adequate enough
advance planning
fuse together

The following list shows complex phrases that you can shorten:

Complex Simple
a large proportion of many
all of the all

are designed to be are

at the rate of at

at the present time now
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Complex Simple

by means of by
despite the fact that although
for a period of for

for the most part mainly
in an area where where
in an effort to to

in conjunction with with
in order to to
involve the use of use

it is clear that clearly
prior to before

e Use simple words instead of complex words. For example:

Complex Simple
additional added
assistance aid, help
commence start, begin
demonstrate show
employ use
illustrate show
initial first
initiate start, begin
locate find
provide give
terminate end, finish
utilize use

Complex words sometimes give the most precise meaning. But if a simple
word is just as precise, then use it.
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Style Elements from A to Z

This part is an alphabetic reference to guidelines for particular style topics.






abbreviations and acronyms

An abbreviation is a shortened form of a word or phrase that replaces the
word or phrase. For example, f¢ is the abbreviation for foot, and r/min is the
abbreviation for revolutions per minute. An acronym is a word formed from
the initial letters or syllables of a compound term and can be pronounced as a
word; in contrast, abbreviations are formed from a set of letters and usually
can be pronounced only as separate letters. For example, contrast the acronym
COBOL with the abbreviation CPU.

Use the following guidelines for abbreviations and acronyms:

Use abbreviations and acronyms carefully. They are easy to misinterpret
and can thus cause problems in translation. In addition, users may
encounter an abbreviation or acronym after its definition and must then
search through previous pages or screens to find the meaning.

Avoid creating new abbreviations or acronyms. They may have negative
connotations in different languages.

The first time you use an abbreviation or acronym in text, spell out the
name and follow it with the abbreviation or acronym in parentheses. For
example:

The account number you are given is called a project-programmer
number (PPN).

Define acronyms in the glossary.

However, if an acronym or abbreviation is a trademark, do not spell out the
name. See trademarks and service marks for more information.

Many product names are acronyms for longer phrases that describe the
product. The derivation of the acronym may be of little importance to
the user, or the acronym may be so commonly used that its expansion
is unnecessary, such as BASIC® or FORTRAN. In this case, omit the
descriptive definition.

Abbreviations and acronyms are acceptable in examples, figures, footnotes,
and tables provided that you have explained them fully in the preceding
text.

Do not use abbreviations in chapter and section titles. Use acronyms in
chapter and section titles carefully. When you use an acronym in a title,
define it in the text that follows. In later occurrences, use the acronym.

Do not begin a sentence with an abbreviation. You may use acronyms to
start sentences if you have explained them fully in the preceding text.
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abbreviations and acronyms

* Do not use the abbreviations of Latin expressions such as e.g., etc.

* Form plurals of abbreviations and acronyms by adding a lowercase s. For
example:

ACLs OEMs PCs ROMs
Plural abbreviations of units of measurement are exceptions to this

guideline. Singular and plural abbreviations of units of measurement
are identical.

11b 10 1b
1h 20 h
1 km 4 km

* The abbreviation K can mean either 1024 (a binary thousand) or the kelvin
temperature unit. The difference between these two uses of K is usually
clear in context.

For proper operation, a superconducting board with 256K bytes of
memory must be cooled to a temperature of 5 K.

International standards require the use of lowercase % as the abbreviation
for kilo, a metric thousand (1000).

* Use the following abbreviations:

Term Abbreviation
Kilobyte kB (k = metric multiplier)
nK bytes (K = binary multiplier)
Megabit Mb
Megabyte MB

* In most cases, insert a space between a number and an abbreviation. For
example:

35 mm 6 kHz 6 ft 5 K (temperature)

However, if K (kilo-), M (mega-), or G (giga-) represents a binary multiplier
(219, 220, or 230), place the abbreviation with the number. For example:
A 256K byte memory module

A 4M bit memory chip
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abbreviations and acronyms

If k, M, or G represents a metric multiplier, place the abbreviation with the
unit of measurement. For example:

A 300 kB disk drive (300 000 bytes)
A 10 Mb/s Ethernet (10 million bits)
Do not use periods with abbreviations for units of measurement. If the

abbreviation may be confused with another word (for example, in for inch),
do not use the abbreviation.

Spell acronyms without periods or intervening spaces.

Use the accepted spelling for acronyms. Most acronyms use uppercase
letters, but some, particularly product names, may use a mix of upper- and
lowercase letters.

Do not capitalize the letters of the acronym in the spelled-out version
unless their capitalization is required.

Use

data exchange control (DXC)
format output specification instance (FOSI)
Institute of Electrical and Electronics Engineers (IEEE)

Do not use

Data eXchange Control (DXC)
Format Output Specification Instance (FOSI)

When using abbreviations or symbols in a series with three or more items,
place the abbreviation or symbol for a unit of measurement at the end of
the series. For example:

1200, 1400, or 1600 MHz

If there are only two items in a series, repeat the abbreviation or symbol
for a unit of measurement. For example:

3°C to 5°C

10 ft by 12 ft

When specifying product requirements, use the metric units first, followed
by the U.S. equivalent in parentheses. For example:

Binding Method Recommended Gutter
Unbound books inserted into vinyl binders 19.1 mm (3/4 inch)
Bound books that will not be drilled for 15.9 mm (5/8 inch)

insertion onto the rings in vinyl binders

Avoid examples that require an alphabetically ordered list of abbreviations
or acronyms to convey meaning.

Style Elements from Ato Z 11



abbreviations and acronyms

Do not use

The following abbreviations are used to refer to color in the
mechanical drawings:

BLK black
BLU blue
BRZ bronze
BRN  brown
GY gray
GRN green

This type of list can cause translation difficulties because the translated
list elements will probably not be in alphabetical order. If you cannot avoid
using an alphabetically ordered list, include a comment in the source file
indicating the purpose of the example so that the translators can design an
example that is appropriate for their country.

* Do not use acronyms or abbreviations as verbs.
Use

You can move the bit with the MOV command.

Do not use
You can MOV the bit to. ...

See also Latin expressions, measurement, units of, and trademarks and
service marks, as well as Part III.

above and below

Do not use above and below, earlier, preceding, or later as pointers to
information in text. Where possible, use specific cross-references, as in See
Table 3-1. If you cannot make specific cross-references, use previous and
following.

See also cross-references.
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addresses

addresses

Do not use addresses for service or support organizations in your documenta-
tion. This information must be updated frequently and is usually valid only in
the originating country. If the document is distributed in other countries, the
information is usually not correct for those countries.

If a funder requires this information, isolate the material by including it in
a separate document, such as a reference card, or in an appendix. In the
source file, indicate the purpose of the information so that the distributing
organization can change the information if needed.

adjectives, strings of

Do not use long strings of adjectives. A string of adjectives is difficult to follow
and may lead to misinterpretation. The following sentence becomes clearer
(and the hyphenation problem disappears) with the use of a wider variety of
parts of speech:

Use

Four constants partition the range of the function; these
constants depend on data type.

Do not use

Four data-type-dependent constants partition the range of the function.

Avoid using the words easy, just, simply, very, and so on, which are often empty
modifiers.

See also modifiers.

affect and effect

Affect as a verb means to influence, change, or have an effect on. For example:
Even minor changes affect the performance of the database.

Effect as a verb means to cause to happen or bring about. For example:
To effect even minor changes on the database, you. ...

Avoid using effect as a verb in technical documentation.
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affect and effect

Effect as a noun means the result of some action. For example:

Even minor changes have an effect on the performance of the
database.

alphabetizing

This section gives guidelines for the following topics:
* Alphabetizing methods

¢ Lists and tables

* Glossaries and indexes

Alphabetizing Methods
There are two methods of alphabetizing:

* Letter-by-letter alphabetizing

Alphabetize each word of an entry up to the first comma, colon, or
period. Ignore spaces and hyphens. The following list uses letter-by-letter
alphabetizing:

check in

checklist

check mark

check off
checkpoint

*  Word-by-word alphabetizing

Alphabetize each word of an entry up to the first space. Ignore hyphens.
The following list uses word-by-word alphabetizing:

check in

check mark

check off

checklist
checkpoint

Digital prefers letter-by-letter alphabetizing.

Lists and Tables
Use the following guidelines for alphabetizing items in lists and tables:

* Be careful when using examples that require an alphabetically ordered
list or table to convey meaning. These examples may cause translation
difficulties because the translated list or table elements will probably not
be in the same alphabetical order as the original elements. If you use an
alphabetically ordered list or table, include a comment in the source file
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alphabetizing

indicating the purpose of the list or table so that the translators can design
an example that is appropriate for their country.

In some cases, alphabetized lists may be easier for users to refer to, such
as long lists of arguments, commands, keywords, qualifiers, and so forth.

Alphabetize items in multiple columns horizontally, as follows:

a b c
d e f

Alphabetizing horizontally eliminates page-break problems.
Alphabetize acronyms according to their shortened form.

Alphabetize symbols as though they were spelled out.

& (ampersand)
@ (at)
% (percent)

Glossaries and Indexes
Use the following guidelines for alphabetizing glossary and index entries:

Use the same method of alphabetizing in the index and the glossary,
preferably letter-by-letter. Your text-formatting tool may determine the
method.

Index symbols both as symbols, at the beginning of the index, and under
the name of the symbol. For example:

& (ampersand), 3-9

A

Ambiquity, deleting, 1-6, 4-11
Ampersand (&), 3-9

Articles, 3-2

If the text formatting tool cannot place symbols at the beginning of the
index, index the symbols under their names.

Place numeric primary entries at the top of the index, before the alphabetic
entries, if the text-formatting tool allows it. For example, the primary
entry 64-bit should go before any of the alphabetic entries, as follows:

64-bit, 5-12

A
Access control, 1-5
Application generator, 2-6, 2-9, 2-10
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alphabetizing

Put all numeric entries in ascending numeric order. For example:
070R disk, 1-1

32-bit, 1-1

64-bit, 1-2

If the formatting tool cannot place numeric entries before alphabetic
entries, then treat the numeric entries as if the numbers were spelled out.
For example:

Phrase Alphabetize as:

070R disk Zero seven zero R
32-bit Thirty-two bit

1957 (the year) Nineteen fifty-seven

among and between

Among shows a relationship involving more than two items. For example:

The table lists some of the most commonly used conventions among
publications groups at Digital.

Between shows a relationship involving two or more items as long as the items
are considered separately. Between is followed either by a plural (between
modules, between developers) or by two expressions joined by and (not by or or
to). For example:

We were able to resolve the issue between the writer and developer.

What is the difference between VAX BASIC™, BASIC-PLUS, and BASIC-PLUS-2?

Be careful in determining how many items there are. For example:

The user must choose between read and write and batch
update operations.

Here, read and write is one item, not two.
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and/or construction

and/or construction

Use the and/or construction sparingly. It is preferable to rewrite the sentence
entirely or to use the two choices followed by or both.

Use

Use a file specification, logical name, or both.

Do not use

Use a file specification and/or logical name.

However, using the and/or construction may be preferable if rewriting would
result in a cumbersome sentence.

angle brackets (< >)

Use the following guidelines for angle brackets:

o Use the term angle brackets to refer to the symbols < >. When referring to
the individual angle brackets, use the terms left angle bracket (<) and right
angle bracket (>).

o In mathematical references, the angle brackets are called the less than (<)
and greater than (>) symbols.

* Angle brackets are also used individually as redirection symbols in shell
commands.

See also braces ({ }), brackets ([ 1), conventions table, and parentheses.

anthropomorphism

Generally, do not use human attributes to discuss software and hardware. For
example, avoid using verbs such as think and assume to describe functions of
the software.

However, you can discuss a product’s performing an action, particularly if such
a construction avoids the overuse of the passive voice.
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anthropomorphism

Use

The TEAMDATA™ software adds the SALESPERSON columns to the CUSTOMER
table only temporarily. When you exit from the CUSTOMER table,
TEAMDATA deletes the SALESPERSON columns, even if you use the EXIT
SAVE command.

Do not use

You are prompted for each piece of information the application needs.
Information indicating the type of input expected is also shown. Some
default values are supplied. If you press Tab and Return, the application
assumes you want the default.

appendixes

Appendixes contain reference material or material that supplements
information in the text. They are not necessary in all manuals; they are
most often needed when the subject matter is complex.

Appendixes contain material such as the following:
¢ Error messages.
* Tables, graphs, and lists that are long or not integral to the text.

* Long programming examples. (See examples for further information on
extended programming examples.)

* Contracts and questionnaires.

* Bibliographies.

¢ Algorithms, equations, calculations, or raw data.
* Schematics, turn-page art, or fold-out art.

¢ (Case histories.

* Detailed descriptions of equipment or procedures when the text contains
only a general or overall description.

* Country-specific data that can be substituted in various translations,
such as electrical current specifications or sales and support information.
You can also include this information on a separate card. See Developing
International User Information for more information.
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appendixes

Use the following guidelines when deciding whether information belongs in an
appendix or text:

Does the information disrupt the flow of text and thus affect the user’s
comprehension? For example, long tables or graphs may bury an idea and
confuse the user; this information is better placed in an appendix.

Is the information essential to understanding a concept or instruction?
If so, it should remain in the text. For example, information that a user
needs to start using the product belongs in the text, not in an appendix.

Does the user really need this supplementary information? If the
information gives further clarification or help to the user, then include

it in an appendix. However, if it consists only of miscellaneous information
that does not fit into the text, do not include the information.

Is the information in the appendix closely connected to the text and, thus,
referenced in the text? If not, it is not worth including in the manual. An
alternative to putting the information in an appendix is to refer to the
manuals where the user can find the information.

Use the following guidelines for appendixes:

List the appendixes in the table of contents.

Refer to the appendixes in the preface (usually in the section on document
structure).

For each appendix, provide an introductory paragraph that describes its
contents; this is particularly important for online books.

To give context for the information in the appendixes, refer to each
appendix at least once in the text.

Be sure to index the information in the appendixes.

Avoid or minimize cross-referencing to the text from an appendix. The user
has been sent to the appendix by a cross-reference in the text and should
not be sent back to the text from the appendix.

Placement and Format
Use the following guidelines for the placement and format of appendixes:

Place appendixes in the back matter after the last section or chapter of
the manual. Appendixes begin on a right-hand page unless the document
design or production considerations dictate otherwise.

Place the appendixes in the same order in which they are referred to in
text.
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Use sequential lettering (A, B, C, and so on) to identify each appendix. For
example:

Appendix A Managing the System
Appendix B Notes on the EXPORT Command

If there is only one appendix in the document, you can either give it no
letter or use Appendix A.

If the rest of the document uses chapter-oriented paging, use chapter-
oriented paging in the appendixes (page A-2, A-3, and so on), and use
chapter-oriented numbering for tables, figures, and examples.

If the document uses sequential page numbering in the text, continue

the sequence of page numbers and of tables, figures, and examples in the
appendixes.

See also chapter and section titles, cross-references, examples, figures,
lists, paging, sections, and tables.

articles

Use a before a word that begins with a consonant sound. Use an before a word
that begins with a vowel sound; this includes words that begin with the sounds
ef, aitch, el, em, en, ar, es, uh, oo, and eks.

For example:

an
an
an
an
an

active window a closed window
equivalence name a print processor
effort a form definition

LQP a letter-quality printer
umlaut a usage mode

as

Use the following guidelines for the term as:

Do not use as as a synonym for the conjunctions because and while.
Use

Because the software must reorder all the columns in the table, the
operation takes several seconds to finish.

While the software is searching the buffer, the word "Working"
is displayed on the screen.
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Do not use

As the software must reorder all the columns in the table, the
operation takes several seconds to finish.

As the software is searching the buffer, the word "Working"
is displayed on the screen.

* Do not confuse the conjunction as with the preposition like. As introduces
clauses, and like introduces phrases. For example:

If the system cannot execute a command as you requested,
it displays an error message.

Capitalize sentences in flowcharts like sentences in text.

braces ({ })

Use the term braces, not the term curly braces, to refer to the symbols { }.
When referring to the individual braces, use the terms left brace ({) and right
brace (}).

In syntax diagrams using brackets and braces, braces indicate that at least one
of the enclosed elements is required.

See also angle brackets (< >), brackets ([ ]), conventions table, and
parentheses.

brackets ([ 1)

Use the term brackets, not the term square brackets, to refer to the symbols [ ].
When referring to the individual brackets, use the terms left bracket ([) and
right bracket (]).

In Syntax

In syntax diagrams using brackets and braces, brackets indicate that all the
enclosed elements are optional.

In Text

* If you cannot avoid nested parenthetical remarks, use brackets for the
inner remark and parentheses for the outer remark.

* If brackets enclose a sentence, place the period inside the right bracket.
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e If brackets enclose a phrase that ends a sentence, place the period outside
the right bracket.

See also angle brackets (< >), braces ({}), conventions table, and
parentheses.

buttons and switches

Use the following guidelines when referring to buttons and switches:

e In the DECwindows™ environment, buttons are onscreen controls that let
users choose actions or operations and set states. You can use the names of
buttons as either nouns or adjectives, but be consistent. For example, the
following phrases are both valid:

Click on Continue.

