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Part 1

* Intro: Reading on Screens
* Writing Guidelines

* Design Hints

Part 2
* Mobile Web
* Email
- Subject Lines
- Who to Copy
- Lead with important info

* Examples

Part 3

* Accessibility

* Learning More




Reading on Screens

tl;dr

Literally “too long, didn't read”

http://urbandictionary.com

People skim, scan, and
select.




Technology

5. NY./REGION BUSINESS TECHNOLOGY SCIENCE HEALTH SPORTS

Inside Technology
. Internet Start-Ups = Business Computing

a little at a time,
in short bursts.

Do they ever read whole
passages online?

15
—— Yes, but
What’s Next in Computing?
= only when
= the goal is
to get

extended
info.




On mobile they may use
"read later" apps.

0O®

Instapaper Pocket ReadQuick

Layer the details

Brief info
on higher
level
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They cut the words by 54%
and people thought

the site’s treatment of topics
was more complete.

With each sentence ask,
“do readers need that?”




Chunk the content

Keep sentences to
one or two points.

Keep paragraphs short.
A one-sentence paragraph is OK.
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Membership

helibrary ~  ResearchHelp ~  About = Your

© CEVand Affliates
CEU students,staff, and faculty and OSAOSF
Stalt are automaticaty elghie for full membership
atthe CEU Library upon registering online or at the
formation desk

Student memberships exgire at the end of the
program, unless otherwise requested by
departments.

CEU Aumnl ace welcome 1o use all of the Ubiary's
facites afums cards are accepted as brary
member cards), but aecter of recommendation i
required for acqueing barroming prleges. CEU
Abumi shouid tum to the CEU Ames Affirs Office.
for CEU Alumni Cards and forrecommendation
Tetta, Business Schoos Aluminishouid tum 10 the
Business School Aume Rlations Offce for this
tecer

® Questions?

3¢t with questons or feedback.
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http://library. . /using-the-library/ -and-membership/

conm
EU LIBRARY | ECROPEAN CEU Library
NVERSTY

Membership

helibrary ResearchHelp = About = Your

only one-sentence

© CEVand Affliates
CEU students,staff, and faculty and OSA/OSF
Stalt are automaticaty elighie for full membership
atthe CEU Library upon registering online ot at e
formation desk

Student memberships expire t the end of the

program, unless cthewise requested by
departments.

CEU AlumRl e welcomme 10 use all of the Ubrary's
facltes (afumn cards are accepted as brary

mber cards), but  eter of recommendation s
required for acquring borroming prieges. CEU
Abumi shouid tum to the CEU Aumes Affirs Office.
for CEU Alumni Cards and forrecommendation
Tetta, Business 5choos Alumanishouid tum 10 the
Business School Aum Ralations Office for this
tecer,

) Membership

@ Questions?

¢t with questons or feedback.
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http://library.ceu.edu/using-the-library/access-and-membership/
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conthaL
CEU LIBRARY | EuRoreay CEUUbrary  Usingthe Uibrary ~  Research Melp ~  About ~  Your
o NVERSTY

£ Where to search by type of material @ s ean
search tool

Books and e-books CEU Uibeary Catalog.

o CEU Uiy Catalog: Basicor advanced search

o Ejoumais and e dooks AZ

o GlobalSearch

Articles

—r—

« Dutabiases A2 (search by name of the databuse, then search»
portcuar database for rtcies)

Journals

o Ejoumais and edooks AZ

« Globasewch

Theses & Dissertations

o €1 ecronic

http://library.ceu.edu/help/search-tools

Use pictures
& visual elements

CEUUbrary  Usingthe Ubrary = ResearchMelp = About = Your Account

() Membership
Howta become » member
(@ Hours
Hours and ocation
@ Remote access
strucons orsetig up the VPN sarvice used for
accessing iearyresources rom off<ompus.
[ Borrowing [E] Specialinformation
Lo polies. renewss,recals, o Facuty

- « Exernol mermbers
Reaques books and atces from s brars wit
=
Questions?
s L N

Polies onlibary use, bocrowing and bosok
orderng.

33

http://library.ceu.edu/using-the-library/




The Noun Project 34 https://thenounproject.com
https://thenounproject.com
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The Noun Project 35 https://thenounproject.com
https://thenounproject.com https://thenounproject.com/accounts/upgrade/

36 https://pixabay.com

Pixabay - free images
o

Pixabay - Stunning Free Images




Unsplash - free images

Unsplash

37

https:

unsplash.com

Don’t write prose

comm
< 'CEU LIBRARY | eurceea CEULibrary  Using the Library ~  Research Welp ~
vERSTY

Mission of the CEU Library

entral Europesn Uny

[E] Mission

The

@ Questions?
wit aue

foedback

39

http://library.ceu.edu/about/mission/
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< CEU LIBRARY | evRopea CEULibrary  Usingthe Library «  Research Help «

[=] Mission @ f““‘“’“"

3¢t s whth questions o
teaching learning and research. \

faadback.
et +~— This is only

/ 3 sentences.
[

http://library.ceu.edu/about/mission/

A study
“Measuring the Effect
of Improved Web Writing”

How Users Read on the Web
ry JAKOB MIELSEN on Ocober 1. 1997
Topies: Wit for he Web

Summary: They don?. People rarely read Web pages word by word; instead thay scan the
page. picking out individual words and sentences.

