Formal Instructions
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The situation:  The Lego Block project gave you some idea of how difficult it is to create “air-tight” instructions.  Now, you will create instructions for a more realistic purpose by developing an instructional manual “excerpt” explaining one small aspect or step of Windows 95, Windows 98, Microsoft Word, Excel, or PowerPoint.  For your assignment, take one small procedure (such as creating and formatting textboxes) and create step-by-step instructions (with accompanying visuals) for a lay audience of adults who are learning computer techniques but are far from proficient or confident.  Your detailed instructions should be about 3-5 pages in length.  Try to incorporate the many concepts we’ve been discussing:

· Design (use of consistent design elements, white space, “chunking,” etc.);

· Conciseness (the economical use of clear and precise language);

· Organization (the use of a logical organizational, narrative pattern);

· Graphic design (appropriate use and placement of visuals);

· Technical description (the use of clear and accurate definitions and descriptions);

· Technical instructions (the use of clear, sequential, COMPLETE, audience-appropriate and audience-tested directions that include warnings or added information to address common problems or helpful tips).

Your Instructional Manual Excerpt will be evaluated based on the following criteria:

1. Design

2. Content

3. Clarity 

4. Sense of Audience

5. Completeness

6. Creativity

Note:  Although I’m recommending that you create a short set of instructions for a computer procedure (because you’ll be able to get detailed visuals by using a screen capture program), if you’d prefer to create a set of instructions for a different type of procedure just clear this with me first.

Due Date:  



Instruction Manual –


Done well, this assignment—along with a few others you’ll be creating in this class—looks very good in a professional writing portfolio.