Click on the Continue button.

e Use initial capital letters for the names of buttons that are labeled on the
screen (for example, the Continue button). Use lowercase letters for buttons
that are not labeled on the screen (for example, the minimize button).

e When referring to hardware, specify the type of button, such as an On/Off
switch or a mouse button.

e Always refer to a key on the keyboard as a key, not as a button.

See also keys and pointing devices.

capitalization

Consult Part III for the correct capitalization of terms. If the term you are
using is not included in that list, refer to Webster’s Ninth New Collegiate
Dictionary. For more information on product names, ask your legal
representative about correct usage.

This section gives capitalization guidelines for the following topics:
e Titles and captions

* Cross-references

¢ Product names and versions

¢ Commands and statements
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File names

Keys

Objects on the screen

Text

Lists

Register names

References to Digital Equipment Corporation
Help concepts

Art

Other items

Titles and Captions
Use the following guidelines for capitalizing the titles of books, chapters,
sections, examples, figures, and tables:

Retain the correct case in all titles. For example:
Use
Using the dxdb Debugger

Do not use
Using the Dxdb Debugger

Avoid beginning titles with words whose first character is lowercase.
Use initial capital letters for the following words in titles:

— All elements of a hyphenated term (except articles, coordinating
conjunctions, prepositions with four or fewer characters, and case-
sensitive commands). For example:

Single-Call Subroutine
Search-and-Replace

— Nouns.

— Pronouns (including relative pronouns). For example:
View Domains That Combine Fields

~ Adjectives.
— Verbs.
— Adverbs.
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— Subordinating conjunctions. For example:

Determining Whether a Symbol Exists

— Prepositions with five or more characters. (Exception: when you use
with and without in the same header, they should both have initial
capital letters.)

— Prepositions with fewer than five characters, if they are part of a verb.
For example:

Setting Up and Logging In
— The last word of a title, even if it is normally in lowercase. The

exception to this is case-sensitive words, which retain their case in
titles.

Use lowercase letters for the following words in titles:
— Articles.

— Coordinating conjunctions.

— The word to in infinitives.

— Prepositions with four or fewer characters. (Exception: when you use
with and without in the same title, they should both have initial capital
letters.)

Use uppercase letters for abbreviations in a title, even if they are normally
have lowercase letters. For example:

Figure 3-2 shows a dc regulator.

Figure 3-2: DC Regulator

Cross-References
Use the following guidelines for cross-references:

Follow the guidelines for capitalizing titles when you refer to the title of an
appendix, chapter, book, and so on.

Use an initial capital letter for the manual part when you refer to an
appendix, chapter, example, figure, section, or table by number. For
example:

See Section 3.1.
Table 4-2 describes the five possible types of map output.
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Use lowercase letters to refer to steps, slots, sectors, options, levels, lines,
and columns, even when they are followed by a number. For example:

Refer to line 3 of the program.
Refer to Table 4-2, column 3.
Repeat steps 2 and 3.

Product Names and Versions
Use the following guidelines when referring to products:

Retain the correct case when referring to product names. For example:
Use

ALL-IN-1™ software, DECforms™ software

Do not use

ALL-in-1 software, DECForms software

When describing a product version number, use Version, not V. For
example, use Version 4.0. Do not use V4.0, V.4.0, or V. 4.0.

Commands and Statements

Use the following guidelines when referring to commands, statements, and
their component parts:

Retain the correct case for case-sensitive commands, path names, and
functions. For example:

$ login

# makedev ltal6

% cd /usr/staff/r2/kafka

Use uppercase letters for instruction mnemonics, acronyms, literal
elements of program statements, commands, and command qualifiers
and switches unless they are case sensitive. For example:

ASCII LOGIN
OEM OPEN
READ

However, for multiplatform documentation, be aware that some of your
platforms may be case sensitive but others are not. In defining conventions
to be used across all platforms, you may decide, for example, to use
lowercase for command elements and program statements unless uppercase
or mixed case is a command requirement.
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* Use lowercase letters for variable elements of program statements or
commands. For example:

argument
variable
command line

* Use uppercase letters for logical operators (Boolean operators). For
example:

AND
OR
NOT

The only exception is references to the Ada language, which uses lowercase
logical operators.

File Names

Use uppercase letters for the names of files unless they are case sensitive. For
example:

JAN91 SALES.DAT

However, for multiplatform documentation, you may decide to use lowercase
unless uppercase or mixed case is a requirement.

Keys
Use the following guidelines when referring to keys:

¢ Use initial capital letters for key names that are labeled on the keyboard.
For example:

Press Return.

Press Next Screen.

* Use lowercase letters for keys that are not labeled on the keyboard, such
as the space bar.

See also keys.

Objects
Use the following guidelines for capitalizing objects on the screen:

* Use initial capital letters for the names of DECwindows objects capitalized
on the screen; if an object is not labeled on the screen, normal capitalization
guidelines apply. For example:

The Clear menu item deletes the current selection.
To reduce a window to an icon, click on the minimize button.
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¢ Use lowercase letters for the names of DECwindows objects on the screen
that are not labeled. For example:

To reduce a window to an icon, click on the minimize
button.

The work area is the portion of the main window in which users
perform most of their application-related work.

e Use initial capital letters for the name of a menu; use lowercase letters for
the word menu. For example:

The File menu contains file manipulation functions, such as creating,
saving, or printing a file.

Text
Use the following guidelines for capitalization in text:
¢ Begin each sentence with an initial capital letter.

¢ Do not begin sentences with words whose first character is lowercase. For
example:

Use

The 1ls command gives you a list of files in your current
directory.

The windows and menus of dxdb contain all the commands that you
need during a typical debugging session.

Do not use
1s gives you a list of files...

dxdb’s windows and menus contain all the commands that you need during
a typical debugging session.

Lists

Generally, use an initial capital letter for the first word of every element in a
vertical list, whether it is in text, a table, or an example. Retain the case if the
elements are case sensitive or must match portions of code. For example, the
list elements in the following example are case sensitive:

Three commands let you replace characters:
or
oR

o ~ (tilde character)
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Register Names

Use the following guidelines for references to register names, bit names, signal
line names, and transaction names:

¢ Use initial capital letters for specific register names, bit names, and so on.
* Use lowercase letters for generic register names, bit names, and so on.

References to Digital Equipment Corporation

Use the following capitalization guidelines when referring to Digital Equipment
Corporation:

* Use initial capital letters for the word Digital and the phrase Digital
Equipment Corporation.

* Use uppercase letters for the word Digital when referring to the
DIGITAL logo.

See also Digital and trademarks and service marks.

Help
Use the following guidelines in referring to various help concepts:

* Use initial capital letters for each word in a conceptual Help topic.
For example, VAX DATATRIEVE™ Help lists the conceptual topics
New_Features and Synonyms.

* Use lowercase letters when you write about the concept of online help or
when you write about an object that is not labeled on the DECwindows
screen. Refer to the following list for terms that require lowercase letters:

context-sensitive help
help information

help library

help system

help utility

online help

to get help

* Use capital H when the word Help follows the name of a product or when
you write about an object that is labeled on the screen. Refer to the
following list for terms that require initial capital letters:

DECwindows Help

DECwindows Help System

Help key

Help menu

Help topic

Help window

To get help on a particular topic, choose the Help menu item.
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Except for case-sensitive systems, use uppercase letters when you write
about a specific command or qualifier. For example:

the HELP command
the /HELP qualifier

For multiplatform systems, however, you may decide to use lowercase for
commands and qualifiers unless uppercase or mixed case is a command
requirement. See commands and qualifiers for more information on
commands and qualifiers.

Use the capitalization guidelines for titles and captions for most text in art.
Exceptions are as follows:

Sentences or phrases used in flowcharts. These are capitalized like a
standard sentence in text.

Labels in data structures. In general, follow the capitalization as
designated by the programmer, but data structures within a document
should be capitalized in a consistent manner. C is the only language that
is case sensitive.

Data structures may use initial capital letters or underscores to separate
words. For example:

DwtResourceFoo
DWT_RESOURCE_FO0O

See also figures.

Other ltems
Use the following guidelines when referring to these items:

Use small capital letters for the abbreviations AM. and PM.. If your system
cannot produce small capital letters, use the forms a.m. and p.m.

Use lowercase letters for generic hardware and software items without
model number, type number, or other specific identification. For example:
terminal

assembler

computer
breakpoint switch

In many cases, also use lowercase letters with these items even with a
specific model number, type number, and so on, unless the generic term
is part of the item’s name. For example, refer to a VT340™ terminal or a
VAX 8500™ computer system, but refer to the Digital Electronic Store,SM
where Store is part of the name of the service.
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¢ Use initial capital letters with professional titles when they are used as
part of a person’s name and precede the name, for example, President
Olsen.

However, if the professional title is used as an appositive, follows the
person’s name, or is used alone instead of the person’s name, use a
lowercase letter with the title. For example:

Digital president Ken Olsen

Ken Olsen, the president of Digital Equipment Corporation
the president of the corporation

The exception to this rule is the use of professional titles in acknowledg-
ments and lists of contributors. In these cases, use initial capital letters for
professional titles even though the titles follow the names. For example:

The authors are also indebted to Laurel Rice, Senior Consultant.

cautions, notes, and warnings

Choose the type of notice (caution, note, or warning) appropriate for the
information you are providing.

¢ A caution contains information that the user needs to know to avoid
damaging the software or hardware. For example:

Caution:
The VMSKITBLD BUILD and COMMON options initialize the target disk,
deleting all of its previous contents.

* A note contains information that might be of special importance to the
user. For example:

Note:
Once a database is converted to a current version, you cannot use that
database file with an earlier version of VAX Rdb/VMS™ software.

* A warning contains information that is essential to people’s safety. For
example:

Warning:
To avoid electrocution, unplug the machine before removing the back panel.

Check with your product manager and legal representative about additional
wording required by any standards your product must follow, for example,
standards for safety signs and labels.
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chapter and section titles

Use the following guidelines when creating chapter and section titles:

Write chapter and section titles so that they specifically describe the
information contained in the text unit. For example, the following chapter
titles are more specific than the generic title Interprocess Communication:

Interprocess Communication Concepts
Interprocess Communication on an OpenVMS System

Particularly for task-oriented information, use chapter and section titles
that describe tasks. Use either noun or gerund phrases for chapter titles.
For example:

Installation Procedures

Installing the Terminal Server

Create section headings that describe tasks at a more detailed level than
a chapter title. Such headings are usually gerunds and are enhanced by

the use of conditions that point to the purpose or method of the task. For
example:

Displaying Queue Status with the QSHOW Command
Securing Your System by Quitting the Session
Phrases like Printing a Document or Sending a Mail Message help to

emphasize the task-oriented nature of the information and help users find
the information they need to complete a task.

Keep chapter and section titles concise but accurate. If the title seems
uncomfortably long, one or both of the following may be true:

— The title is too detailed. Pare down the title so that it cues the user to
the information without giving specifics.

— The chapter or section theme is too narrow. Reevaluate the structure of
the document. Would the chapter information be more appropriate as
a section or sections within another chapter? Is there a larger theme
within the document that encompasses this topic?

Long titles may become even longer, and thus more cumbersome, after
translation. This is an added reason for keeping titles concise.
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* Set up and follow a consistent structure throughout the document. Use
similar structures for similar topics. For example:

9.1 Creating a Simple Text Widget
9.2 Customizing a Simple Text Widget
9.3 Associating Callbacks with a Simple Text Widget

* Avoid starting chapter and section titles with articles (a, an, the).
* Do not end chapter or section titles with periods.

See also capitalization, chapters, cross-references, and sections.

chapters

Chapters are major logical divisions of text in a document. Chapters are
subdivided into sections, which discuss subtopics of the chapter topic. Logical
groupings of chapters may be collected into parts. For example, a management
guide that addresses concepts and procedures may group certain chapters into
a part called Concepts and other chapters into a part called Procedures.

This section gives guidelines for the placement and format of chapters and for
designing and organization information into chapters .

Placement and Format

Each chapter begins on a right-hand page unless the document design or
production considerations dictate otherwise. In most technical documents,
chapters have a number and title. However, in some types of documents, such
as a manual for an inexperienced PC user, it may be appropriate not to number
the chapters. Whether they are numbered or unnumbered, chapter titles are
always listed in the table of contents.

If your document contains only one chapter, you can either give it no chapter
number or use Chapter 1.

Design Guidelines
Consider the following guidelines when designing and organizing your material
into chapters:

* Consider the organizing principle of the document, separating material
by either task or function. Such a separation is a basic tenet for modular
documentation. In modular documentation, all information relevant to a
particular task or operation is placed within a single section or chapter.
This approach eases maintenance; for example, if certain functions are
removed from the product, deleting the information is less difficult. In
addition, if the documentation is localized for another market, you can
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quickly rearrange chapters without detracting from the integrity of the
document. For example, you can delete selected chapters if the functions
they address are not included in the local version of the product.

For more information on modularity, see the chapter on designing user
information in The Digital Technical Documentation Handbook.

Place information that is directly and essentially pertinent to the document
theme in chapters. Place supplementary and related information in
appendixes.

For each chapter, follow the chapter title with an introductory paragraph
that briefly describes the chapter contents. This chapter introduction can
be a springboard for finding information in the sections that follow. For
each chapter introduction, consider including an unnumbered list of the
major topics discussed in the chapter.

Depending on the nature of the document, the first chapter should
introduce or give an overview of the document’s subject matter. An
introductory chapter is useful for such documents as user guides,
programming guides, reference manuals, and system management
guides. An introductory chapter may be less useful in short documents
or documents such as installation manuals and other procedural manuals.

It may be helpful to write the introductory chapter after the other chapters.

The following are guidelines for writing an introductory chapter:

— State the purpose of the product described in the document. What need
is it intended to meet? What problems does it solve?

— Summarize the basic concepts underlying the product.

— Avoid making the introduction so general that the user loses focus and
context for the subject matter. The introduction should introduce only
the subject matter of the particular document.

— Do not use Introduction as the title of the introductory chapter; the
title is too vague. Use a title that describes the contents of the chapter.
For example:

Overview of Networking Models
What Is a Relational Database?

Separate country-specific information from information that is appropriate
for an international audience. Examples of country-specific information
include references to the time of day to call for service or support and local
telephone numbers and addresses. Because such information usually varies
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by country, it is best to place such information in a separate reference card
or in an appendix.

See also appendixes, chapter and section titles, paging, part pages, and
sections.

choose and select

The terms for designating certain types of DECwindows operations are
sometimes misused. Use the following guidelines:

* Use the term choose to mean picking an operation by clicking on a control,
a menu name, or a menu item. For example:

Choose the Extend menu item from the Customize menu.
Use choose for active objects.

* Use the term select to designate information, either text or graphics, that
will be the object of a subsequent operation. For example:

Select the text that you want to copy from file A to file B.
Use select with files, text, and graphic objects.

See also enter, press, and type.

click and click on

In the DECwindows environment, the term click means to press and release a
mouse button, as in Click MB1.

The term click on means to press and release a mouse button when the pointer
is positioned on an active object. Use click on for operations and selections you
make with a pointing device.

See also double click, drag, and mouse.
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close and open

Use the verbs close and open to refer to databases, files, and windows.

Use cancel, display, dismiss, and remove with dialog boxes. Do not use shut
down or terminate in place of close.

colons

A colon directs the user’s attention to whatever follows it: a list, a definition,
an instruction, or important additional information. Use the following
guidelines for colons:

Use a colon when you use for example, the following, follows, or as follows
to lead into a formula, line of code, or vertical list. For example:

The following changes have been made:
o Databases can be verified on line.

o Database backups can be verified at the page, segment, and set
levels.

Use a colon at the end of a sentence introducing a list if that sentence
is incomplete without the items in the list or if the items are incomplete
sentences. For example:

Your system contains three elements:
0 Video screen
o Keyboard

o Printer

Do not use a colon at the end of a lead-in sentence to a formal example,
figure, or table; use a period. For example:

Use
Figure 3-4 is a diagram of the PARTS database.

Do not use

Figure 3-4 is a diagram of the PARTS database:

Do not use a colon when referring to drives and device names if the colon
is at the end of the sentence. Rewrite your sentence if this happens.
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Use
Copy the file to the C: drive.

Do not use

Copy the file to drive C:.

Never use a colon after any form of the verb to be. For example:
The excluded file types are

.BAS
.COB
.DAT

But
These file types are excluded:

.BAS
.COB
.DAT

color, references to

Particular colors are associated with different emotions or meanings in
different cultures. In the United Kingdom, a red ribbon is sometimes used
to designate the best or first in a class; in the United States, a blue ribbon
serves the same purpose.

If you refer to color in examples, include a comment in the source file indicating
the purpose of the example so that the translators can design an example that
is appropriate for their country.

See also emphasis.

commands

Use the following guidelines for commands in text and titles:

Use the verb enter rather than type when introducing a command.
Enter the lpr command.

Use command names only as nouns or adjectives. Do not use command
names as verbs.

36 Style Elements from A to Z



commands

Use

To remove the files, use the rm command.
When you log out, the screen darkens.

Do not use

You are finished after you have rm’ed your files.
When you LOGOUT, the screen darkens.

Retain the case for all case-sensitive commands, including commands in
chapter and section titles. For example:

4.1 Using the dxdb Debugger

The ULTRIX™ equivalent to the OpenVMS CREATE filename
command is cat < filename.