(Upaate-a nower sty
1

A8 8 1051, WeD Dages have 10 6mgioy scannable text, using

others)
« moarnghs sub-headings (ot “clever” ones)
* buteled ets

=i over any

. por parage
the paragraph

http://www.nngroup.com/articles/how-users-read-on-the-web/




iy | | 43 http://www.nngroup.com/articles/how-users-read-on-the-web
Site Version Sample Paragraph (retative to
‘control condlition)
Is filed with
Promotional
MIracH0NS That draw 18190 Crowas Of pacple every year,
writing (CONISE Lop st il In 1996, S0me of the MOst poputar places
m were Forl Robinson Stale Park (355,000 visioes), o
Scoms Beufl Nasonal Monument (132,186), Arbor Lodge
ey STl Historical Park & Museum (100,000, Gartenge | 7 24700
o™ (v6.598), St Museum of me Praice Pionser
60.002). and Butalo B8 Ranch Siate Histoncal Park.
s (28.446)
Concise toxt 0 1996, Six Of the Dest-anended Alractons in
With aDOLE halt were Fort Rotinson State Park, Scotts Bl
Tewordcout  Nasona Monumant, Abor Lodoe Stale Hsweical Park  58%
&5 the control & Museum, Carhenge. Stunr Museum of T Praine
conation Pronser, and Buffalo Bl Ranch State Historical Park.
vsaviy | | 44 http://www.nngroup.com/articles/how-users-read-on-the-web/
Site Version ’ Sample Parageaph T
control
Is fled with
Promotional o
MIracHons That draw 1arge crowas of people every year,
writing (CONETO! 011 tail. n 1996, s0me of the Most popusar places
ey were Fort Robinson Stale Park (355,000 vishors), o
e wamge  Scoms Bl Navonal Monument (132,166}, A"Dor Lodge o oo
found on State Histoncal Park & Museum (100,000, Carhenge
Y (86,596), Stuf Museum of e Praicie Pionser
60.002). and Butalo B8 Ranch State Histoncal Park.
o (28.446)
Concise toxt 1 1996, six Of the Dest-anended Alractons in
with abOME halt Neteaska were Fort Rotinson State Park, Scotts B
Tewordcout  Nasona Monumant, Asbor Lodge Stale Hsweical Park | 58%
5 the control & Museum, Carhenge. Stuhr Museum of ? Praie
conation Pionper, and Buftalo Bl Ranch State Historcal Park.

Is tiled wih
Miractions That Graw large crowds of people every year,

without il In 1996, some of the MOt popular places
were

« Fort Robinson State Park (355,000 viskcrs)

« Scoms Bl Nasonal Monument (132,166)

« Arbor Lodge State Mistorical Park & Musoum
{100,000y

* Cahenge (86,508)

« Stuhr Museum of the Prairie Pioneer (60,002)

* Buftaio Bl Ranch State Hswecal Park (28 446).

http://www.nngroup.com/articles/how-users-read-on-the-web/




Nobraska has several aftractions. in 1996, some of the

of the Praine Pioneer (60,002), and Bufalo Bill Ranch
State Histoncal Park (28,446).

http://www.nngroup.com/articles/how-users-read-on-the-web

In 1996, six of the most-visked places In Nebraska
were!

« Fort Robrson State Park

 Scotts But Nasonal Morument

« Atbor Lodge State Mstorical Park & Museum
« Carmenge

+ Stuly Museum of the Praine Proneer

« Buttalo BA Ranch State Histonical Park

http://www.nngroup.com/articles/how-users-read-on-the-web/

Writing Guidelines




Call attention

with useful headings

49

Types of Headings

50

question May | borrow items from other libraries?
verb phrase Borrowing items from other libraries.
imperative Borrow items from other libraries.
sentence You may borrow items from other
libraries.
noun Interlibrary Borrowing
When to use
question Good for policies, FAQs, user guides.
verb phrase Sections of a longer page.
imperative Instructions.
sentence Sub-headings within a long article.
noun Only if it names something users are

looking for.




52 http://library.ceu.edu/using-the-library/interlibrary-loan

Questions - good for policies

£ CEU LIBRARY | rcroun €U Lbrary

ILL - Interlibrary Loan

— Interlibral Whatif1need a book/article urgently?
nmans]  Incicate the urgency using the *Additional notes” field

wowcantsom  HOW 00 | Know that the librarians got my request?
Garenonined A FOERAR i
("Your request has been sent to the Rrary’).

Can 1 cancel my request?
Yes, # it has ot yet been processed. Please send us an &

whatif1
Check your card/account at the information Desk

How can | borrow books from CEU-ELTE Medieval Library (Cail
number: “Medieval Lib)?
par 2 books at CEU-

53 http://library.ceu.edu/using-the-library/access-and-membership/

Imperatives - good for instructions

External members are entited to use al the
services of the Bbrary, but do ot have
borrowing privieges. Using laptops (or public
PCs), external members can connect 10 any of
the icensed databases from the lieary or
Laptop area.