Use uppercase letters when you refer to a command or command qualifier
that is not case sensitive.

the /HELP qualifier

However, for multiplatform documentation, be aware that some of

your platforms may be case sensitive but others are not. In defining
conventions to be used across all platform, you may decide, for example,
to use lowercase for command names unless uppercase or mixed case is a
command requirement.

Do not begin a sentence with the name of a command, command option,
program, utility, file, directory, or other name if the name begins with a
lowercase letter. See also options and qualifiers.

Use

The pwd command prints your working directory.
The -z option lets you specify the page length.

Do not use

pwd prints your working directory.
Pwd prints your working directory.
-z lets you specify the page length.

Do not refer to an ULTRIX command’s reference page as if it were the
command name itself. Instead, explicitly refer the user to the reference
page.

Use

You can use uucpsetup to add the modem. See uucpsetup(8)
for more information.
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Do not use
You can use uucpsetup(8) to add the modem.
¢ Do not use quotation marks with command names.
Use
Enter the lpr command.
Do not use

Enter the command "lpr."

e Ttalicize variables used with commands if they are used in syntax
statements or in text.

Use
LSEDIT file-spec

Do not use
LSEDIT file-spec

See also capitalization and help.

commas

A comma marks a pause or separation of elements in a sentence. The following
sections give guidelines for using commas in different contexts:

* In simple sentences

¢ In compound sentences

e With nonrestrictive and restrictive modifiers

e With introductory clauses and phrases

e In transitional phrases and with conjunctive adverbs
e To prevent misinterpretation

¢ In a series

¢ With quotation marks
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In Simple Sentences

A simple sentence contains only one independent clause. Do not use a
comma before the conjunction in a simple sentence that contains a compound
predicate. For example:

The XYZ command requires a file specification and takes no qualifiers.

In Compound Sentences

A compound sentence contains two or more independent clauses joined by
a coordinating conjunction. Put a comma before the conjunction unless the
clauses are short and closely related. For example:

The system prints an error message, but you can continue processing the
file.

Close the file and print the report.
With Nonrestrictive and Restrictive Modifiers

* A restrictive modifier is essential to the identification of the item modified.
Do not use commas to set off a restrictive modifier from the word it
modifies. For example:

Table 6-1 describes the hardware that you need to complete your system.

* A nonrestrictive modifier provides additional information that is not
essential to the identification of the item modified. Use commas to set
off a nonrestrictive modifier. For example:

Table 6-1, which covers workstations, describes the hardware you need.

* Use commas to set off contrasting and opposing expressions within
sentences. For example:

He changed the software, not the hardware.

See also that and which for more information on restrictive and nonrestric-
tive modifiers.

With Introductory Clauses and Phrases

Place a comma after an introductory clause or long introductory phrase unless
it immediately precedes and forms part of the verb. For example:

In such cases, an error message is displayed at the bottom of the screen.
To specify an output device, enter a name in the command line.

When you log out of the system at the end of the day, do not turn
off the system.
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In Transitional Phrases and with Conjunctive Adverbs

e Transitional phrases usually read better if followed by a comma or set off
by commas. Transitional phrases include the following:

As a result
For example
In addition
In fact
Namely
That is

For example:
In addition, spell terms the same way in text and figures.

Make your examples true examples, that is, without variables.

e Generally, set off conjunctive adverbs such as however and therefore with
commas or with a preceding semicolon and following comma. For example:

The installation is now complete; however, you should check your
SYSGEN parameters to avoid running out of memory.

To Prevent Misinterpretation

Be careful not to leave out commas that are needed to prevent misreading a
phrase. For example, the comma in the following sentence is needed to avoid
the interpretation X replaces A and B:

X replaces A, and B and C are added.

In the following sentence, the comma is necessary to show the relationship
between the introductory phrase and the subject:

Wherever needed, clarifications have been given.
In many cases, the best alternative is to rewrite the sentence.
Original

The application searches the table that contains the sums and
modifies the data.

Using Comma to Prevent Misreading

The application searches the table that contains the sums, and modifies
the data.

Revising the Sentence

The application searches the table containing the sums and modifies
the data.
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In a Series

* In a series of three or more elements, separate the elements with commas.
For example:

The database file header includes information about the database
root, the storage area, and the snapshot files.

* In a series of three or more elements connected by and and or, place
commas carefully to express exact meaning. For example:

The database interface performs read-only, read and write, and
batch-update transactions on any data selected by the user.

° If the elements in a series have internal commas, separate the elements
with semicolons. For example:

See Table 1 for EDT™, EVE, and TPU commands; Table 2 for library
commands; and Table 3 for navigation commands.

* Separate two or more adjectives with commas if each modifies the noun.
For example:

He had difficulty maintaining the obscure, complex code.

e If the first adjective modifies the idea expressed by the combination of the
second adjective and the noun, do not use a comma. For example:

He had difficulty maintaining the complex assembly code.

With Quotation Marks

Place a comma inside close quotation marks unless the quotation marks are
part of a literal string. For example:

An error message, "Invalid User Identification Code (UIC)," is
displayed if an account number for the UIC includes an 8 or 9.

The symbol can have one of the following values: ABST, "ABST",
or %ABST.

conjunctions, ambiguous

Use the following guidelines with coordinating conjunctions:

* Do not use conjunctions such as and and or ambiguously. Ambiguous usage
can cause misinterpretation.
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Original Text

You can respond to the message by entering EXIT, which causes
an error condition, and a branch to the EOF label
specified in the ACCEPT statement.

Possible Misinterpretation

You can respond to the message both by entering EXIT, which causes
an EOF error condition, and by branching to the EOF label
specified in the ACCEPT statement.

Intended Meaning

You can respond to the message by entering EXIT, which causes
an EOF error condition. The EOF error condition, in turn,
causes a branch to the EOF label if one is specified in the
ACCEPT statement.

¢ Do not use a comma before or in either/or constructions unless or
introduces an independent clause.

Use

A process can choose either to read messages of only a certain
type or to read the accumulated messages in type order rather
than send order.

Do not use

A process can choose either to read messages of only a certain
type, or to read the accumulated messages in type order rather
than send order.

* Words or phrases used as appositives are sometimes introduced by or. Use
a comma to set off these nonrestrictive appositives when they describe a
noun. For example, the following sentence indicates that mutex is another
word for mutual exclusion semaphores:

Such semaphores are often called mutual exclusion semaphores,
or mutexes.
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contractions

Do not use contractions in technical documentation. Contractions are informal
and conversational and should be used only in contexts in which informality is
acceptable.

conventions table

Documentation conventions are special terms, symbols, and fonts used in a
document to indicate certain actions, emphasis, repetition, or omissions. The
conventions are listed in a table in the conventions section of the preface.

Conventions must be used consistently throughout a manual and throughout
manuals in a documentation set. Choosing documentation conventions
carefully and using them appropriately and consistently increases the usability
of your manuals.

Table 1 lists some of the most commonly used conventions among publications
groups at Digital.

The convention descriptions specify the standard meaning of each convention.
Tailor the material in Table 1 to meet the needs of the product and the
document:

® Include the conventions that meet the needs of the product.
* Delete or modify the conventions that do not meet the needs of the product.
* Add any conventions that are specific to the product.

For example, if your system commands are case sensitive, modify the
conventions about uppercase and lowercase letters.

A documentation team can construct its own conventions when existing
conventions do not meet the needs of the product. There are no special
guidelines or approval processes except to use common sense. The team
should develop the conventions as a group and then use them consistently.
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Table 1 Documentation Conventions

Convention

Description

Ctrl/x

PFn

PF1 x

{1

(]

)

“

Ctrl/x indicates that you hold down the Ctrl key while you
press another key or mouse button (indicated here by x).

PFr indicates that you press the key labeled PFn on the
numeric keypad, where n is 1, 2, 3, or 4.

A lowercase italic x indicates the generic use of a letter. For
example, xxx indicates any combination of three alphabetic
characters.

A lowercase italic n indicates the generic use of a number. For
example, 19nn indicates a 4-digit number in which the last 2
digits are unknown.

The key sequence PF1 x indicates that you press and release
PF1, and then you press and release another key or mouse
button (indicated here by x).

A key name enclosed in a box indicates that you press that key.

In format descriptions, braces indicate required elements. You
must choose one of the elements.

In format descriptions, brackets indicate optional elements.
You can choose none, one, or all of the options. (Brackets are
not optional, however, in the syntax of a directory name in an
OpenVMS file specification.)

In format descriptions, parentheses delimit the parameter or
argument list.

Quotation marks enclose system messages that are specified in
text.

In format descriptions, horizontal ellipsis points indicate one of
the following:

e An item that is repeated
* An omission, such as additional optional arguments

¢ Additional parameters, values, or other information that
you can enter

(continued on next page)
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Table 1 (Cont.) Documentation Conventions

Convention

Description

italic type

boldface type

color

mouse

MB1, MB2, MB3
PB1, PB2, PB3, PB4

SB1, SB2
nn nnn.nnn nn

n.nn
UPPERCASE

lowercase

Vertical ellipsis points indicate the omission of information
from an example or command format. The information is
omitted because it is not important to the topic being discussed.
Italic type emphasizes important information, indicates
variables, and indicates complete titles of manuals.

Boldface type in examples indicates user input. Boldface type
in text indicates the first instance of terms defined either in
the text, in the glossary, or both.

In examples, text in color indicates user input (for hardcopy
documents).

The term mouse refers to any pointing device, such as a mouse,
a puck, or a stylus.

MBL1 indicates the left mouse button. MB2 indicates the
middle mouse button. MB3 indicates the right mouse button.
(Users can redefine the mouse buttons.)

PB1, PB2, PB3, and PB4 indicate buttons on the puck.

SB1 and SB2 indicate buttons on the stylus.

A space character separates groups of 3 digits in numerals with
5 or more digits. For example, 10 000 equals ten thousand.

A period in numerals signals the decimal point indicator. For
example, 1.75 equals one and three-fourths.

Words in uppercase indicate a command, the name of a file, or
an abbreviation for a system privilege.

In format descriptions, words in lowercase indicate parameters
or arguments to be specified by the user.
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copyright page

Copyrights are legal rights to exclusive publication, sale, or distribution of
products. All Digital documents are copyrighted. In Digital manuals, the
copyright notices are printed on the back of the title page, which is called the

copyright page.
Figure 1 shows a sample copyright page for a software manual.

The copyright page contains some or all of the following information:

* Date of publication (month and year)

¢ Revision history

Inclusion of the revision history on the copyright page may vary from group
to group. You can place the revision history in the upper right corner of the
text page or directly above the publication date. Check with your group for
specific information on the placement, content, and format of the revision
history.

¢ Copyright notice

The copyright notice is a required component of all Digital publications.
The notice must include the following elements:

The copyright symbol (©)

If your system cannot produce the copyright symbol and you must use
(c), also include the word Copyright:

Copyright (c)
The owner

The printing dates

The Digital Law Department recommends that the copyright notice
include dates for the first release and the current release.

The line All Rights Reserved
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Figure 1 Sample Copyright Page

Publication ————{ First Printing, December 1989
Date and Revised, December 1990
Revision History
The information in this document is subject to change without notice and should not be construed
as a commitment by Digital Equipment Corporation. Digital Equipment Corporation assumes no
responsibility for any errors that may appear in this document.

Corporate Possession, use, duplication, or dissemination of the software described in this documentation is
Disclaimers authorized only pursuant to a valid written license from Digital or the third-party owner
of the software copyright.
No responsibility is assumed for the use or reliability of software on equipment that is not supplied
by Digital Equipment Corporation.
Copyright —* Copyright © Digital Equipment Corporation 1989, 1990.
Notice -
All Rights Reserved.
Pointer to ————u The postpaid Reader’s Comments forms at the end of this document request your critical evaluation
Reader’s to assist in preparing future documentation.
Comments Form
Digital —e ULTRIX, ULTRIX Worksystem Software, VAX, VMS, and the DIGITAL logo
Trademarks are trademarks of Digital Equipment Corporation.
Third-Party ———e~ UNIX is a registered trademark of UNIX System Laboratories, Inc.
Trademarks
Group-Specific — This document was prepared using VAX DOCUMENT, Version 1.2
Information

Thus, the basic format of the copyright notice is

© Owner Dates
All Rights Reserved.

or

Copyright (c) Owner Dates
All Rights Reserved.
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For example:

© Digital Equipment Corporation 1990, 1992
All Rights Reserved.

e Various disclaimers or licensing information

The type and number of disclaimers needed depend-on the type of
information in the manual and your company’s requirements. Check
with your legal representative about required disclaimers. For example,
information describing hardware may require special disclaimers
depending on the type of information and the countries in which the
information is used. The following is an example of a disclaimer that may
be needed for such a manual; check with your product manager and legal
representative about the correct use:

NOTE: This equipment has been tested and found to comply with the
limits for a Class A digital device, pursuant to Part 15 of the
FCC rules. These limits are designed to provide reasonable
protection against harmful interference when the equipment is
operated in a commercial environment. This equipment generates,
uses, and can radiate radio frequency energy and, if not installed
and used in accordance with the instruction manual, may cause
harmful interference to radio communications. Operation of this
equipment in a residential area is likely to cause harmful
interference, in which case the user will be required to correct
the interference at the user’s own expense.

e Company trademarks list

Include an alphabetical list of your company’s trademarks that are used
in the document. Be sure that the trademarks list for particular books
or products is kept up to date. For more specific information about
how to treat trademarks in documentation and for sources of trademark
information, see trademarks and service marks.

In addition, check with your group and legal representative about the
proper format of the trademarks list; for example, at this time, the Digital
Law Department strongly recommends the use of a paragraph format
rather than a tabular format.

¢ Third-party trademarks list (if applicable)

Some groups use text footnotes to indicate third-party trademarks (that
is, trademarks not owned by your company). This practice is acceptable
for documents without a copyright page. However, if your document has a
copyright page, indicate third-party trademarks on that page. Using the
copyright page to indicate third-party trademarks also reduces the visual
clutter on your text pages. See trademarks and service marks for more
information on referring to third-party trademarks.
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* Pointer to Reader’s Comments form (if applicable)

¢ Instructions on how to order documentation

Placement of this information varies from group to group. Some
publications groups, for example, print a separate page containing this
information as part of the back matter. Consult your editor or production
group. Note that the order information may not be included for online
documentation.

° Any other group-specific identifying information
The copyright page may also contain group-specific information such as the
following:
¢ The text-processing tool used to produce the information
* The groups responsible for the design, composition, printing, and
binding
* Library cataloging information
Discuss with the team what group-specific information is required on the
copyright page.
In some rare cases, proprietary technical information is made available to
external sources. In that case, you may have to add to the copyright page

legends restricting or limiting rights to the proprietary information. Work with
your legal representative to choose the correct legend.

See also security issues and trademarks and service marks.

cross-references

Cross-references are not useful unless they point to relevant material. Always
indicate the nature of the material to be referred to. For example:

Use

Section 9.4 explains how to specify an edit string for a date field.
See Chapter 18 for more information on specifying date and time values.

Do not use
See Chapter 18.

This section gives guidelines for the following types of cross-references:
* To manual parts

e To reference pages

Style Elements from Ato Z 49



cross-references

e To figures, tables, and examples

It also provides guidelines for the format of cross-references.
Manual Parts

* References to manuals

— Make cross-references to manuals by manual title. For a complete title,
use italics.

— In multiplatform documentation, use a generic cross-reference to
platform-dependent manuals unless you are specifying only one
manual. For example:

Use
See the platform-specific user guide for more information on parameters.
Do not use

See the DECproduct on MS-DOS® Systems User Guide, the DECproduct
on OpenVMS Systems User Guide, or the DECproduct on ULTRIX
Systems User Guide for more information on parameters.

— Do not use order numbers, because they change frequently. Order
numbers also pose problems for localized products.

¢ References to text in the same manual

— If sections are numbered, make cross-references to text in the same
manual by chapter number, appendix letter, or section number. Use the
smallest section number that applies to the text you want to refer to.
See Section 1.3.5 for information about invoking LSE.

Appendix A contains an alphabetical listing of error messages.
See Section B.l for a comparison of spreadsheet functionms.

— When you refer to an appendix, chapter, example, figure, section, or
table by number, use an initial capital letter for the manual part.
(Exceptions are references to steps, slots, sectors, options, levels, lines,
and columns.) For example:

See Chapter 2.
Refer to Table 4-2, column 3.

See Appendix A.
See step 1.

— If sections are unnumbered, refer to the title of the section and the
chapter number or appendix letter. For example:

See the section titled DEZwindows Interface to VAX Notes™ in Chapter 3.
Refer to the Unsupported Functions section in Appendix B.
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HoWever, if your material is volatile and the titles may change, refer to
the content of the section rather than the title. For example:

Refer to the section on unsupported functions in Appendix B.

Include an index entry for the topic so the users can find the
information.

— Refer to text under second- and third-level headings as sections, not as
subsections.

— Do not use page numbers when making cross-references.

¢ References to text in other manuals

Do not refer to a specific chapter, appendix, or section number in another
book, even if the book is in your documentation set. Chapter and section
numbers and titles often change from one version to the next. Refer only to
the book title.