P submit p form online
Reference letters must

« state the affiiaton of both referrer and the
reteree

« clearly state the purpose why the person
wishes 10 use the Lbrary and the duration of
the it

« bewritten on an offcialletterhead or be
stamped,

« be signed and dated within 30 days from the
date submitted.

« inchude a phone number or e-ma address of
the referrer

« be submitied

54 http://library.ceu.edu/using-the-library/

Nouns & verbs - good if descriptive

£chu LisRary | S by v ve Nemschiy  About= YourAccun]

® Membership

@ Hours
() Remote access
nsrscons o seting up e VO serce s

{5 Borrowing [E) Spedal information
-
Reqrst bk and e from e s

® Questions?

i question orfedck

licies




Sentences - good for “callouts”

The Most P
Cancer Therapyin Decades [£hs oy saps 010700
Is About to Get Better e stdying 150 ung cancescass, that pcpie

tend tolive longer. That makes intuitve sense: More.

w1 o e MRS ential anget for the immune system, which means a

“This is the first evidence that there
are seeds of a tumor’s own
destruction nestling in the tumor
itself.”

Bt not ll neoantigens are alike.

This u heterogencity,

55

Catch the user in the

first few words

56

Think journalism (not academic writing)

* Who, what, where, when, why and how
« Start with the conclusion, then give the details

57



Start with the conclusion

Yes:

MIT community members may

campus! To find out more about
who is eligible for this service,
how to set up certificates on your
computer, and which vendons
allow off-campus access, read our
off-campus FAQ,

Current MIT students,
faculty, staff, (Athena-
account holders) with
Netscape certificates
enabled, may access
many of our electronic
resources from off-
campus. We are working
with the vendors of
these resources to
renegotiate contracts so
off-campus access will
be allowed. To find out
more, read our off-
campus FAQ.

58

Use the active voice,

personal pronouns,
and action verbs

59

Think in short stories

* Use active voice, personal pronouns, action verbs.

When users "think aloud" through a paragraph in typical

academic style, they translate the passive, noun-based writing

into stories.

60




Passive vs.

active

No:

Yes:

An acknowledgement of
the order will be issued
via an e-mail message
when payment is made by
credit card.

If you pay by
credit card, we'll
send you an e-
mail
acknowledging
your order.

\ Write what you would say to them if you were talking on the phone.

61

Set the context

with the “given/new”
principle

62

The "given —> new" principle

Start with what the user already knows,
or something that lets the user say "this applies to me,"

then give the new information.

Example:

1 you need your article even sooner, please place your order by phone
‘and request FedEx Standard Overnight Delivery. (We're sorry that
ovemnight delivery is not yet available online).

63



Use lists

(numbered for instructions)

64

s No: Yes:
Advantages of lists
« they make it easy to scan Fromges St
« they create chunks Pcards re oot ransterble s o arenot
« they separate ideas ey e i, it
. i o orgnizatios. Pcand bolders « aressand 10
they show relationships el Kb ey
« they allow counting maxisum of FOUR WEEKS, ey
it rencwals. ety cepasizsion:
Joun servies e oot availbie o allow
Nielsen: lists improved usability by 47% how b o
‘http://www useit com/alerthox/9710a html & mavimum
oA weels,
withoo
roews
Gonx
oclude
proven
Inesibeary
Joun services

65

Nielsen: lists improved usability by 47%
https://www.nngroup.com/articles/how-users-read-on-the-web/

Give instructions

with imperatives

66



Give instructions How to Subscribe to UnCover Reveal
with imperatives e
R T R TGSy S

ffar s @ il 4. Yo o s 1 1 e ot
o WO artr scioun oot the st hanse

* Use numbered lists.

 Use imperatives. "Do this."

 Put some space between the steps. Sdirns, o 5

ecoun o 24 hours.

67

Use parallelisms

68

Use parallelisms

People like patterns:

We grasp the information more quickly if we can
anticipate the pattern.

We try to see patterns in information even when
there are none.

When we have to switch patterns, we use extra
mental energy.

69



Yes, uses parallelism :

Interlibrary Loans

+ If you are a member of the MIT
community interested in
borrowing materials from other
ibraries, use our [nterfibrary
Barrowing Service.

+ If you are not a member of the
MIT community and wish to
borrow our materials, see our
Document Services Department.

Members of the MIT community interested in
borrowing library materiais not heid by the MIT
Ubraries should contact the Intelibrary
Borrowing Service,

Document Services lends original materiais
owned by the MIT Libraries to other institutions.
It aiso provides photocopies, including copies of
dissertations and theses.

Use simple words

Use simple words

Your audiences are almost always broader than you
think.

If your site is for the public, avoid internal
language.

If your site is internal only, consider how many
different audiences you have inside.

Even highly educated people read simpler words
faster.




Instead of this: | Try this:
obtain get

prior to | before
purchase | buy
request | ask for
subsequent [t
terminate ['ona
utilize ™

73

Try fragments, but not

telegraphic writing

74

Fragments

Space is always at a premium.

« Complete sentences are not
always necessary.

But, telegraphic writing doesn't
save time because the user has
to mentally put the little words
back in.

Fragments - yes:

More fun in the great outdoors! The thrill of
venture. The beauty of nature. The
exhilaration of your favorite outdoor $ports.

Iibean.com

Telegraphic writing - no:

User gets raceipt in e-mail message when pays
with credit card.

75



Make links descriptive

Make links descriptive
Links that are descriptive are more useful than links
that name categories. (Jakob Nielsen)
* Links that are a few words long are most useful.
« Words must be informative - not jargon.

* They should be self-explanatory.

No (too vague):

Resources
Subjects
Services

Yes:

Searchable Resources:
databases you can search for books, journals,
journals, theses and more

Subjects/Courses:
pages related to specific subjects & courses at
M

Services:
research help, ordering articles, library tours and
more




g centRaL
: CEU LIBRARY | EUROPEAN ceuL
. ONVERSTY

Research help

£ search tools

Learn about the search tools that CEU Libeary provides.

Citation management
Recommended software for managing your biblographies
otero, EndiNote, Mendeley).

[ Training and tours
Sign up for ibeary skils trsining or a libeary tour.

® Information and reference service
Getting help wah yous Korary research.

79

http:

library.ceu.edu/hel

Combine the guidelines

80

How do I connect from off-campus?
1f you are an MIT user connecting from off-campus you will need:

* an Athena account.

« Netscape 4.05 or higher, or Lynx on Athena.

+ personal & MIT site certificates.

« to use those items marked with a "Go* button.

1f you are not an MIT user:

* We regret that our vendors do not allow access for non-MIT users.

* You may still use items marked “Free, unlicensed access.”

= You may use most items when you visit the MIT campus and use
the public computers in the libraries.

Combined guidelines

the heading is a question

uses 2 lists’

uses parallelism ("if you are...")

It's the user's question (not "What is the "Go" Service?).
It's what you would say to someone on the telephone.

81



Design Hints

Headings should be
close to the text
they cover

84

No Yes
Heading One Heading One
1. Item one
1. Item one 2. Item two
2. Item two 3. Item three
3. Item three
Heading Two Heading Two
1. Item one
1. Item one 2. Item two
2. Item two 3. Item three
3. Item three




conma
< CEU LIBRARY | eumorean CEUUbrary  Using the Ubrary ~
Oversy

Collections

5 Monographs

03 rateof 4000+ print vokumes a year and contains an increasing.

and i abgned dosely wih the academic rograms at CEU.

[B) periodicals
The CEU Libary provides access to 3 impressive cange of
5.2 wih over 41,000 eecronic 3ad 1800 pint periodical
hoidings (300 of those are urrent subscrptions).

Open accessfre journals are stso svatable st Dstary of Open Acce
247 which caversfee, fll tex,qualty controlied scientfc
nd scholarly journshs

3 Multimedia collection
The Muimedia Libeary (ML) inchides 3 wide vaiay of 0o, vdeo,
300 CO.AOM mteias wih associsted equipment for viewng The
cotction ofers matarials for studying  vorey of angusges, including

85

http://library.ceu.edu/about/collections/

Avoid all caps

It slows reading

86

Readers scan more quickly when they can see the letter shapes.

87



Tops of letters help us recognize shapes

Which is easier to read?

Tha rat eat An tha mat

IV VUL SUL VI WIS I

88

89 https://www.mity.com.au/blog/writing-readable-content-and-why-all-caps-
Sentence case vs. title case |s—so-hard—to—read
Titie case: |MIOT€ Bumps Than A Camel
Sentence case: More bumps than a camel
Title case takes longer to scan.
90

Centered text is

harder to read
than left-aligned text




A straight margin helps users scan quickly.

No [ves
Main page Main page
Viskor Information Visior [formation
The Callection The Collection
Exhibizs Exhibics
School Programs School Programs
Special Events Special Events
Store Store
Membership Membership
Renting the Muscum Renting the Museum
for an Event for an Event
Pubbcations Pablicaticas.

91

Avoid justified text

even at low tide, and home to a narrow
long salt marsh, a flowing yellow-green
surface carpeting the foot of the hillside,
which was covered with brush and ferns
and small trees, and studded with the
island's bossy gneiss outcroppings
protruding out of the greener
1 hum

slowly into the grass

salt marsh and tumed
upstream. Felt the bugs starboard
hydrofoil touch the bottom. It was near
igh tide. A quiet estuarine corner of the
city, a little thoreautheater, cool in the
shade of a passing cloud.

e grass of the marsh was almost
entirely submerged at this point of the
tide. Some kind of fluid eelgrass, flowing
horizontally this way and that, pushed

st downstream by the river's flow, t
upstream in the repeated slosh of boat
akes. The many grass stalks flowed in
parallel, like hair underwater in a bathtul
yellow  chips
crosshatching it, and as the flat mass
angelhaired back and forth in the waves
chere was a lovely, mesmerizing sparkle of
gold in the green. Back and forth the

92

Avoid justified text

even at low tide, and home to a narrow
long salt marsh, a flowing yellow-green
surface carpeting the foot of the hillside,
which was covered with brush and ferns
and small trees, and studded with the
———— island’sQ bossy O gneiss Qoutcroppings creates

protruding out of the greenery. gaps
I hummed slowly into the grass between
edging the salt marsh and turned words

—_— ups!reamOPel!thbug’s starboard

hydrofoil touch the bottom. It was near
high tide. A quiet estuarine corner of the
city, a little thoreautheater, cool in the
shade of a passing cloud.