Reference Pages

Do not use the cross-reference to an ULTRIX reference page as if it were the
command name itself. Explicitly refer the user to the reference page unless
doing so creates unnecessary repetition.

Use

Use uucpsetup to add the modem. See uucpsetup(8) for more
information.

Do not use

Use uucpsetup(8) to add the modem.
Figures, Tables, and Examples

* Refer to each figure, table, and example in the text before the figure, table,
or example occurs.

* The figure, table, or example should follow its first reference in text as
closely as possible.

e If the figure, table, or example has a number, include only the number in
the text reference; it is not necessary to include the title.
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Formats

* Cross-references can occur within a sentence, stand alone as complete
sentences, or occur in parentheses as either complete or incomplete
sentences. For example:

The Help screen shows the VAX Notes keypad (see Figure 1-1).

Chapter 7 contains a detailed discussion of VAX Notes with
DECwindows.

The DECterm window is displayed. (See Chapter 3 for information about
DECterm windows.)

Use the Menu dialog box buttons (listed in Table 3-1) to save
your settings.

* Do not use the words above, below, earlier, preceding, or later as pointers to
information in text; this usage makes future revisions of the manual more
difficult. Instead, be specific when you point a user to another section,
figure, formal example, table, chapter, or appendix. You may use the words
previous and following when referring to an informal example, table, figure,
or list. (Variants of following, such as follows, are also correct in this case.)

See also capitalization and chapter and section titles.

Ctrl/x

Use the convention Ctrl/x (lowercase italic x) when you refer to pressing
the Ctrl key and a generic letter key simultaneously. Use the convention
Ctrl/X (capital X) when you refer to pressing the Ctrl key and the X key
simultaneously.

See also keys.

dashes

There are two types of dashes, em dashes and en dashes. Em dashes are so
called because they are as wide as an uppercase M. Em dashes are sometimes
called dashes. En dashes are half the width of an em dash. En dashes are
sometimes called minus signs.

Your text formatting tool determines the coding you use to produce em and
en dashes. This tool may also determine whether the output includes a blank
character space on either side of the em dash.
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Use em dashes (—) in the following situations:

To interrupt a sentence with a phrase or clause. For example:

The specified form length does not change -- even if the line
spacing changes.

To separate a list element from its run-in discussion. For example:

COMPILE -- The COMPILE command compiles the contents of a buffer.

Use en dashes (—) in the following situations:

Product names such as ALL-IN-1 software, MS—DOS operating system.
Digital order numbers of the 2—5-2 form, such as AA-HG41B-TE.
Version numbers such as OpenVMS VAX operating system, Version 5.2—1.
Ranges of numbers in figures and tables. '

Chapter-oriented page numbers and element numbers such as page 3-23,
Figure 3-1, Example 5-5.

Minus signs in text or in syntax.

ULTRIX command options that start with a minus sign. Do not refer to
this character as a Ayphen in your documentation.

data
Use data for both singular and plural forms with the singular verb form. For
example:
The data is copied from one table to another.

dates

The format for dates varies from country to country. For example, the date
January 4, 1989 may also be formatted as 1989-01-04 in Denmark, 4.1.89 in
Italy, 89-01-04 in Sweden, and 1/4/89 in the United States.
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Use the following guidelines for dates:

Examples and Explanatory Text

In examples and the text describing those examples, use the format
generated by the application you are discussing.

Include a comment in the source file indicating the purpose of the example
so that the translators can design an example that is appropriate for their
country. '

All Other Text

Use the date format appropriate for your country. For example, in the
United States, use the following:

December 13, 1990 is the day when review comments are due.
December 1990 is the date of publication.

Spell out the month in all references to dates.

Do not abbreviate the year (for example, use 1990; do not use 90 or ’90).

DEC

Use the term DEC™ only as part of a trademark. Do not use the term DEC to
refer to Digital Equipment Corporation.

See also Digital.

DECwindows objects

A DECwindows object is anything that is displayed on a screen, such as a box,
button, menu, control, region, icon, and so on. Use the following guidelines
when you refer to objects:

Capitalize the name of the object as it is displayed on the screen. If an
object is not labeled, normal capitalization guidelines apply.

Include the ellipsis points ( ... ) when they are displayed on the screen.
For example:

The Open... menu item displays the file selection dialog box.
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¢ Use the full name of a dialog box the first time you refer to it in text.
Thereafter, you can use the short form. For example:

The Print dialog box is displayed. To close the dialog box without
making any changes, click on Dismiss.

¢ Do not use the names of objects as verbs.
Use
To reverse the effects of your previous operation, choose the Undo menu item.
Do not use
To Undo the effects of your previous operation, ...
* Do not put quotation marks around items designated as objects.
e Use the verbs display and remove to refer to a dialog box.

The Open Style... dialog box is displayed.
The dialog box is removed from the screen.

e TUse the verbs open and close to refer to windows.

To open the Chart Parts window...
To close the Chart window...

dialog boxes

Use the full name of a dialog box the first time you refer to it in text. After you
state the full name, you can use the short form.

Use the verbs display and remove to refer to a dialog box.

The Open Style... dialog box is displayed.
The dialog box is removed from the screen.

See also close and open.
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Digital

Use the following rules when referring to Digital Equipment Corporation.
These are legal restrictions required to protect corporate trademarks and must
be followed.

Use all capital letters (DIGITAL) to refer to the DIGITAL logo. For
example:

The DIGITAL logo must be printed on the cover of the handbook.
Do not use the DIGITAL logo as a graphic element within a sentence.

Do not place the DIGITAL logo as a graphic element on the copyright page.
Instead, use the phrase the DIGITAL logo at the end of the list of Digital
trademarks. For example:

ALL-IN-1, DECforms, OpenVMS, ULTRIX, VMS, and the DIGITAL logo are
trademarks of Digital Equipment Corporation.

DEC is appropriate only as part of a trademark for a Digital product. Do
not use the term DEC to refer to Digital Equipment Corporation.

See also trademarks and service marks.

display

Use the following guidelines for the word display:

The verb display requires an object.

Use

The system displays a response.

Do not use

The system response displays on the screen.

Use the verbs display and remove to refer to a dialog box.

The Open Style... dialog box is displayed.
The dialog box is removed from the screen.
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double click

Use the term double click to tell the user to press and release a mouse button
twice quickly without moving the mouse.

See also click and click on.

drag

Use the term drag to press and hold a mouse button, move the mouse, and
then release the button when the pointer is in the position you want.

See also click and click on.

ellipsis points

The following sections give guidelines for using ellipsis points in these contexts:
e In text

¢ In examples

¢ In syntax

Text

Use the following guidelines for ellipsis points in text:

¢  When describing objects in text, include the ellipsis points if they are part
of the object on the screen. For example:

The Open... menu item displays the file selection dialog box.

e Use three dots ( ... ) to show material omitted within a sentence. For
example:
Original

The graphic designer needs to work with the rest of the documentation
team from the beginning of the project so that the designer can

give the best advice about the tools to be used and the types of
figures that are needed.
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Excerpt
The graphic designer needs to work with ... the documentation
team ... [to] give the best advice about the tools to be

used and the types of figures that are needed.

* Use four dots (. . .. ) to mark the omission of the following items:
— The end of a quoted sentence that ends with a period
— A full sentence or more

— A full paragraph or more
For example:
Original

Note that you can use other qualifiers and the to-list parameter on
the FORWARD command line instead of responding to the prompts. For
example, the following command line (issued while you are reading
note 3.4) accomplishes the same thing as the preceding example and
suppresses the Send to: prompt and the Subject: prompt:

Excerpt

Note that you can use other qualifiers and the to-list parameter
on the FORWARD command line. ... For example, the following
command line accomplishes the same thing as the preceding example...:

* If the original sentence ends with a question mark or exclamation point,
end the excerpt with the question mark or exclamation point and then the
ellipsis points. For example:

Original

Is the information in the appendix closely connected to the text and,
thus, referenced in the text?

Excerpt
Is the information in the appendix closely connected to the text?...

* Use other punctuation marks with ellipsis points if their use clarifies the
meaning of the material or clarifies what was omitted. For example:
Original
Keep your figures as simple as possible without sacrificing meaning or
context; convey only the information that the user needs to know.

If possible, keep figures to a single page or, for online viewing, a

single screen so that users do not have to scroll horizontally or
vertically to see the figure.

58 Style Elements from A to Z



ellipsis points

Excerpt

Keep your figures as simple as possible ... ; convey only the
information that the user needs to know. If possible, keep figures
to a single page or, for online viewing, a single screen. . ..

Examples

In code examples, vertical or horizontal ellipsis points indicate an omission of
information. For example:

$ SHOW QUEUE

Batch queue BABEL BATCH, on BABEL::
Batch queue BABEL FAST, on BABEL::

Syntax
In syntax using brackets and braces, vertical or horizontal ellipsis points
indicate items that can be repeated. For example:

/CLASSES = (class-name [, ... ])

emphasis

There are a variety of ways to emphasize terms and phrases. Common methods
include:

e Font changes for headings and captions
e Boldface type for new terms or the main entry in an index

e TItalic type (or underlining if italic type is unavailable) for references to
words used as words or for highlighting terms

* Quotation marks for material taken from another source or for special uses
of terms

¢ Multiple colors for user input or differences between systems
¢ Shading to distinguish extensions to standards
* Small capital letters for subheadings or captions

Your text-formatting tool may determine the options available to you.
Whatever methods you use, be consistent.
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The following conventions are recommended:

* Use boldface type when you introduce a term in text, particularly when the
term is included in the glossary. For example:

A template file is an OpenVMS command procedure that executes
a noninteractive test. It then compares the current results with the
expected results in the benchmark file.

* Use one of several methods to indicate user input in examples. Possible
options for printed documentation include the following:

— Boldface type

— Second color

Because printing in a second color may be expensive, many country
teams choose not to use second color for user input in localized
information. Do not make the information so dependent on added
color that localization becomes impossible. Identify the text to be
shown in added color so that the country teams can prepare other ways
to emphasize user input.

* Use italics in the following circumstances:
— To indicate a variable.

— To emphasize a term or phrase. For example:

Functions can be either nonprivileged or privileged. This section
discusses nonprivileged functions. Section 3.1.2
discusses privileged functions.

— To refer to complete titles of documentation items. For example:

Each field is described in the OpenVMS Record Management
Services Manual.

* Do not overuse italics for emphasis in text. In most cases there is no reason
to emphasize words like no, not always, and never.

Use

If the machine is not broken, do not try to fix it.

You must always begin a new line with a dollar sign ($).
Do not use

If the machine is not broken, do not try to fix it.

You must always begin a new line with a dollar sign ($).
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e In most cases, set off system messages from text. For example:
The procedure displays the following messages:

$BACKUP-I-STARTVERIFY, starting verification pass
$BACKUP-W-INCFILTAK, incomplete file attribute data ...

If you do specify system messages in text, use quotation marks:

An error message, "Invalid User Identification Code (UIC)," is
displayed if an account number for the UIC includes an 8 or 9.

e Avoid using quotation marks for first use of a term or for emphasis.

ensure and insure

Ensure means to make sure, certain, or safe. For example:

Ensure that the device is hooked up correctly.

Insure implies that you are providing insurance on or for something. For
example:

Insure the package before you mail it.

enter

Use enter to instruct users to perform the following actions:

» Issuing commands from the keyboard.
Enter PRINT at the DCL prompt.

e Inserting text into fields.

Enter your last name in the Username field.
¢ Responding to prompts.

Enter your password at the password: prompt.

e Entering text and pressing keys in sequence. For example:
Enter the following command line:
$ DELETE/CONFIRM MYOLDFILES.*;* [Return

Do not use enter to indicate the startup of an application.

Use
Start the XYZ application.
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Do not use

Enter the XYZ application.

See also choose and select, press, and type.

examples

An example is a text component that illustrates or clarifies a point made in the
text. Examples differ from figures in that examples are primarily textual while
figures are primarily graphic.

Examples are usually set off from the main text spatially, typographically, or
graphically (or by a combination of these methods).

This section gives:
* General guidelines for creating examples
* Guidelines specific to multiplatform documentation

* Guidelines specific to formal examples, including placement, numbering,
and titles

* Guidelines specific to informal examples

General Guidelines
Use the following general guidelines to create clear and effective examples:

* Be liberal in your use of examples, especially for procedural and tutorial
material. Good examples are one of the most effective ways of reinforcing
ideas and procedures. Extensive use of examples can make it easier for the
customer to use the product.

* Create examples that are simple and straightforward. Try not to show too
many concepts or operations in one example. Ask yourself whether the
user might benefit more from several examples.

* If your example uses abbreviations or acronyms, be sure to define them in
the text preceding the example.

* Make your examples “true” examples. That is, avoid using variables
within the example. For instance, for sample command lines, first show
a format line with the syntax of the command. Then give an example of
the command input, substituting sample values for the variables. A good
model to follow is to show the syntax line in a different typeface from the
example.
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“Use
Enter the QDELETE command in the following format:
QDELETE/ENTRY=entry-number queue-name

The following example deletes entry 68 from the queue called ZK34$LNO3_1:
$ QDELETE/ENTRY=68 ZK34$LN03_1

Do not use

If you want to delete a print job from the print queue, enter
the following command line:

$ QDELETE/ENTRY=entry-number queue-name

In general, avoid breaking examples and continuing them on the next page.
However, if you must break an example, do so at a logical point that causes
minimal disruption to the flow and, therefore, the user’s comprehension.

Use names that represent a wide range of cultures as well as both genders.
Look through a telephone directory for ideas, but keep the names fictional.
Similarly, do not use telephone numbers or street addresses that you know
are real.

For security, do not use the names of system accounts and passwords. It is
not a security issue to use the names of real systems or nodes. However,
edit node and user information out of session log files and screen-captured
material so that you do not use a real node name with a known directory
specification or account on that node.

Clearly define the purpose of the example in the text preceding it.

Where appropriate, note any restrictions or exceptions to what the example
is illustrating.

Avoid using culture-specific references in examples. Express your examples
in terms that are culturally neutral and that are applicable internationally
(for example, booking airline tickets or scheduling meetings). Consider the
following:

— Do not draw analogies with sports or events that are known in only
one country. Use international games instead (for example, Olympic
games).

— Avoid references to colors because some colors have different
connotations in different parts of the world. See color, references
to for more information.

— Do not refer to business practices that vary from country to country (for
example, banking, taxation, accounting).
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— Do not attempt to give your examples an international flavor by using

foreign words or terms gratuitously. You may need to use foreign
words to show how a product can be used internationally. For example,
the following portion of code is part of a discussion on translating a
product’s user interface:

$ DTR32

VAX DATATRIEVE V5.0 -—t From the Message File:
Digital Abfrage und Report System +---- SIGNON Informational
Tippe HILFE fuer Hilfe ——— Message from DTRMSGS.MSG

DTR> ZEIGE BEREICHE <-- Declare Synonym ZEIGE for SHOW
Declare Synonym BEREICHE for DOMAINS

.

Never refer to national, racial, religious, sexist, or alternative lifestyle
stereotypes.

Avoid puns, metaphors, and similes.

Multiplatform Examples

Use the following guidelines when creating examples for multiplatform
documentation:

Treat all platforms equally. Use one of the following techniques when
examples include platform-specific information (such as system prompts or
file names):

— Include examples for all of the supported platforms (if the platform-

specific information is the focus of the example).

Alternate examples from the various platforms by using an equal
number from each. This method is particularly useful when the
examples demonstrate a concept and platform-specific details do

not interfere with the understanding of the concept. For example,
when illustrating how to open a file using a file selection box on
DECwindows, the exact syntax for file names on each platform is

not significant, and you can use an example from any of the platforms.

If the product supports more than two platforms, however, you may
want to confine specific screen captures to platform-specific parts of the
documentation set.

Whenever possible, use generic pictures for screen examples instead of
screen captures.
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e Avoid using screen displays that show lists of files and file specifications
that differ from platform to platform.

e Avoid using illustrations of dialog boxes that contain lists of files.

e If you do not need to show an entire screen, consider showing only the
parts that are relevant to the discussion in text. For example:

| mydoc.doc

o If a screen example contains a file specification, use generic text where the
file specification would appear. For example:

Document
- file specification of your document is here -

Style For First Pages | Examples

O Generate Change Pages
[ Generate Redlines

] Generate Change Bars
[0 Double-Sided Pages

Window Scale Factor
[ ok ] [ cancel |
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Formal Examples

Formal examples differ from informal examples in appearance, placement,
and prominence. Formal examples have a number (such as Example 1-1,
Example 1-2) and a title and are listed in the table of contents. In addition,
such examples are usually

Positioned apart from the reference in the text (see the section on formal
example placement) and from the surrounding related text

Visually set off from the surrounding text (for example, with top and
bottom rules)

Longer than informal examples

Displayed in a separate window for online viewing

The following materials are appropriate as formal examples:

Programming examples. (However, consider placing exceptionally long
programming examples in an appendix or on the software kit.)

Sample screen displays, such as those showing entry of a command line
and the resulting screen output, or the screen output alone.

Tutorial exercises or worksheets. (Depending on the nature and structure
of your document, these may also be more appropriate in an appendix.)