The grass of the marsh was almost
entirely submerged at this point of the
tide. Some kind of fluid eelgrass, flowing
horizontally this way and that, pushed
first downstream by the river's flow, then

in the repeated slosh of boat

93



Gaps between words

even at low tide, and home to a narrow
long salt marsh, a flowing yellow-green
surface carpeting the foot of the hillside,
which was covered with brush and ferns
and small trees, and studded with the
———————1» island's bossy gneiss _outcroppings
protruding out of the greene
I hummed slowly into the grass
salt marsh and tumed
——————1» upstream. Felt the bug’s starboard
hydrofoil touch the bottom. It was near

city, a little thoreautheater, cool in !
shade of a passing cloud.

e grass of the marsh was almost
entirely submerged at this point of the
ide. Some kind of fluid eclgrass, flowing
horizontally this way and that, pushed
first downstream by the river's flow, ther
upstream in the repeated slosh of boat
wal many grass stalks flowed in
parallel, like hair underwater in a bathtul

stalk had yellow chips
crosshatching it, and as
angelhaired back and forth in the waves
there was a lovely, mesmerizing sparkle of
gold in the green. Back and forth the

94

Use left-aligned text

ata rate of 4,000+ prin vokumes  year and contains an increasing.
umber of ebooks. The colection  predominantly Englsh ianguage
and is signed cosely with the academic programs at CEU.

Periodicals
The CEU Library prowides access o an impressae range of e fournl + &
5 A2 with over 41,000 elecironic and 1,800 print periosical
haldings (300 of those are currers subscrptions).

(Open access fre journals are aso walable at pen A
il (DOA) which covers free, fullext,quality controlled scienifc

and scholaryfournsls.

£ Multimedia collection
The Mltmedia collection incudes a wide varety of aug, vdeo, and

of languages, incuding Engsh, French, German, Hungarian, and
Russian. The selecton of DVD:s incudes  wide range of Hungarian and
foreign festure fims.

95

We typically scan tables

down the columns

96



Use vertical columns

Yes:

|Month Total circulation

| May 02

[une [ 383

[suty [ 168

| August 43

No:

[Month [Mray [rume[roty” [Auguse
[Total circutation  [s02 [353 [3es |43

97

Use high contrast between

background color
and type color

98

Poor
m Sample Instruction Programs at
the MIT Libraries

Each sk e the Type of fstrction shall ead you 1 g exsgie

Description Goals

Acihiesmay lnclude
« Libery wurs
« lotodictory mateial o0 ey servicss
© Quih msrction on b orrution reteval rtepesand skl

[ ——

« Compuraine searh mechods
« Channesof he sabject normation Gssminiion
< Barion, thecaine.

(abjecs spcitc)

2 Dushases
= Web resurecsspproprat o e i
* Uiy sevies

[ —

o mehe

« Defining nd aculingformcion peobems

99



Better 100

= T
the MIT Libraries
-
- ——
=
=
=

* Livarysous
* Inoduciory saeras oo by sevices
* Quick nwrcrion on basicinformation rexseval s od kil

S A
Course 3.00 @ Chuescls of the sudject mformation dissemmaticn.
* P e
o It
Course 16826 . e
Consewm
Course 2009
—
=l
[ ——
Better 101
R
MIT Libraries
ttacn
Ty of trution == |
e Ay
General Orientation
Jpre—
Intoduciorymatrlon oy srvies
: e
Course 6,971 | contents include: T
Course 9.00| o Comparative search methods
o s eomation ierioation
Course 15.783) (2.738)) |+ Barton, the online
 Duates (bt s
Course 16.826 | Wi e pprapene o the g
Course 21w7ga| * Lbry services
e
o
 Defining and articulating information problems

102

Mobile Web




So many screen sizes

Portrait 2] Landscape

W—I
-
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Responsive web design

Adapts to any screen size.

104

Fluid layouts

NICOLEHENNIG

Helping librarians and educators stay cur
the best emerging technologie:

105

http://nicolehennig.com




] 106 http://www.elegantthemes.com/gallery/category/responsive
Many Wordpress themes are responsive
elegalt meme mm m e e D
Responsive WordPress Tbemm
107 http://library.ceu.edu/about/
Images and text resize dynamically
108 http://library.ceu.edu/about/collections/

Paragraphs look even more wordy on small screens
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Applying these guidelines

110

How would you improve this?

Interested persons, on or before June 14,
2013, may submit to the Hearing Clerk, 1000
Pennsylvania Avenue, NW, Washington, DC
20000, written comments regarding this
proposal. Faxed comments will be accepted at
202-555-1234. To submit comments
electronically, go to this site: [URL was here]

My version 111

We invite you to comment on this proposal.
Deadline: June 14, 2013.
Choose your preferred way to get in touch.
online
Q www.123.gov
mail

Hearing Clerk
(2] 1000 Pennsylvania Avenue, NW
Washington, DC 20000

2 =
202-555-1234

Attn: John Jones
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Discussion

* Do you write content for websites or social
media?

e Which of these tips would help you the most?