Consider presenting an example formally if the material has one or more of the
following characteristics:

The example’s usefulness is enhanced by listing the example in the table of
contents.

The example is very long or disrupts the text flow.

The example does not lose effectiveness if separated from the text (for
instance, if the example is on the page facing its reference in text).

Formal Example Placement: Introduce every formal example in text so that
the user can correlate the text with the example. Ideally, place the example
reference before the example and no more than one page from the example.

In most cases, refer to the example by number only and not by the example
title. For example:

Example 15-3 shows how to define and use a view containing a subset
of fields.
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If the examples in the document are not numbered, refer to the example by its
title, using the following formats:

The following example, Comparing and Searching for Date Values,
shows some techniques you can use with dates.

The example titled Comparing and Searching for Date Values shows
some techniques you can use with dates.

Formal Example Numbering: In general, number the examples in your
document according to the type of document and the numbering scheme of the
pages.

Most documents written for a technical audience are divided into numbered
chapters with chapter-oriented paging (page 3—4, page A-9, and so on). If the
document is divided into chapters and uses chapter-oriented paging, then use
chapter-oriented numbering for examples, as follows:

Example 3-6 The sixth example in Chapter 3

Example 4-1 The first example in Chapter 4

Example D-1 The first example in Appendix D

Some manuals, such as those intended for more general audiences and
marketing-oriented documents, are not divided into chapters or use sequential

paging throughout the document. For such documents, number the examples
consecutively from beginning to end (Example 1, Example 2, and so on).

Formal Example Titles: Use the following guidelines for creating effective
example titles:

¢ Make example titles concise and descriptive.
e Make sure the title is clear and that it matches the example content.

» Capitalize example titles using the guidelines for chapter and section titles.
See capitalization.

° Do not end an example title with a period.
s Avoid starting example titles with articles (a, an, the).

¢ If a long example continues onto another page, repeat the example number
and title exactly as on the first page. Follow the example number with a
designation such as “(Cont.)” to indicate clearly that this is a continuation
of the example. For example:

Example 8-1 (Cont.) Domains and Tables in Sample Personnel System

The specific designation you use depends on the accepted group style or
format.
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The placement of the example number and title depends on the document
format used in your group.

Informal Examples

Informal examples differ from formal examples in that they are more closely
integrated into the running text. Informal examples do not have a number or
title and are not listed in the table of contents. In addition, such examples are
usually

* Brief
* Integrated into the text flow

* Important to understanding the text at the point where the example is
introduced (such as a command example)

* Not displayed in a separate window for online viewing
The following are appropriate as informal examples:

* Sample command lines or command sequences

* Short screen displays

* Short, discrete portions of software installation dialogue

When creating informal examples, do not interrupt a sentence with an example
and then complete the sentence after the example.

Use

If you enter the following command, the editor creates a journal file:
$ EDIT/JOURNAL PHONES.DAT

Do not use

If you enter

$ EDIT/JOURNAL PHONES.DAT

the editor creates a journal file.
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fewer and less

Use fewer when you are referring to countable items. For example:

There are fewer restrictions on job types in the latest version.

Use less when you are referring to noncountable items or when you are
discussing something in terms of size or degree. For example:

This system needs less memory to do the same number of tasks.

figures

A figure is a graphic illustration of a concept, relationship, activity, or
procedure that is described in text. A figure can be a drawing, chart, graph,
photograph, or other pictorial element. The judicious use of figures can
enhance the user’s understanding of the subject matter. By breaking up long
passages of text, figures can also reduce the fatigue of reading and therefore
increase comprehension.

You can use figures to reflect a real situation or to present possibilities by way
of example. Figures can enhance text in several ways:

° By showing spatial relationships among physical units (such as a hardware
configuration)

* By showing abstract relationships among software components (such as file
storage and retrieval or layers of an architecture)

* By showing the sequence of tasks in a procedure (such as an installation
flow diagram or the steps for installing a printer)

° By showing the results of interactions or activities (such as the sequence of
events that result from using a particular command)

This section gives guidelines in the following areas:
* General information on creating figures

* Figure placement

o Figure numbering

* Figure captions

e Figure callouts

e Internationalization
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¢ (Capitalization

¢ Figure legends

* Figure footnotes

For information on screen displays used as examples, see examples.

General Guidelines
Use the following general guidelines when creating figures:

* Create your figures with a clear objective in mind. What idea do you want
to clarify? What procedure do you want to show? What relationship or
interaction do you want to depict?

* Be sure your figures are primarily pictorial, not textual. A user should
be able to absorb the meaning or context of a figure without doing a lot of
reading. Where possible, limit the text in figures to identifying labels for
parts of the figure and to brief clarifications of the processes being shown.
Figure 2 shows a figure that is primarily textual.
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Figure 2 Textual Representation of Concepts

REMEMBER:

@ Toselectan entry in the list and cancel any existing
selections, click MB1 on the entry.

® To expand an entry, double-click MB1 on the entry.

o To select an entry in addition to any existing selections,
press and hold the shift key, then click MB1 on the entry. Shift

Figure 3 is a more graphic representation of the material presented in
Figure 2.
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Figure 3 Graphic Representation of Concepts
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* Reuse illustrations whenever possible to save time and effort.

* Consider how the figure will look on line. Detail that is legible on paper
may be hard to read on line because of the low resolution on most screens.
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Keep your figures as simple as possible without sacrificing meaning or
context; convey only the information that the user needs to know. If your
figure is getting very large or very detailed, you may be trying to show too
much. Create a series of figures that build on a single idea.

If possible, keep figures to a single page or, for online viewing, a single
screen so that users do not have to scroll horizontally or vertically to

see the figure. However, if you must break a figure, do so at a logical
point that causes minimal disruption to the flow and, therefore, the user’s
comprehension. If possible, place such a figure on a left-hand page and
continue it on the facing right-hand page.

Decide whether figures should be formal or informal. Formal figures have
captions and symbolic names and are listed in the table of contents. When
viewed online, formal figures are displayed in a pop-up window.

Informal figures are unnumbered and uncaptioned, and they are not listed
in the table of contents. Informal figures are part of the text and are not
displayed in a pop-up window in online documents.

For more information on online documents, see the chapter on online
information in The Digital Technical Documentation Handbook.

Clearly introduce every formal (numbered and captioned) figure in text (see
the section on figure placement).

Be sure that the content of your figures matches the text. Use the same
terminology, nomenclature, and abbreviations in text and figures. In
addition, spell terms the same way in text and figures.

Be sure that your figures match reality (such as the appearance and
packaging of hardware).

Your audience may be culturally diverse. Avoid culture-specific represen-
tations in figures, such as modes of dress and gender roles. Do not use
humor in illustrations. Humor is both personal and culture specific and, in
some cases, can be offensive or confusing.

Anticipate the ways an illustration can change when text is translated.
Figure 4 shows how the callout text in a figure expands when the text is
translated from English to Dutch.
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Figure 4 Effect of Translation on Figures
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Figure Placement

Introduce every formal figure in text so that the user can relate the text to the
figure. Place the figure reference before the figure occurs and no more than one
page from the figure.

In general, refer to the figure by number only and not by the figure caption
unless the figures in your document are not numbered. For example:

Figure 3-7 shows the coexistence of OSI and proprietary
capabilities in the DNA™ Phase V model.

If you must refer to a figure by its caption, use the following format:

The following figure, DNA Phase V Layers, shows the
coexistence of 0SI and the proprietary capabilities in the
DNA Phase V model.
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Figure Numbering
In general, number the figures in your document according to the type of
document and the numbering scheme of the pages.

Most documents written for a technical audience are divided into numbered
chapters with chapter-oriented paging (page 3—4, page A-9, and so on). If the
document is divided into chapters and uses chapter-oriented paging, then use
chapter-oriented numbering for figures, as follows:

Figure 3-6 The sixth figure in Chapter 3

Figure 4-1 The first figure in Chapter 4

Figure D-1 The first figure in Appendix D

Some manuals, such as those intended for more general audiences and
marketing-oriented documents, are not divided into chapters or use sequential
paging throughout the document. For such documents, number the figures
consecutively from beginning to end (Figure 1, Figure 2, and so on). In some
marketing documents, figures are not numbered at all and may not have
captions.

Figure Captions
Use the following guidelines for creating effective figure captions:

* Make figure captions concise and descriptive.

¢ Avoid calling the figure by what it is — that is, a chart, a diagram,
an illustration, and so on. Such constructions are obvious and add
unnecessary verbiage to the figure caption.

Use
Selection of Transport Protocols

Do not use

Diagram Showing Selection of Transport Protocols

* Capitalize figure captions using the guidelines for chapter and section
titles. See capitalization.

* Do not end a figure caption with a period.
* Avoid starting figure captions with articles (a, an, the).

e If a long figure continues onto another page, repeat the figure number
and caption exactly as on the first page. Follow the figure number with a
designation such as “(Cont.)” to indicate clearly that this is a continuation
of the figure. For example:

Figure 12-5 (Cont.) Procedure for Determining Hardware Problems
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The specific designation you use depends on the accepted group style or
format.

The placement of the figure number and caption depends on the document
format used in your group.

Figure Callouts and Labels

Figure callouts and other labels within figures identify the figure’s components
and symbols. You can use general designations (such as Node, Disk,
Application, and so on) or specific product or component names (such as
ULTRIX System, 9-Pin Adapter and so on) to identify parts of the illustration.

Callouts can also be symbols (typically numbers) placed near figure elements
that require identification or special explanation outside the figure.

Consider the placement of callouts so that users can read them on line without
scrolling or resizing the window.

Figure 5 shows the use of callouts in a figure.
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Figure 5 Callouts in Figures
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Internationalization

Text may change if the product is localized and, if the document is translated,
text expands significantly. In general, keep text physically separate from the
graphics by following these guidelines:

Use overlays to separate text from graphics.

Avoid enclosing text within boxes.

Do not place labels too close together.

Do not break enclosed portions of figures with arrow lines or other pointers.

Avoid abbreviating figure labels.
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Capitalization

Use initial capitalization for most text used in art, following the capitalization
guidelines for titles and captions. (See eapitalization.) Exceptions are as
follows:

¢ (Capitalize sentences or phrases in flowcharts like a standard sentence in
text.

¢ For labels in data structures, follow the capitalization designated by the
programmer but be consistent within a document. C is the only language
that is case sensitive.

You can use initial capital letters or underscores to separate words. For
example:

DwtResourceFoo

DWT_RESOURCE_FO0O

Figure Legends

Figure legends are brief explanations of symbols, expressions, or other
elements in a figure that the user may not understand or remember. The
legend accompanies the figure, is part of the figure file (for online art), and
falls within the figure’s boundaries. Figure 6 shows a sample figure that uses a
legend.
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Figure 6 Figure with Legend
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Precede the legend with the label Legend or Key, according to group style.

If many figures require the same or a similar legend, you can avoid repetition
by including a general key to graphic symbols and expressions at the beginning
of the chapter or the document. However, a user may find it easier to have
the legend accompany each figure rather than continually turning back to the
common legend or, for online documents, keeping a separate window open.

Figure Footnotes

If possible, keep figure footnotes to a minimum. Remember that figures
are primarily graphic and pictorial, not textual. Wherever possible, rely on
the accompanying text to give general explanatory, clarifying, or conditional
information to the figure. Figure 7 shows the use of footnotes in a figure.
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Figure 7 Footnotes in Figures
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See also symbols and icons.

file specifications

Operating systems specify files and their locations in different ways.
Terminology also varies. For example:

*  On OpenVMS systems, the term file specification fully describes the
location of a file, including its node, device, directory, file name, file type,
and version number, as in the following:

BARVEL::USER3:[0RTIZ]STRATEGY_DOC.PS;3
* On ULTRIX, 0S/2®, DOS, and Macintosh® systems, the term path name!

describes the directory routes traversed to find a specific file, as in the
following:

/usr/users/huynh/memos/mgt-memo

! ULTRIX information uses the term pathname.
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ULTRIX path names are case sensitive; 0S/2, DOS, and Macintosh path
names are not case sensitive.

On OpenVMS systems, the term file name implies the name of the file and
the file type and possibly the version number. On DOS systems, however,
the file name can have a file type but not a version.

In discussing files, use the term file name when the content of the file is
important, not its location. However, when location is important, identify the
location for all relevant operating systems and use the term appropriate for the
system.

This section gives further details for specifying files on ULTRIX and
OpenVMS systems and provides guidelines for specifying files in multiplatform
documentation.

For ULTRIX Systems

Retain the correct case throughout the path name. For example:

gyro:/usr/users/jane/report.Feb.90
Do not end path names with a slash (/).

Use the word root rather than a standalone slash (/) to indicate the root
directory in text.

Use
Change to the root directory and type ls.
Do not use

Change to the / directory and type ls.

Use initial periods when referring to file extensions (the ULTRIX term for
file suffixes).

Use

File names ending with .c are interpreted
as C source programs.

Do not use

File names ending with ¢ are interpreted
as C source programs.

If punctuation characters (such as periods) are part of the file name or path
name, set off the file name from the text when its appearance in a sentence
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might be confusing. For example:

The files are in the /usr/spool/uucp directory and
have names beginning with the following characters:

STST.
For OpenVMS Systems

* Use uppercase letters for all elements of the file specification. For example:

FRNALD: :DISK$1: [DAVIS.WORK]REPORT.LIS

* Do not use a colon when referring to drives and device names if the colon
is at the end of the sentence. Rewrite your sentence if this happens.

Use
Copy the file to the C: drive.

Do not use
Copy the file to drive C:.

* Use initial periods when referring to a file type (the OpenVMS term for a
file suffix).

Use

Type or print the .LIS file to see a list of your errors.

Do not use
Type or print the LIS file to see a list of your errors.

For Multiplatform Documentation
Because different platforms treat file specifications in different ways and use

different terminology, plan your strategy for referring to file specifications early
in the project, and discuss it with the technical team.

* File specifications or path names on some systems may be case sensitive.
You may decide to use lowercase unless uppercase or mixed case is a
requirement.

* Different platforms use different names for file suffixes, which generally
identify a class of files that have the same use or characteristics. You
may decide to use a more generic term, such as file suffix or file extension,
instead of a term like file type.

In representing file suffixes, use a period before the suffix to provide a
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visual cue for the users. For example:

If you omit the file specification, the object file defaults to
the name of the first source file, with a file suffix of .obj.

¢ Be careful when using file names and suffixes in examples. Some platforms
restrict file names to eight characters and file suffixes to three characters.
If possible, keep file names within these guidelines even if it is not a
restriction on current platforms. Using these guidelines will facilitate the
move to future platforms without having to rewrite.

footnotes

A footnote is an explanatory note placed at the bottom of a page or a text
element, such as a table. A footnote is composed of a reference mark that
signals the presence of the footnote and the body of the footnote. For example:

ldwt is the abbreviation for pennyweight.
Use footnotes only to present information that supports but is not essential

to the main discussion and that seems out of context elsewhere, such as
definitions of abbreviations or explanations of symbology.

Although the format of footnotes (spacing, margins, and so on) is determined by
group style and the production method you use, the following sections contain
guidelines for those elements of formatting you can control.

There are two types of reference marks used with footnotes: superscript
numbers and symbols.

Use superscript numbers to signal footnotes in text.

Use the following symbols to signal footnotes in tables. The Chicago Manual of
Style recommends using the symbols in the following order:

* Asterisk

T Dagger

¥ Double dagger

Section mark

Parallel

Number sign

H = wn
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If a table requires more than six symbols, you can double the symbols, for
example: ** 1%, 1i, and so on.

The following sections discuss the different types of footnotes:
¢ Text footnotes
e Table footnotes

Text Footnotes
Use the following guidelines for creating appropriate text footnotes:

¢ If the information is important or essential, include it in the text. Do not
put it in a footnote.

¢ If the information is extraneous, consider omitting it altogether.

* Do not use footnotes to refer to other sections of your document or other
documents.

¢ Use a superscript number in text to refer to a footnote. Place the number
after the key word in the text and use the same number with the footnote
itself.

If necessary, place the superscript number after any punctuation mark
except a dash, a colon, or a close parenthesis if the reference relates to
information within the parentheses. Place the superscript number before
these marks.

¢ Number footnotes sequentially for each chapter.

Table Footnotes
Use the following guidelines for creating table footnotes:

* Place the reference symbol immediately after the referenced item.

Place reference marks in column headers and in any part of the table body
but not in the table number or title.

* If the table has a bottom rule, place table footnotes below the rule. Do not
put a box around the footnote, and do not add a line above it.

¢ If the table continues onto another page, use the same reference symbol for
each new page where the footnote is used. Position the footnote below the
table on the page where it is referenced.

See also figures, tables, and trademarks and service marks.
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foreword

A foreword is a statement by someone other than the writer. It is rare in
Digital documents.

A foreword is brief — usually from two to four pages long. The name of the
author of the foreword is usually at the end of the foreword text, sometimes
along with the date and place of its writing. See The Chicago Manual of Style
for more information about forewords.

Placement

Place the foreword after the table of contents and before the preface. The
foreword begins on a right-hand page.

gender-neutral language

Use gender-neutral language to support the equality of all persons regardless
of gender and to avoid reinforcing stereotypes. Use the following guidelines:

Do not use masculine and feminine pronouns. If possible, use the second
person or a plural form to avoid the problem.