113

114

TECHNOLOBY
How It Became Normal to Ignore
Texts and Emails

but often what

speed of
estis the ability to put them off.

https://www.theatlantic.com/technology/archive/2018/01/ignoring-each-

other-in-the-age-of-instant-communication/550325/




Same rules apply to email

Version 1 of Jane Doe’s Email:

esors, Ao

Whenyosop by you cn emad them o b

Version 2 of Jane Does Email
‘Subject meterals for Wed, sl meeting

i everyone—

matesle:
Yourpoectcalendar
A one-page epatdescriing your progress 1o fo
At of gosts for the nex month

See you tmorron—

115

communication

Subject lines - be specific

Subject: Tomorrow’s meeting

Subject: Wednesday’s meeting has been moved from 1pm to 2pm

Subject: my upcoming webinar

Subject: Is a date change possible for my Dec. 18 webinar?

116

Your key message near the top

2. Present your email thoughtfully

Give the right amount of information in the right way so that your reader is able to read your message easily, and wants 0.

+ Place your key message and callto action near the top 50 it's the fist thing your reader sees
" . Organizo thorest o ho inormation rom most o least important

« Limit the number of issues covered in the email 1o increase the chance of a response

+ Write briefly and stick to the point: try to keep 10 150 words or less.

+ Use short, everyday words instead of jargon and difficult words

+ Avoid acronyms and terms your reader wont understand

. short

5 tips to improve your email writing skills

117

https://www.noslangues-ourlanguages.gc.ca/en/blogue-blog/courriels-

efficaces-email-skills-eng




Lead with the ask

Hi Catherine-This is Mark Holland. I run the popular
Firestarters conference, which draws over 5,000
entrepreneurs to the Staples Center in L.A. each year.
I'm writing to extend an invitation for you to speak at
our event on March 5, 2016.

Three Ways To Write Shorter,
More Hective Emails

« She knows it's a speaking invitation.
« She knows the date and location.
* She knows it has impressive attendance numbers.

« After that she can read the details and learn more
about the conference.

118

https://www.fastcompany.com/3064429/three-ways-to-write-shorter-more-

effective-emails

Can you do this? Five sentences (or less)

lastering the Short Email

who, what, why, when

119

https://www.lifehack.org/articles/communication/mastering-the-short-
email.html

Who else to copy?

To People required to take action
Cc  Kept informed of the content, but no actions required from them

Receive the message without any of the other recipients knowing.
Also used for larger mailings (over 50)

1t's also a good idea to include all the people you put in the Tos field in
your opener line. This lets the others know wha is involved in the
conversation.

#i Bill, Ted, Mary, Suzy,

1f you are sending to more than four people, don't bother with this and
Just start with Hi all or Hello team.

120

http://www.writebetteremails.com/to-cc.htm




How to close: Cheers? Regards? Thank you?

Boomerang Email Closings Study

2017 study

We looked at closings in over 350,000 email threads.

We used messages from mailing list archives of over twenty different online
communities. These emails proved to be a great sample for looking at variations in
response rate, as many entailed people asking for help or advice, hoping for a reply.

121

Closing with a thank you gets higher response rate

122

https://blog.boomerangapp.com/2017/01/how-to-end-an-email-email-sign-
offs/

\
o ___ Real-life example — 123 A real email from me to the library director and her assistant at the West
Specfieapiect [T Postononstopr ooy = 20 @ Tisbury Library on Martha’s Vineyard in Massachusetts. They know me
s because I've done workshops for them before.
Call to action
Details<
Friendly
closing ~ 1

T Thanks for considering this,

Nicole




Examples

124

A site that works well nypl.org

© - ————=-

Books/Music/Movies Research Education Events Connect Give GetHelp  Search o

125

http://www.nypl.org

Get Help

communityresoutces and hom o conact 5.

Manage Your Find & Borrow
Library Card Materials

;
e [

Download an E- Reserve a
Book Computer

See More

T oy, IR ) AskNYPL
Contact Us
3
L

126

https://www.nypl.org/get-help




127 https://www.nypl.org/get-help/using-librar

"’

A 0
About the Catalog

Requests, Renewals & Returns

Get Started
Download an &
Book |,

o= N

128 https://www.nypl.org/help/library-card

Bocks/Music/Movies Research Education Events Connect Give GetHelp Search @

GetaLibrary Card at NYPL

[£=] Getatibrary Cara!

How would you improve this? 1 29

http://www.nypl.org/help/about-nypl/legal-notices/privacy-policy

The New York Public Library Privacy Policy
Espatol| B | pycci

Last Updated: November 30,2016

‘onour website, by sending you an email and/or by some other means.