Use

Users can keep their documents in the file cabinet.
Keep your documents in the file cabinet.

Do not use

The user can keep his documents in the file cabinet.
The user can keep his or her documents in the file cabinet.
S/he can keep her/his documents in the file cabinet.

If you must use a singular pronoun to refer to a person performing a
particular job (for example, in a case study), do not use stereotypical job
classifications. For example, do not assume that a secretary or a nurse is
female while a manager or doctor is male.

Some people vary references to a user, using ke in some places and she
in others. However, this approach may lead to choppy writing or even
confusion, and some people find it offensively obvious.
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s Use neutral job titles. Do not use titles incorporating the feminine suffixes
-ess, -trix, -ine, and -ette. For example:

Use

executor

manager

salesperson, salespeople, the sales force
supervisor

Do not use

executrix
manageress
salesman
foreman

e Do not use gender-specific words to represent all humans. For example:
Use

work hours

worker, employee

humanity, humankind

human resources, work force, staff

Do not use

man-hours

workman, workwoman
mankind

manpower

glossary

A glossary is a series of definitions of company-specific, technical, or
application-specific terms whose meanings may not be familiar to the user.

A glossary entry consists of a term and its definition. The definition consists
of:

e A phrase describing the term and explaining how it is used. End this
phrase with a period.

e An optional sentence or sentences further clarifying the meaning.

For example:

distribution list

A file that contains a list of user names. You use a distribution
list to automatically address a message to each user name in the
file.
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This section gives guidelines for the placement and format of the glossary and
glossary entries.

The Digital Technical Documentation Handbook contains guidelines for
developing effective glossaries.

Placement

Use the following guidelines for the placement of the glossary:

* Place the glossary in the back matter, after the appendixes and before the
index.

* List the glossary in the table of contents.

* Refer to the glossary in the preface (usually in the section on document
structure).

* Briefly introduce the glossary; this is particularly important for online
books.

° Do not index glossary entries unless the glossary is the only place where
the terms are used. For example, users may be familiar with a certain
term used by another vendor. Digital information uses another term for
the same concept but includes a reference to the other vendor’s term in the
glossary. In this case, it is appropriate to index the other vendor’s term
with a cross-reference to the Digital term.

Format
Use the following guidelines in formatting the glossary and glossary entries:

* Use boldface type when you introduce a term in text that is also defined in
the glossary. For example:
Text:
The domain associates a data file with a record
definition.
Glossary:

domain
A data structure that ...

* Begin the glossary on a right-hand page. Format the glossary title in the
same manner as a chapter or appendix title. See chapter and section
titles.
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If the document uses chapter-oriented paging, use Glossary-1, Glossary-2,
and so on to paginate the glossary. If the document uses sequential page
numbering, continue the sequence in the glossary.

Capitalize glossary terms the same way in the text and in the glossary. For
example:
Text:

The domain associates a data file with a record
definition. Use the Application Design Tool to. ...

Glossary:

Application Design Tool
A querying device that helps . ..

domain
A data structure that ...

Use the same method of alphabetizing in the glossary and the index, either
letter-by-letter or word-by-word. See alphabetizing for a discussion of the
methods. Digital prefers letter-by-letter alphabetizing.

If you can control the format of the glossary entries, left-justify each term
and use boldface type for the term. For example:

spreadsheet
A storage format that organizes data in cells and . ..

Present all definitions in parallel grammatical form. Use a phrase
beginning with A, An, or The to begin the definition of a singular noun
or verb. For example:

application

A set of procedures that performs a task or function.

logging in

The identification of a user to the operating system.

When you define an adjective, begin the definition with a phrase like
Pertaining to. For example:

synchronous
Pertaining to related events in which all changes occur simultaneously.

If a term has multiple definitions, separate the definitions with a semicolon
if the definitions are close in meaning. For example:

node
An end-point of a branch in a network; a computer system in a network.
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If the definitions are not closely related, number each definition. For
example:

source
(1) The point of entry of data in a network. (2) A data terminal
installation that enters data into a connected channel.

Use the following format to refer to an acronym:

UAF

User authorization file. A file containing an entry for every
user that the system manager authorizes to gain access to the
system.

user authorization file (UAF)
See UAF.

Use the following format to refer to a related term:

timesharing
A method of allocating computer time in which each process gets an
equal amount of time in turn. See also real-time processing.

You may use the phrase Compare with instead of See also.

Use the following format to refer to a term that is opposite or different, yet
related, in meaning to the term defined:

input
Information that is introduced into a program for use in
processing. Contrast with output.

If you can control the format of glossary entries, typographically
distinguish cross-referenced terms from the cross-references themselves.
Use italic type for the cross-references (See, See also, and so on) and either
boldface type or the regular text type for the cross-referenced term.

Use

See also real-time processing.
Or

See also real-time processing.

Do not use

See also real-time processing.

However, if the cross-referenced term is in italics, use the regular text type
for the cross-reference. For example:

See also DEC STD 073-4 Documentation Film Mastering.
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To avoid a proliferation of typeface changes, use boldface type only in
explicit cross-references. Do not use boldface type for glossary terms that
are used in the definitions of other glossary terms. For example:

Use

auto-selection

An operation in which users select an object by moving the location
cursor to that object using the navigation keys; no further action is
needed to select that object.

See also location cursor, navigation key, selection.

Do not use

auto-selection

An operation in which users select an object by moving the location
cursor to that object using the navigation keys; no further action is
needed to select that object.

See also location cursor, navigation key, selection.

grab
Do not use grab in end-user documentation. Use only in programming
documentation. For example:
The GRAB POINTER routine grabs control of the pointer
when the conditions specified in the routine have been met.
half-title page

A half-title page usually gives only the title of the document without any of the
other material that appears on the full title page. Half-title pages are rarely
used in Digital product documents.

See The Chicago Manual of Style for more information about half-title pages.

Placement and Format

The half-title page is a right-hand page and is the first page after the cover.
Place the document title in approximately the same position on the half-title
page as on the full title page. The following left-hand page is usually blank,
but it may also contain information about the series to which the document
belongs or the list of contributors. The half-title page has no printed page
number.

See also title page.
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help

Use the following guidelines when referring to various help concepts:

Use lowercase letters when you write about the concept of online help or
when you write about an object that is not labeled on the DECwindows
screen. Refer to the following list for terms that require lowercase letters:

context-sensitive help
help information

help library

help system

help utility

online help

to get help

Use capital H when the word Help follows the name of a product or when
you write about an object that is labeled on the screen. Refer to the
following list for terms that require initial capital letters:

DECwindows Help

DECwindows Help System

Help key

Help menu

Help topic

Help window

To get help on a particular topic, choose the Help menu item.

Use the terms DECwindows Help Widget and DECwindows Help System in
programming documentation only.

Except for case-sensitive systems, use uppercase letters when you write
about a specific command or qualifier. For example:

the HELP command
the /HELP qualifier

Do not use Help frame; use Help topic.

See also capitalization, commands, and qualifiers.
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hyphens

Follow the spellings in Part III of this guide and in Webster’s Ninth New
Collegiate Dictionary. For words that are not in those sources, this section
gives guidelines for using hyphens in different contexts:

Compounds
Numbers
Prefixes
Suffixes

Compounds
Use the following guidelines for hyphenating compounds:

Adjectival compound

Hyphenate an adjectival compound if it begins with any of the following
prefixes:

all- all-inclusive code

cross- cross-referenced listing
double- double-precision data
half- half-written code

high- high-performance system
low- low-level error

quasi- quasi-official document
self- self-indexing program

There are a few exceptions, such as crossbred, crosshatched, halfway,
highborn, and lowbred.
Adjective and noun used as an adjective

This is considered an open compound. Do not hyphenate an adjective and
noun used as an adjective if both parts have all uppercase letters. For
example:

the ANSI COBOL standard

Adjectival phrase

Hyphenate an adjectival phrase when it precedes the noun it modifies. For
example:

State-of-the-art design is a major objective in the plan.
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* Adverb/adjective compound

This is considered an open compound. Do not hyphenate an adverb
/adjective compound in which the adverb cannot be misread as a simple
adjective that modifies the noun. For example:

less frequently used utility
most significant bit

* Adverb ending in -ly
Do not hyphenate a compound that is made up of an adverb that ends in
-ly followed by a participle or adjective. For example:

a frequently used utility
a highly complex program

Numbers
Use the following guidelines for hyphenating numbers:
* Hyphenate a fraction written as words. For example:

three-fourths
one and one-half
one-third

* In tables and figures, use an en dash (if your system can) to indicate a
range of numbers, such as 12-20 or ASCII range 161-254.

* Use a hyphen between a number and word combined to form a unit
modifier. For example:

6-byte field
The exception is unit modifiers formed with percent. For example:
a 20 percent increase

Prefixes
Use the following guidelines for hyphenating words formed with prefixes:

* Use a hyphen when the root word begins with the same vowel with which
the prefix ends. For example:

anti- anti-integration
de- de-emphasize
intra- intra-application
multi- multi-industry
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ultra- ultra-ambitious

The exception is re-, which is spelled solid (without a hyphen) even when
the root word begins with an e, as in reedit, reentrant.

Hyphenate prefixed words if the root element uses all uppercase letters or
an initial capital letter or if the root element is a number expressed as a
numeral or a hyphenated compound. For example:

non-direct-vector pre-200 series

Hyphenate noun compounds where ex- means former, as in ex-president,
but spell the prefix solid where ex- means out of, as in excommunicate.

Hyphenate compounds where pro- means favoring, as in pro-democracy.
Spell the prefix solid where pro- means before or forward, as in propel.

Spell auto- solid, but note that there are some exceptions that are specific
to Digital. See Part III for these exceptions.

Hyphenate prefixes when they are isolated from their root elements, as in
pre- and postinstallation.

Do not use a hyphen with the following prefixes:

ante- antecedent bi- bidirectional
bio- biophysical by- bypass

circum- circumnavigate co- coexist
counter- countermand dis- disassemble
electro- electromagnetic extra- extracurricular
hydro- hydroelectric hyper- hyperarid
hypo- hypocenter in- inactive

infra- infrared inter- interrecord
intra- intrastate macro- macrograph
mal- malformed micro- microprocessor
mid- midrange mini- minicomputer
mis- miscalculate non- nonexistent
over- overlay para- paralanguage
post- postinstallation pre- preassembler
pseudo- pseudodevice re- reedit
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retro- retrofit sub- subprogram
super- superset supra- supramolecular
tele- telescope trans- transmission
tri- triglyceride un- unconditional
under- underflow uni- uniprocessor

Avoid using a prefix with hyphenated or compound words. Rewrite the
sentence without the compound term. For example:

Use

banks that do not use computers

a device that is not file oriented
Do not use

non-computer-using banks

non-file-oriented device

Suffixes

Most suffixes are spelled solid (without a hyphen) in adjective and noun
compounds, as in writeoff, rapierlike, corporatewide. There are some
exceptions:

Compounds formed with the suffixes -dependent and -specific are
hyphenated as adjectives but open as predicate adjectives. For example:

The procedure is site dependent.
The site-dependent procedure. . . .

Do not use examples that are culture specific.
Avoid culture-specific examples. . . .

Hyphenate noun compounds formed with -elect unless the position named
is more than one word. For example:

supervisor-elect project leader elect

Hyphenate adjective compounds formed from a number plus -odd, as in
500-odd words.

Hyphenate adjective compounds formed from a numeral plus -fold. For
example:

80-fold threefold
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¢ Spell adjective compounds formed with the suffix -like solid except for
compounds derived from proper nouns, compounds that end in //, and
compounds formed from multiple words. For example:
English-like
cell-like

if and whether

If introduces a clause of condition. Whether, used with or in formal usage,
introduces alternatives. For example:

Use
If the red light is off, the system is not on line.

The system manager decides whether they should use the line printer or
the laser printer.

Do not use

The system manager decides if they should use the line printer or the
laser printer.

The use of or not with whether is usually implied. For example:

The system manager decides whether [or not] they should use the
new printer.

index

An index is an alphabetical listing of the topics and subtopics discussed in a
book with cross-references to relevant information. Its purpose is to help users
find the information contained in the book.

An index entry has the following parts:
* A primary entry, which indicates the topic

* A secondary entry, which specifies or clarifies the particular aspect of the
topic

e A locator, which indicates the location of the information in the book
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For example:

Device names ¢—— Primary Entry
controller designation, 3-2
device codes, 3-4 Secondary Entries

unit numbers, 3-2
N\————— Locator

Index entries may also contain cross-references that direct users to the right
topic or closely related topics.

For example:

Disks
See System disks, User disks

Cross—Reference

This section gives guidelines for the placement and format of the index and
index entries. The Digital Technical Documentation Handbook contains
guidelines for developing effective indexes.

Placement
Use the following guidelines for the placement of the index:
* Place the index in the back matter, after the appendixes and glossary. In

Digital technical documents, the index is generally the last element of the
back matter except for any user survey or feedback sheets.

* List the index in the table of contents. The index entry comes after the
entries for chapters, appendixes, and the glossary and before the lists of
figures, tables, and examples.

* Refer to the index in the preface (usually in the section on document
structure).

Format
Use the following guidelines in formatting the index and index entries:

* Begin the index on a right-hand page. Format the index title in the same
manner as a chapter or appendix title. See chapter and section titles.

* If the document uses chapter-oriented paging, use Index—1, Index—2, and so

on to paginate the index. If the document uses sequential page numbering,
continue the sequence in the index.
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o Your text-formatting tool may control the format of the index. If possible,
format the index as a two-column list with alphabetic guide letters
distinguished typographically or spatially. Indent secondary entries and
cross-references.

e Unless a word is in all uppercase or is case sensitive, use an initial capital
letter for the primary entry in the index. If a primary entry has more than
one word, use an initial capital letter only for the first word unless the
term is a proper noun. For example:

Use

Distributed File System, 3-3  (proper noun)
MAIL command, 5-4

Do not use

Distributed file system, 3-3 (proper noun)
Mail command, 5-4

o  Use See cross-references only for entries that have no locator. Use See also
cross-references to refer users to information in addition to that in the
index entry.

For example:

Contents
See Table of Contents

Copyright notices, 2-30
See also Copyright page
internal documents, 2-32

e Use an initial capital letter for the word See in cross-references. For
example:

File protection
See Object protection

Terminals
See also Workstations
described, 3-1

o If a term uses lowercase letters in text, do not capitalize the term in a
secondary entry. For example:

Variables, 3-4, 3-9
hyphenating, 3-7
italicizing, 3-4

o Ttalicize the words See and See also in cross-references. Do not italicize the
cross-referenced terms.
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Use

File protection
See Object protection

Do not use

File protection
. See Object Protection

File protection
See Object Protection

However, if the cross-referenced term is already in italics, use the regular
typeface for the cross-reference. For example:

Use

Choose, 2-20
See also Enter

Do not use '

Choose, 2-20
See also Enter

Use the same method of alphabetizing in the index and the glossary,
either letter-by-letter or word-by-word. Digital prefers letter-by-letter
alphabetizing, but your text-formatting tool may determine the method.

Index symbols both as symbols, at the beginning of the index, and under
the name of the symbol. For example:

& (ampersand), 3-9

A

Ambiguity, deleting, 1-6, 4-11
Ampersand (&), 3-9

Articles, 3-2

If the text formatting tool cannot place symbols at the beginning of the
index, index the symbols under their names.

Place numeric primary entries before the alphabetic entries if the text-
formatting tool allows it. For example, the primary entry 64-bit should go
before any of the alphabetic entries, as follows:

64-bit, 5-12

A
Access control, 1-5
Application generators, 2-6, 2-9, 2-10
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Put all numeric entries in ascending numeric order. For example:
070R disk, 1-1

32-bit, 1-1

64-bit, 1-2

If the formatting tool cannot place numeric entries before alphabetic
entries, then treat the numeric entries as if the numbers were spelled out.
For example:

Phrase Alphabetize as:

070R disk Zero seven zero R
32-bit Thirty-two bit

1957 (the year) Nineteen fifty-seven

Generally index abbreviations and acronyms under the abbreviation or
acronym. Provide a cross-reference at the full term. For example:
Access control lists

See ACLs
ACLs, 3-5, 3-8, 3-9

However, if the full term is more commonly used, index the full term and
use a cross-reference at the abbreviation or acronym.

See also alphabetizing.

internationalization

You can find information relevant to internationalization and translation

in the individual entries throughout this guide. Follow these guidelines
whether or not your information will be translated. For a detailed discussion of
internationalization and translation issues, see the Digital Guide to Developing
International Software and Developing International User Information.
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its

The word its is the possessive pronoun of i¢. Use its when you are referring to
the possessive of a third-person, singular, neuter pronoun.

The program is large, so its execution time is long.

Because the disk is very sensitive, its protective envelope
is lead-coated.

The word it’s is a contraction for it is. Digital style discourages the use of
contractions; use it is.

jargon

Avoid jargon unless it is technical terminology that is either accepted within
the industry or is defined appropriately in your manual.

Use

Word-processing activities are menu driven.
The term menu driven is acceptable jargon.