‘What information does NYPL collect?

is neededfor the pro




Some ideas for NYPL privacy policy

« more bold headings

« link to each section of the page at top

«find and use parallelisms

« more simple words & friendly language

« emphasize principles

* use lists

+ sentence case instead of title case for
headings

*add convenient links to other places

« consider FAQ format (questions as
headings)

130

http://www.nypl.org/help/about-nypl/legal-notices/privacy-polic

Before (NYPL Privacy Policy)

Y Rovary varies,

1 Circulating Materlals Checked Out L Library Cards
The

borrowers of NYPLs circutating materials {excluding eContent, e.g. eBooks, eVideo, eMusic.

s eAudiobooks]] with traditionsl NYPL ibeary cards. When you check out a book, video,

DVD, €O, gameor s o 3

record of that transaction. If the item in uestion is returmed on tive, the electronic record for

that transaction Is deleted from our integrated

o

for that transaction is also deleted from cur integrated Worary system. If an tem s returmed

stter the due date and the fre itemis not
tanwe ! in qumstion s paid. A wwe
d “ ystem en back-up ties
that aro stored off site, Thesa Sles sre purged on a rolfing basis 5o that only four weeks of
hept atany g that the Libeary's services and
programs, such a3 Summer Reading and any collaborative features available through the
Ubeary's goling cubl may cals
borrowed or otherwise used by you availablo publicly. If you wse these servicen, pleasa read the
descriptionof
sbout users tosee. More
information about Informaticn in 1 ures

mentioned above may be obtained by cicking here

131

http://www.nypl.org/help/about-nypl/legal-notices/privacy-policy

After (NYPL Privacy Policy)

B. The information collected and retained by the Library varies,
depending on the context.

We keep this information only as long as needed
in order to protect your privacy.

1. Circulating materials checked out with standard NYPL library
cards issued to individuals and organizations.

The information provided in this paragraph covers standard
transactions by borrowers of NYPL's circulating materials (excluding
eContent, (e.g., eBooks, eVideo, eMusic, and eAudiobooks)) with
traditional NYPL library cards

When you check out a book, video, DVD, CD, game or any other
item from NYPL's circulating collections, we keep an electronic
record of that transaction.

If the item in question is returned on time, the electronic record for
that transaction is deleted from our integrated library system.

Except as set forth below, if the item is returned after the due date

132



for other users to see.

TATTSACTON TS 210 UeTeTET Mo OUT TNIEgTaTe T OTary SySTemT-

It an item is returned after the due date and the fine associated
with that item is not paid when the item is returned, then we keep
arecord of that transaction until the fine in question is paid

As a precaution, we also keep a record of information contained in
our integrated library system on back-up files that are stored off site.
These files are purged on a rolling basis so that only four weeks
of transaction history is kept at any given time.

Using Our Collaborative Features

Please note that some of the Library's services and programs, such
as Summer Reading and any collaborative features available through
the Library's catalog, may allow you to make information about
materials borrowed or otherwise used by you available publicly.

If you use these services, please read the description of the

services carefully, so that you are aware of the extent to which
information about these materials will be stored and made available

Learn more about the use of your information with collaborative
features.

133

Boston Public Library

e 8
"

Appropriate Library Use Policy
Policies & Procedures

B PP —

s T s s e e o o o e o

e ookt s 1 e L e

vy s o ot 1 by Uy o1

134

https://www.bpl.org/about-us/official-policies/appropriate-library-use/

Headings would make it easier to understand

Appropriate Library Use Policy

Clean, comfortable, and safe

be clean, comortable, and safe places for selecting materials, reading,
hing, studying, wri

programs and meeings.

We protect your rights and safety

o this end, the Library is responsible for estabiishing rules of conduct to
protect the rights and safety of Library patrons, volunteers, and staff, and for
ibrary’s

grounds.

Children's and Young Adult areas.

The Children's Department is reserved for use by chidren, their parents or
‘guardians, and adults interested in chiren'’ lterature. The Young Adults'™

, facilties, and

ng adults

What happens when you violate these policies

Library staff and/or securty staffwill i

135

https://www.bpl.org/about-us/official-policies/appropriate-library-use/
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Headings would make it easier to understand

Examples of conduct not allowed on Library property:
Litter, food, garbage, foul smells
« Littering
« Consuming food or beverages in public areas of the Library, including
trooms.
ptions:
- water in closed containers as permitted by authorized library

- drinking fountain use
- baby bottes or nursing

Map R
Café, Novel, and at authorized events, and in specifi areas of branch
libraries as designated by the branch fibrarian

« Smoking, chewing, and other tobacco use

. . alone or

in their aggregate, imped the use of the library by other users.

Entering the Library barefooted, without a shit, with offensive body

or hygiene, or being othenwise attired 50 as to be
disruptive to the Library environment

Noise
« Neglecting to provide proper supervision of children
«Greating disruptive noises such as loud talking, screaming, or banging

137 https://www.bpl.org/about-us/official-policies/appropriate-library-use/

Headings would make it easier to understand

Noise

Neglecting to provide proper supervision of children

Creating disruptive noises such as loud talking, screaming, or banging
on computer keyboards.

Using audible devices without headphones or with headphones set at a
volume that disturbs others.

Using cell phones, pagers, and other communication devices in a
manner that disturbs others. Cell phone and pager audible ringers must
be tumed off.

138 https://www.bpl.org/about-us/official-policies/appropriate-library-use/

Headings would make it easier to understand

« Solciting or conducting surveys not authorized by the Library.
. Library

anvironment.