Do not use

Toggle in the following routine.
Toggle in is not acceptable jargon.

See also slang.

keyboards

A variety of terminals and keyboards are in use around the world. Functions
bound to particular keys in the U.S. version of a product may be bound to
entirely different keys for products that are localized for other countries. Use
the following guidelines when documenting keyboards:

e Select a default keyboard to document, and develop a method for providing
information about alternative keyboards.

e Put as much keyboard information on line as possible. It is easier to
modify keyboard information that is presented on line than it is to modify
hardcopy information.
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* Use function names rather than key cap names when documenting software
applications.

keys

The four basic components of the keyboard (for Digital’s 200- and 300-series
terminals and for workstations) are the keyboard keys, the numeric keypad,
the editing keypad, and the function keys (F1 to F20).

Use the generic term keypad only after you have identified the type of keypad
to which you are referring. For example:

You can use the DEFINE/KEY command to define your numeric keypad
keys, editing keypad keys, and function keys (F1 to F20).

If your system software provides a distinctive font for key names in text, use
it. This helps to differentiate between key names and commands.

This section gives:

* General guidelines

* Numeric keypad guidelines

¢ Function key guidelines

* Guidelines for referring to multiple keys

General Guidelines
Use the following guidelines when you refer to keys on any keyboard:

* Use the verb press when referring to keys. Do not use the verbs strike,
punch, depress, or hit.

* Refer to keys on the keyboard as keys, never as buttons.

* Use initial capital letters for the name of a key if the key is labeled on the
keyboard. (This rule includes keyboards that use all capital letters.) The
following shows the names of labeled keys:

Compose Character Ctrl Do Enter
Find Help Insert Here Lock
Next Screen Prev Screen Remove Return
Select Set-Up Shift Tab
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If your system is not case sensitive, use a capital letter when referring
to a specific letter key, whether as a single key or in a simultaneous or
sequential action. For example:

The W key ctrl/c PF1 Ctrl/K
Use lowercase letters when the key to which you are referring is not

labeled on the keyboard or has a symbol (such as 1 or, ) for a label. The
following shows the names of unlabeled keys:

ampersand key apostrophe key asterisk key

at sign key backslash key circumflex key

close parenthesis key colon key comma key

delete key dollar sign key down arrow key

equal sign key exclamation point key hyphen key

left angle bracket key left arrow key left brace key

left bracket key number sign key open parenthesis key

percent sign key period key plus sign key

question mark key quotation marks key right angle bracket
key

right arrow key right brace key right bracket key

semicolon key slash key space bar

tilde key underscore key up arrow key

vertical bar key
Exceptions to this rule are as follows:
— Use uppercase letters for the GOLD key (PF1 on the numeric keypad).

— Use initial capital letters if the key name is the first word in a table
column or list item.

You may use the name of keys labeled on the keyboard as either adjectives
or nouns. For example:

Press the Help key to get help on the EVE editor.
Press Return after you enter the INSTALL command.

Be consistent in your use.

Be consistent in your use of boxed key symbols in examples, tables, text,
and so on. Identify how the document refers to keys in the conventions
section of the preface.
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* Use a lowercase italic n to refer to a generic number key; use a lowercase
italic x to refer to a generic letter key.

See also n and x.

¢ Use uppercase letters for user-defined keys. For example:
Press the key you have defined as APPEND.

Numeric Keypad

¢  When referring to a numbered key on the numeric keypad, use the
uppercase letters KP and the number of the key. For example:

Press KP2 to issue the NEXT TOPIC command and
KP5 to issue the BACK TOPIC command.

¢  When referring to a numeric keypad key that is labeled with a symbol, use
the following:

keypad comma keypad minus keypad period
Function Keys

*  When referring to function keys, use the uppercase letter F' and the
appropriate number. For example:

You can use the DEFINE/KEY command to define the F19 and
F20 keys on your keyboard.

* For the programming function keys on the numeric keypad, use the
uppercase letters PF and the appropriate number.

Multiple Keys

*  When you want the user to press keys simultaneously, use a slash between
the key names. For example:

ctrl/a ctrl/c ctrl/w

In this case, the user holds down the Ctrl key while pressing another key.
* When you want the user to press keys in a sequence, use a space between

the key names. For example:

GOLD KP7
PF1 KP5
PF1 Ctrl/D
GOLD 1

* In code examples, use two boxed keys in a row when you want the user to
press two keys sequentially. For example:

BFl] @
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See also buttons and switches, enter, keyboards, and type.

Latin expressions

Do not use Latin expressions in technical documentation. Versus, vice versa,
per, and via are the only exceptions; they are commonly used in technical
documentation. In general, substitute one of the corresponding English
translations:

Latin Abbreviation Latin Expression English

ca. circa about, approximately

cf. confer compare

e.g. exempli gratia for instance, for example
et al. et alia and others

etc. et cetera and so forth, and so on
ie. id est that is

viz. videlicet namely

lists

Lists help to clarify, emphasize, and organize information. A well-formatted
list can improve the visual impact of a document and can enhance the
user’s comprehension. The content of a list can be procedural, as in a list
of sequential tasks, or categorical, as in a list of parts or items.

This section gives guidelines for:
e Creating vertical lists

¢ Punctuating vertical lists

¢ (Creating embeddgd lists

For information about internationalization considerations for sorting and
aligning lists, see Developing International User Information.
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Guidelines for Creating Vertical Lists
Use the following guidelines when creating vertical lists (display lists):

* Include a short introduction to each list to put the information in context.

* Capitalize the first letter of each list element unless the list elements must
match portions of code or are case sensitive.

* Use parallel verb tenses and parallel grammatical constructions for all list
items.

* Begin each list item with the same part of speech. For example, in a
procedural list (a list of sequential tasks), begin each item with a verb.

The exception is if the list item is qualified in some way. For example:
Use the following guidelines for creating appendixes:

o List the appendixes in the table of contents.

o Refer to the appendixes in the preface.

0 For each appendix, provide an introductory paragraph.
* Use the same voice and punctuation for each list item.
* Where possible, make all list items similar in length.
* Avoid mixing complete and incomplete sentences in a list.

* In general, left-justify all list items. For nested lists (lists within lists),
left-justify nested items on the appropriate indention.

* Do not continue an introductory sentence after a list.
* Do not connect list items with conjunctions, such as and, or commas.

Use

The system prints the following information:

0 Strings in the program

0 Pending I/0 requests

o The source program

Do not use

The system prints the following information:

0 Strings in the program,

0 Pending I/O requests, and

o The source program
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Use a numbered list for a procedure or for elements that refer to numbered
items in text. Using numbered lists is particularly important for task-
oriented documentation, which helps the user accomplish tasks and
procedures. For example:

Use the following steps to install the software:

1. Log in to the system manager’s account.

2. Invoke VMSINSTAL.

. Respond to the warning messages and the backup question.

. Mount the distribution media.

(S 2 IR N #% )

. Select the installation options.
6. Check for successful execution of the IVP.
Use an unnumbered list to show items of similar importance and items that

do not follow a sequence. If you choose to set off the list items with special
characters, use bullets first, then dashes, then asterisks. For example:

o]
(o]

*
*

For some lists, you may choose not to use any special character to set off
the items. Restrict your use of this approach to lists having only one level.

When appropriate, use a nested list (a list within a list) to break down a
complex idea or procedure into its simpler, component parts.

Indent nested list items according to the design and production method
used in your publications group.

Avoid using more than three nested levels in a list.

For nested sequential lists, use numerals first, then letters, then numerals
followed by a close parenthesis. For example:

1.
2.
3.
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If your text-formatting system cannot produce this style, use the following
format:

1.
2.
3.

e For lists that contain both nonsequential and sequential material, use
bullets, dashes, and asterisks for nonsequential items; use numerals,
letters, and numerals followed by a close parenthesis (if possible) for
sequential items. This type of list may contain up to three levels. For
example:

Punctuating Vertical Lists
Use the following guidelines when punctuating vertical lists:

Colons:
¢ Use a colon after a sentence introducing a vertical list if the sentence
contains as follows or the following, or the like. For example:

The price increase affects the following items:
o Nails
0 Screws

o Hammers
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Use a colon if an introductory sentence or clause is incomplete without the
items in the list. For example:

To save an existing card file:
1. Choose Save from the File menu.

2. Delete any text in the text-entry field and enter this file’s
new name.

3. Click on the OK button.

Use a colon at the end of an introductory sentence if the list items are
incomplete sentences. For example:

Your system consists of three elements:
0 A video screen
o A keyboard

0 A printer

If another sentence follows the sentence that introduces a list, do not put a
colon after the second sentence. Follow that sentence with a period instead.
For example:

The following functional specifications define DNA protocols.
All implementations of DECnet™ adhere to
these protocols.

o DECnet DNA General Description
o Network Services Protocol Functional Specification

o Maintenance Operation Protocol Functional Specification

Periods:

Place a period after each list element if one of the elements contains one or
more complete sentences. For example:

Each of the examples does the following:
o Declares the parameters and the global symbol names.

o Checks the return status for the value LIB§_INPSTRTRU. If this
value is returned, you know that more than 30 characters were
entered at the terminal and that the extra characters were removed.
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* Do not use periods at the ends of list elements if each list element is a
phrase or word. For example:

The system consists of the following parts:
0 Memory management option
o Disk and controller

0 Double-density diskette and controller

* If possible, handle unusual combinations of phrases and sentences as
follows:

Your system consists of two parts:
o The monitor
The monitor is similar to a television screen. You see
everything on the monitor that you type on the keyboard.
o The keyboard

The keyboard is similar to a typewriter keyboard; however, in
addition to the usual numbers and letters, it has other keys
that you can use to tell your system what to do.

In this example, where the explanation of each bulleted item falls in a
separate paragraph from the list item, treat the list items as you would
any other series of phrases; that is, do not use periods.

If, however, the descriptions immediately follow the phrases, then use a
period. For example:

o The monitor. The monitor is similar to. ...

o The keyboard. The keyboard is similar to. ...

In this case, you can also use an em dash. For example:
0 The monitor -- The monitor is similar to a. ...

o The keyboard -- The keyboard is similar to a. ...

Embedded Lists

Embedded lists are lists of items that are included in the body of the text in
paragraph form.

In general, use vertical lists rather than embedded lists because they are easier
to read. The following example shows an embedded list that is hard to read
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because the entries are long:

Translation of the name argument proceeds in the following

manner: (1) CEF$ is prefixed to the current name string and the
result is subjective logical name translation. (2) If the result

is a logical name, step 1 is repeated until translation does not
succeed or until the number of translations performed exceeds the
number specified by the SYSGEN parameter LNM$C_MAXDEPTH. (3) The

CEF$ prefix is stripped from the current name string that could not be
translated. This current string is the cluster-name.

Compare the same information presented as a vertical list. Note that the list
has greater visual impact in this format.

Translation of the name argument proceeds in the following
manner:

1. CEF$ is prefixed to the current name string and the result is
subjective logical name translation.

2. If the result is a logical name, step 1 is repeated until
translation does not succeed or until the number of
translations performed exceeds the number specified by the SYSGEN
parameter LNM$C MAXDEPTH.

3. The CEF$ prefix is stripped from the current name string that
could not be translated. This current string is the
cluster-name.

If you must embed a list within a paragraph, use the following guidelines:

* Restrict the use of embedded lists to lists that contain only a few short
items. For example:

SORT arranges files by the following processes: record, tag,
address, and indexed.

* Capitalize the first word of the list only if the accepted rule for
capitalization applies. (See capitalization.)

° Enumerate list items by enclosing numerals or lowercase letters in
parentheses. Do not place a period after either the numeral or the close
parenthesis. For example:

If you encounter a problem with the hardware, you can (a) try to

fix it yourself, (b) call your Digital Customer Service
representative, or (¢) order a new unit.

* Separate list items with commas, semicolons, or periods according to
accepted rules for punctuating a series of words, phrases, or clauses.’

* Do not use special characters to set off list items in running text. In the
following example, the preferred method is to use a simple two-column
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table:
Use
The debugger provides the following predefined displays by default:

§ A source display named "SRC"
t An output display named "OUT"
+ A prompt display named "PROMPT"

Do not use

The debugger provides the following predefined displays by default:
§ a source display named "SRC"; t an output display named "OUT";
+ a prompt display named "PROMPT"; . . .

See also procedures.

measurement, units of

A unit of measurement is a precisely defined quantity, such as a length, weight,
volume, or capacity; it can also be a quantity that has a precise meaning within
a specific environment. For example, the term bit has a precise meaning in
computer terminology although its meaning is imprecise in general usage.
Spell out the words inch, inches, foot, and feet in text. In tables, examples,
figures, and footnotes, you can use the abbreviations in and ft. Do not use the
symbols for inches (") or feet ().

Units of measurement that are frequently used in technical manuals include

the following:

bit block byte

degree digit hour
longword minute nanosecond
pound quadword record
second volt watt

week year

For example:

The installation procedure takes approximately 15 minutes.
Set the impedance switch to 75 ohms.

The file takes up 30 blocks.

The last 2 bits are reserved.
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This section gives the following information:

General guidelines for units of measurement

Guidelines for referring to temperatures

General Guidelines
Use the following general guidelines when using units of measurement:

Use numbers as numerals with units of measurement and time. For
example:

2 bits 3 hours 5 millimeters

In most cases, insert a space between a number and an abbreviation. For
example:

35 mm 6 kHz 6 ft 5 K (temperature)

However, if K (kilo-), M (mega-), or G (giga-) represents a binary multiplier
(210, 920 or 230) place the abbreviation with the number. For example:

A 256K byte memory module

A 4M bit memory chip

If &, M, or G represents a metric multiplier, place the abbreviation with the
unit of measurement. For example:

A 300 kB disk drive (300 000 bytes)

A 10 Mb/s Ethernet (10 million bits)

Do not insert a space between a number and a symbol. For example:

85%
75°F
When a compound composed of a number and a unit of measurement

modifies an adjective or noun, it is called a unit modifier. Hyphenate unit
modifiers. For example:

a 1- to 6-block limit
a 9-volt charge
a 3-minute wait

Software manuals often use measurements concerning bits, bytes, lines,
records, and blocks. Hardware manuals, installation guides, and site setup
guides often give information on the height, length, width, and weight of
products. Provide these measurements in metric units and unit symbols.
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When specifying product requirements:

Use the metric units first, followed by the U.S. equivalent in
parentheses. For example:

Binding Method Recommended Gutter
Unbound books inserted into vinyl binders 19.1 mm (3/4 inch)
Bound books that will not be drilled for 15.9 mm (5/8 inch)

insertion onto the rings in vinyl binders

Include comments in the source file indicating to the translators which
units of measurement are used. If the document is localized, the
translator knows which units of measurement were used. For example:

<comment>

TRANSLATOR: This document uses metric measurements followed by the U.S.
equivalent in parentheses.

<endcomment>

<p>

Set the density of the tape to 63 rows/mm (1600 bits/in).

Make sure that the precision of a converted measurement reflects the
precision of the original measurement. For example:

The data is from a body scan that is 3.05 meters (10.00 feet).

In manuals that discuss magnetic tape, include both metric and

American measurements. The following table shows equivalent metric
and American measurements:

American Metric
1/8 in 12.7 mm
200 bits/in 8.0 rows/mm
800 bits/in 32.0 rows/mm
1600 bits/in 63.0 rows/mm
6250 bits/in 246.0 rows/mm

Temperature References
Use the following guidelines when referring to temperatures:

In user information, use the temperature scale (for example, celsius,
fahrenheit, or kelvin) used in the technical specification for the product. If
the specification does not clearly state which Digital or industry standards
it is following, ask the engineering project leader for that information.
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Make sure that temperature references can be changed easily. For
example, during localization, a country may need to change temperatures
in degrees fahrenheit to degrees celsius because of local laws. To make such
a change easier, isolate the physical descriptions, including the temperature
references, into a single section of the information. If that is not possible,
provide comments in the source file indicating to the translators where the
temperature references occur and the purpose of each example.

e Use K as the abbreviation for kelvin.
e Use the term degrees celsius instead of degrees centigrade.

See also abbreviations and acronyms and numbers.

media and medium

Use media for both singular and plural forms with the singular verb form. For
example:

If your media consists of only one volume, mount that volume and
proceed to step 2.

If your media consists of two or more volumes, mount those volumes
and proceed to step 3.

The media is packaged in protective material.

menus

Use the following guidelines when discussing menus:

e Use the verb choose rather than select when picking an operation from a
menu.

e Use initial capital letters for the name of a menu; the term menu is all
lowercase.
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modifiers

Use the following guidelines for modifiers:

* Place modifiers carefully; their position affects the meaning of a sentence.
For example:

The program only reads the SYSTAT file,
The program reads only the SYSTAT file.

The first sentence implies that the program reads the SYSTAT file but does
not process it. The second sentence implies that the program reads the
SYSTAT file and no other file.

* Make sure that a phrase or clause is not a dangling modifier.
Use

To indicate that a statement is to be continued, end the line by pressing
the F13 instead of Return.

To continue a statement, end the line. ...

These sentences make it clear that the user, not the line, is the subject of
the verb indicate.

Do not use

To indicate that a statement is to be continued, the line
is terminated with F13 instead of Return.

In this faulty sentence, the line seems to be the actor indicating that the
statement is to be continued.

* Avoid unnecessary or indefinite modifiers. For example, you can usually
omit the following modifiers without loss of meaning:

actively actual appropriate
associated currently existing
fairly much properly
quite rather several
simply suitable very
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Do not use long strings of modifiers. For example:

Use

Do not use

Entry point descriptions for system
services
Structure definitions for entries in
an access control list
The AFC11 analog-to-digital
converter provides the following
features:
Multichannel capability. With
AFC11, you can. ...
High performance. The AFC11
increases the. . ..

Flexibility. You can use the
AFC11 in several. . ..

System service entry point
descriptions

Access control list entry structure
definitions

The AFC11 is a flexible, high-
performance, multichannel analog-
to-digital converter...

In the original version of this example, the modifiers flexible and high-
performance are too abstract to enhance the user’s knowledge. The revision
not only eliminates the string of modifiers but also clarifies the information.

See also that and which.

money

Monetary values are country specific. Use the following guidelines when
discussing monetary values:

Avoid reference to monetary values of products or services in user

documents.

If you use monetary values in examples, include a comment in the source
file indicating the purpose of the example. If the document is localized, the
translator can design an appropriate example using local currency symbols
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or values. For example:

<COMMENT>
TRANSLATOR: This use of the pound sign is necessary to
show the function of the SET CURRENCY SIGN statement.
Change the pound sign to the local currency symbol.
<ENDCOMMENT>
<CODE EXAMPLE>
sQL> T
SQL> ! The SET CURRENCY SIGN statement specifies the

|

|

SQL> ! currency indicator to be displayed in output. This
SQL> ! example changes the indicator to the British pound sign, £:
SQL> !

SQL> SET CURRENCY SIGN "£"
SQL> SELECT SALARY AMOUNT FROM SALARY HISTORY;
SALARY AMOUNT

£26291.00

£51712.00

£26291.00

<ENDCODE_EXAMPLE>

mouse

Mouse is acceptable as a generic name for a pointing device if you do not need
to distinguish between the different types of pointing devices and if mouse is
defined in the conventions section of your manual.

See also pointing devices.

Use a lowercase italic n to refer to a generic number or numeric variable.

For example, 19nn indicates a 4-digit number in which
the last 2 digits are unknown.

At the menu prompt, enter a choice from 1 to n, where
n is the highest number you can enter, depending on the
menu you are using.

If a variable can be either numeric or alphabetic, use x. For example:

Enter the apartment number: xxxxx

The user may then enter values such as 611E or 8—4.
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numbers

This section gives guidelines on the following topics:

Decimal fractions

Fractions

Generic numbers

Numbers written as numerals
Numbers written as words
Plurals of numbers
Punctuating numbers

Ranges of numbers

Radix indicators

Exponents

Decimal Fractions
Use the following guidelines for decimal fractions:

Place a zero before decimal fractions of less than 1. For example:
0.25

Align columns of decimal fractions on the decimal point. Right-justify all
other columns of numbers. For example:

Units Sold Unit Price
500 $0.50
217 $4.75
1 $0.33

The precision of numbers (the number of significant digits) depends on the
requirements of the specification and the precision of the measurement
tool. For example, the following measurements both equal one-half inch,
but the increasing precision is significant:

0.5 inch plywood
0.500 inch steel plate
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Check with your technical sources about the accuracy of measurements;
questions about precision rarely arise in software or hardware information,
but they occur often in mechanical drawings.

Where feasible without affecting the accuracy of the measurements,
maintain consistency in decimal precision in lists, figures, and drawings.
Add one or more trailing zeros, if necessary, to achieve consistency. For
example:

Use

0.100
0.343
0.750

Do not use

.1
.343
.75

Fractions
Use the following guidelines when writing fractions:
* Hyphenate a fraction used as a word. For example:

three-fourths
one and one-half
one-third

* Write a fraction as a numeral when it is used with an integer. Do not use
a hyphen between the integer and the fraction. For example:

1

If your system cannot create a typeset fraction (such as ), use a space to
separate the fraction from the integer. For example:

31/4

* Write a fraction as a numeral when it is part of a unit modifier. For
example:

1/2-inch margins

e Write a fraction as a numeral when it is in a series of numbers. For
example:

1, 7, 3/4, 8
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Generic Numbers

Use a lowercase italic n to refer to a generic number. For example, 19nn
indicates a 4-digit number in which the last 2 digits are unknown.

However, if a variable may be either alphabetic or numeric, use a lowercase
italic x. For example:

Enter the apartment number: xxxxx
The user may then enter values such as 611E or 8—4.

Numbers Written as Numerals
Use numbers as numerals in text in the following cases:
* If the number is 10 or more and does not begin a sentence. For example:

This system supports 10 peripheral devices.
This program reports 15 system errors.
Twenty-four committees are working on that problem.

* In a group of two or more numbers within a sentence when at least one of
the numbers is 10 or more. For example:

3 nodes, 7 directories, 15 files

* With units of measurement and time. For example:

2 bits 7 blocks 4 bytes

5 degrees 5 digits 3 hours

1 longword 2 minutes 9 nanoseconds
7 pounds 4 quadwords 5 records

8 seconds 9 volts 2 watts

3 weeks 5 years

* For memory descriptions. For example:

1 gigabyte = 1 GB
A 256K byte memory module

* For a decimal fraction, even if it is less than 10. For example:
5.5%
* For a number that represents a value. For example:

The value of K changes. ... Therefore, if K is 4, after the next
iteration, K is 8.

* For a number containing a fraction. For example:
3% days
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To identify objects by number. For example:

bits 0 and 1 Chapter 4
column 1 Section 3.2.2
loop 4 line 9
register 1 page 3

a value of 0 steps 3 and 4

In a unit modifier, that is, a compound formed of a number and a unit of
measurement that together modify an adjective or a noun. For example:

3-millimeter margin
8-bit setting
If the number precedes an abbreviation or symbol. For example:

8%
9°F
2 kg

Numbers Written as Words
Use numbers as words in the following cases:

If the number is the first element of a sentence or heading. For example:

Twelve terminals can operate at the same time.
Twenty-four committees are working on that problem.
Thirty commands and 14 qualifiers were listed.

If the number is less than 100 and precedes a unit modifier that contains a
number written as a numeral. For example:

Three longwords contain twelve 8-bit bytes.

But:

A block contains 512 8-bit bytes.

If the number is used in expressions of complement. For example:

The program calculates the two’s complement of the number.

If the number is zero, unless the information is in a table, you are giving a
range of numbers, or you are giving a specific value. For example:

If the number begins with zero, add a decimal point.
But:

Supply a 0 as the third argument.
The name can be from 0 to 4 quadwords long.

The number is an ordinal number, such as first, second, or third.
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Plurals of Numbers

Form the plural of a number written as a numeral by adding a lowercase s.
For example:

4s 10s 1920s 10 000s

Punctuating Numbers
Use the following guidelines when punctuating numbers:

¢ TUse spaces in whole decimal numbers that contain 5 or more digits. For
example:
9000 10 000 1 253 000

Identify the use of the space in the documentation conventions section of
the preface.

e TUse spaces in decimal fractions that contain 5 or more digits after the
decimal point indicator. For example:
0.0456 0.045 632

Identify the use of the space in the conventions section of the preface.

¢ The symbol for a decimal point varies from country to country. A common
European practice is to use a comma, while a period is the appropriate
symbol in the United States.

Use the symbol prevalent in your country, explain its use in the
documentation conventions section of the preface, and include a comment
in the source files letting the translators know what symbol is used in the
document.

¢ Punctuate serial numbers and order numbers as defined by the owner of
the number, for example, ISBN 1-55558-022-X.

¢ Do not use spaces in binary, octal, hexadecimal, or 4-digit decimal numbers.
For example:

0001111010101110
4000

¢ Hyphenate unit modifiers. For example:

a 1- to 6-block limit
a 9-volt charge
a 3-minute wait

* Hyphenate a fraction written as a word. For example:

three-fourths
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¢ In most cases, insert a space between a number and an abbreviation. For
example:

35 mm 6 kHz 6 ft 5 K (temperature)

However, see measurement, units of for the rules for binary and metric
multipliers.

* Do not leave a space between a number and a symbol. For example:

Degrees celsius 20°C
Degrees fahrenheit 85°F
Degrees, minutes, and 57°13'44.8"
seconds of an angle

Percent 9%

See Part III for more information on symbols. See also telephone
numbers.

Ranges of Numbers
Use the following guidelines when handling numbers that span a range:
* Use ¢to in discussing ranges of numbers. For example:

one to three characters
three to eight files

¢ In tables and figures, use an en dash (if your system can) to indicate a
range of numbers, such as ASCII range 161-254. Do not put spaces around
the en dash.

* In a series of three or more items, place the abbreviation or symbol for a
unit of measurement at the end of the series. For example:

1200, 1400, or 1600 MHz

¢ In a series of only two items, repeat the abbreviation or symbol for a unit
of measurement. For example:

3°C to 5°C
10% to 50%
¢ Use full years in ranges.
Use
1980 to 1989

Do not use

1980-89
1980 to 89
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Use the word to, instead of an en dash, when the range is preceded by the
word from.

Use

He attended college from 1966 to 1979.
Do not use

He attended college from 1966-1979.

Radix Indicators
Use the following guidelines for radix indicators:

Indicate the radix of a number expressed as a numeral by subscript (5, g,
10, or 1) if your production system can, for example, 23;.

If your system cannot produce subscripts, write the radix either as a word
enclosed in parentheses or as a numeral enclosed in parentheses, with no
space between the numeral and the parenthesis. For example:

23(decimal)
23(10)

Describe the convention you use in the documentation conventions section
of the preface.

If the radix is already in parentheses, separate the number and its radix
with a space. For example:

63 (77 octal) task numbers

If the radix of a number is part of a unit modifier, hyphenate it as either
number(radix)- or number,,4;x-- For example:

30(decimal )-byte buffer 3010-byte buffer

Do not use a decimal point as a radix indicator in text.

Exponents
Use the following guidelines for indicating mathematical exponents:

Indicate the exponent or power of a number expressed as a numeral by a
superscript if your production system can, for example, 2319,

If your system cannot produce superscripts, use either a circumflex or an
uppercase E before the exponent. For example:
2°10 2E10

Describe the convention you use in the documentation conventions section
of the preface.

See also measurement, units of.
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options

Use the following guidelines for ULTRIX options:

Most options start with a minus sign. Use an en dash (-) for the minus
sign. Do not refer to this character as a hyphen.

Do not start a sentence or a title with an option.
Use

The -z option lets you specify the page length.
Do not use

-z lets you specify the page length.

However, for multiplatform documentation, be aware that some of your
platforms may be case sensitive but others are not. In defining conventions
to be used across all platforms, you may decide, for example, to use lowercase
for options unless uppercase or mixed case is a command requirement. In
addition, the term option may be platform specific, and you may decide to use
a more generic term, such as switch.

See also commands and qualifiers.

order numbers

Use the following guidelines with order numbers:

Do not include document order numbers in the preface or the body of

a manual. Instead, include order numbers in a separate document or
reference card or in an appendix (so that the numbers can be changed
easily for other countries). You can also advise the user to contact a sales
representative for information.

Use en dashes to separate the parts of a Digital order number, as in
AA-HG42B-TE. When using the order numbers of other companies, follow
the practice of those companies.

See also part numbers.
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paging

There are two types of paging methods:

Chapter-oriented paging

Chapter-oriented paging uses a pair of numbers or letters to indicate
sequential paging within a chapter or appendix rather than within a
document as a whole. The first element of the pair represents the chapter
or appendix, and the second element of the pair represents the page
number within the chapter or appendix. For example:

Page 34 The fourth page in Chapter 3
Page A2 The second page in Appendix A
Page CD-9 The ninth page in the command dictionary section,

designated CD
Most Digital technical information uses chapter-oriented paging.
Sequential paging

Sequential paging uses consecutive numbering (1 to 125, for example)
throughout a document.

The type of paging you use is largely a matter of house style. Much technical
information within Digital uses chapter-oriented paging to ease updating. In
addition, in material that is not read from cover to cover, chapter-oriented
paging may help orient users to their location. Within Digital, sequential
paging is often used for short documents and marketing material.

Whether a document uses chapter-oriented or sequential paging, paginate the
front matter separately using lowercase roman numerals. (The front matter
is any material before the body text, such as the half-title page, title page,
copyright page, table of contents, foreword, and preface.)

See also appendixes, glossary, and index.
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parentheses

Use the following guidelines for parentheses:

* Use parentheses to enclose material that gives additional, detachable
information. For example:

Begin a symbol name with a letter (a to z), an underscore, or
a dollar sign. Your personal name can be any string with up to 63
characters (including spaces).

¢ Enclose ending punctuation within parentheses if the punctuation pertains
to the parenthetical statement. Do not enclose it if it does not pertain to
the parenthetical statement. For example:

(For details on loading a database, see the VAX DBMS™ Database
Load/Unload Guide.)

The subprograms do not require use of the terminal on the lower
portion of the module (called the event terminal).

* For parenthetical statements that are short sentences, you can omit ending
punctuation if they are enclosed in a longer sentence. For example:

The linker does not process the contents of input files (this
includes program sections) until pass 1.

See also braces ({}) and brackets ([ 1).

part numbers

Sometimes the term part number refers to an internal inventory number for
an item that is part of a kit. A customer cannot order the individual item, only
the kit.

In contrast, an order number always refers to a number that a customer can
use to order the individual item.

See also order numbers.
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part pages

A document may contain logical divisions, or parts, that are larger than
individual chapters or appendixes. The chapters or appendixes within a part
contain related information. For example, a management guide that addresses
concepts and procedures may group certain chapters into a part called Concepts
and other chapters into a part called Procedures. However, do not use only one
part within a document. If there is no further logical division of material, parts
are unnecessary.

Each part begins with a part page. Use the following guidelines for the
placement and format of part pages:

A part page is a right-hand page placed before the first chapter within the
part. '

Use sequential numbers for each part within the document (Part 1, Part
2 or Part I, Part II, and so on). Your text-formatting system may control
whether the part numbers use arabic or roman numerals.

Select a title for each part that describes the topic common to the
information within the part. For example:
Part I Getting Started

Part II  Setting Up a Database
Part III Data Retrieval and Maintenance

The part page may also contain text that summarizes the material
contained in the part or a table of contents for the part. Part pages
sometimes contain information road maps that show users how the
information in the part relates to other information.

The reverse side of a part page is often blank but may contain a
continuation of the contents from the part page or an information road
map.

Part pages and their reverse pages do not have printed page numbers. In
documents with chapter-oriented paging, part pages are not counted in the
page numbering at all because each chapter or appendix begins with page
1. In documents with sequential numbering, the part page and its reverse
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are counted in paging but their numbers are not printed. For example:

Page Position

52 Last page in Part II.

53 Part page for Part III. The page number is not printed.
54 Reverse of part page. The page number is not printed.
55 First page of text in Part III.

* List the parts in the table of contents but without page numbers. For
example:

7.9 Displaying Your PrivilegeS.....eeeeeeeesese. ceeeeed1=22
Part II  Setting Up a Database
8 Application Case Study: A Personnel System

8.1 Reviewing the Requirements............ Ceeereeieraens 8-
8.2 Analyzing the Data..... Geeretaviereannens ISR

.
.
.

patents

A patent grants to the owner the right to make, use, or sell products for
a determined length of time. A patent may apply in one country or many
countries. Patent information and regulations vary by country.

periods

The rules for using periods are discussed in other sections. See the following
topics for specific information:

* abbreviations and acronyms
* chapter and section titles
* file specifications

* lists
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¢ numbers
e parentheses

e quotation marks

plurals

Consult Part III as your first guide for correct plurals. For the preferred
spelling of singular and plural forms of common words, consult Webster’s Ninth
New Collegiate Dictionary. Otherwise, use the following guidelines:

* Generally, form the plurals of single and multiple letters, numerals, or
acronyms by adding a lowercase s. For example:

ACLs OEMs
4s PCs
1920s REIs

The exception is the use of lowercase letters as nouns. In such cases, form
the plural with an apostrophe and a lowercase s. For example:

a’'s s's X's y's
¢ A symbol has no plural form. To refer to the plural form of a symbol, use
the name of the symbol.
Use
Enter three slashes (///).
Do not use

Enter three /'s.

¢ Singular and plural abbreviations of units of measurement are identical.
For example:

11b 10 1b
lh 20 h
1 km 4 km

* Do not enclose an s in parentheses ((s)) to form plurals. It is understood
that the plural form of a noun (such as files) includes the singular form
(file). For example:

Use

When you modify files, do not specify a version number for the output file.
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Do not use
Select the file(s) that you want the command to act on.

If it is necessary to stress, for example, that an operation can be performed
on both one file and more than one file, use the phrase file or files.

Some nouns from foreign languages (especially Latin expressions) have
two acceptable plural forms: the original plural and a plural formed after
English usage. In such cases, use the following forms:

Singular Preferred Plural

antenna antennas

apparatus apparatuses

appendix appendixes

automaton automatons

criterion criteria

curriculum curricula

form