« Lying down or slesping n the restrooms or on any floor, coueh, table,
or seatin the Library, and by blocking aisles, exits, or entrances by
sitting or lying down in them.

« Using restrooms for bathing or shampooing, doing laundry, or
changing clothes.
Using whesled devices in Library property or on Library grounds,

llr-skating,

- Bang under e e of acoholisgl s a s, usig, o

bicycling, scooters, and shoppin

carls Staing amagng, aténng o necproptts e of Lorary rcpay
Exceptions: wheelchairs, walkers, and strollers.




A well-written page 139 https://library.duke.edu/about/privac

LIBRARIES

Home > About > Privacy

Privacy

What kinds of information OUR COMITTMENT T0 YOU
do you collect? =

Oneof the cormerstones of

+ web address of the page from which you linked to ou
We also use Google Analytic
staistcal analysis related t

These are questions users would ask 1 40 httDS . //||bra ry. du ke.ed U/a bOUt/DrivaCV

How do you use this
information?

utomaticaly collect via this website i used internallyforthefollowing;

Do you collect my personal information?

We donot collect any personally dentifiable information, such as your

+ phone number

But what about personal information | submit via
aweb form or an e-mail message?

1 bbrary users regularly chat

These are questions users would ask 141 httDS://“br'ar'v.duke.ed u/about/DrivaCV

Can | see the information you are maintaining in
my library account?

You ace eatitied tovie

* Ifyou are 2 Duke Universit e, you can correct your lbrary account nformat

tyouribrary account infos

atthe library thatssued your

Is my information secure?

i genera, interne

v will | know if your privacy policy changes?

ol changes in this pr

policy atheast 30 days prior to the char




142
View the whole page

https://library duke edu/ahout/privacy

LIBRARIES

Privacy

What kinds of information do the Libraries
collect?

How do the Libraries use this information?

https://library.duke.edu/about/privac

143

Accessibility

144

Accessibility

[l Web Content Accessibility Guidelines

H (WCAG) 2.1

V3G Recommendation 05 June 2018

https://www.w3.0rg/TR/2018/REC-WCAG21-20180605/




Which accessibility items do you need to
pay attention to when writing page copy?

145

Accessibility issues for text
e Heading structure <H1> <H2>
(don’t skip a number)
« Descriptive links ediny
N Heading 2
* Simple language Heading 3
Heading
o Color - high contrast e
w ” .
147 Learn about “alt” text:

Accessibility issues for multimedia

eVideos should not auto-play and
should have captions

eUse the “alt” attribute for images

(o]

http://webaim.org/techniques/alttext/
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HTML <img> alt Attribute

CHTML <img> tag

Example

An image with an alternate text specified:

I <img srce"sniley.gif" alte"Smiley face™>

149

Enter alt text here in Wordpress

: _ 150 Learn about “alt” text:
Functions of the “alt” attribute http://webaim.org/technigues/alttext/

* Spoken out loud by screen readers

* Text is shown if images are not
loading or turned off

* Describes content of images for
search engines
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The “alt” attribute should

* Accurately present the content and
function of the image

* Be succinct

* Not be redundant with the
surrounding text

* Not use “image of...” or “graphic of..”

Learn about “alt” text:
http://webaim.org/techniques/alttext

152

Using an empty"alt” attribute
In some cases (decorative images),

an empty attribute is fine.

(alt="")

This image of a rule is decorative.

Learn about “alt” text:
http://webaim.org/techniques/alttext/

153

Learn to write the best “alt” text for images

Alternative Text

http://webaim.org/techniques/alttext/

http://webaim.org/techniques/alttext/




154 https://webaccess.berkeley.edu/resources/tips/web-accessibilit

High-level decisions

https://www.webaccessibility.com

*Choose an accessible theme for your
website

*Web forms have special accessibility
requirements

155 https://www.hongkiat.com/blog/accessibility-ready-wordpress-themes/

Good lists of accessible themes

https://premium.wpmudev.org/blog/make-your-wordpress-site-accessible/

o treat accessibility as a priority.

Make Your WordPress Site
Accessible With These Themes
and Plugins

156

Learning More




157 Letting Go of the Words: http://www.redish.net/books/item/5
[— Don’t Make Me Think: http://www.sensible.com/dmmt.html

158 https://webaim.org/

159 http://www.hemingwayapp.com/

of them and pick words with force, perhaps.
Phrases in green have been marked to show passive voice.

You can format your text with the toolbar.

‘Weite button and compose something new.




. 160 https://thenounproject.com
Free images https://pixabay.com
; https://unsplash.com

Icons for everything

Pixabay
Unsplash

The Noun Project

161 https://tinyurl.com/hennig-writing

Resource guide

https:/ /tinyurl.com/hennig-writing

- S\ N

Go forth and improve

your sites!

- own (EI S
- At
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Discussion & Questions

164 http://nicolehennig.com

NICOLEHENNIG

nicolehennig.com

Thank you!

NICOLEHENNIG s e s 165 http://nicolehennig.com

Mobile Apps News

Mobile Apps News

Sign op and sty curr




