
[Before Rewriting] 

 

Module 5: Assembling the Pieces 
 
In the beginning: way back before the words ‗Technical Manual‘ was ‗coined‘  
there were books, even before paperbacks were produced, I‘m talking about the 
traditional ‗Hardbound‘ Book. 
 
And I quote: 

―Despite the influence of the magazine, the cinema, advertising and 
industrial design, the book in America has developed an order which, 
while not inexorable, should generally be followed. The book form in itself 
confers importance, distinction, and the implication that the text has been 
written, edited and printed with authority and care. Its design should 
express the same authority and care as does the text, with the 
enhancement of graphic imagination and taste. 

 
In the venerable tradition of the book there is a hallowed sequence of 
parts.‖ 

 
Adrian Wilson ―The Design of books‖  published by Peregrine Smith Books 
(Andy – I need the rest of the citation information) 
 
We are going to look at this hallowed sequence and identify which parts work for 
today‘s technical manuals. 
 

Expectations: What are you going to learn? 
 
You will be able to:   

 Identify the most common structure for Manuals 

 Identify different methods of visual referencing: tabs, blind tabs and 
dividers 

 Explain the 8 different binding processes and select the most appropriate 
binding for each project. 

 
 
GETTING STARTED 
Where and how do we start putting a manual together? 
Think back to Module 1 where we discussed the Guiding principles: 
 

 Identify the Purpose. Why do we need a manual and how will it be used?  
 

 Identify the Audience. Who will use the manual? 
 



 Identify the Schedule. When is it needed? 
 

 Identify the budget. How much ? 
 
The first two guiding principles provide the key to identifying the structure of the 

manual. Once you have identified the purpose and the audience your next 
task is to identify the type of manual.  Once you have determined these 
basic parameters for the document, you will need to prepare an outline.  
 
(Andy – try this again.  You have to write it as though they haven‘t taken 
Duncan‘s course because, as far as I know, it is not a prerequisite for your 
course.) 
- 
 
IDENTIFYING  THE COMMON STRUCTURE FOR  MANUALS 
(Having background knowledge on traditional book design provides the student 
with greater understanding to what is and is not relevant. I believe it is important 
for students to know and understand this, they can then make the decision to 
include it or not)(Andy – you will see below my ―Relevance?‖ question – 
everywhere that you say it isn‘t used much today – why would it be included – 
especially since you are teaching them about technical writing – specifically the 
writing of manuals.  There is much for them to know – don‘t confuse it with what 
is history or is irrelevant to manuals). 
 
The Front Matter 

1. Front and Back Cover - Traditionally this would have been a jacket 
wrapped around the book designed as a poster for the bookseller to display in 
their store. Still a requirement today, but has become integrated into the hard or 
softbound covers. 

2. The binding - How the book is bound together, we will be discussing the 
various binding options further in this module 

3. Endpapers - These are generally a blank heavier weight stock that 
provides the bond between the body and the book and the cover. Used only in 
cases where you have a hardbound cover. Endpapers are glued to the inside 
cover.  (how many manuals use these? Depends on whether or not the manual 
will be hardbound) 

4. Blank Leaf or Leaves - Blank pages located at the front and backs of 
books. These pages were used as sacrificial pages when a hardbound book 
required rebinding. Efficiencies and cost today has reduced the significance of 
these pages.  (relevance to manuals?) 

5. Bastard Title or Series Title (always a right hand page) 
We often incorrectly name this the 1/2 title page. It is in fact the page duplicating 
the title page that precedes the official title page. Again this page helps protect 
the official title page during binding and rebinding. Not commonly used in 
technical documentation today. (should this be included?) 

6. Advertising Card (Can be a left or right hand page) - Lists the Author‘s 
work. Not commonly used in technical documentation today. (relevance?) 



7. Frontispiece (left hand page) - Always facing the title page, this page is 
often used to pictorially represent the topic or nature of the book. Not commonly 
used in technical documentation today. (relevance?) 

8. Title Page (always a right hand page) - Full title of the book, if any the 
sub title, Author‘s name, name of publisher and place and year of publication. 
You‘ll see this page more frequently than a bastard title page and 1/2 title page. 

9. Copyright (left hand page following the title) - A legal requirement to 
protect the book from plagiarism, it has the letter © in a circle followed by the 
year and owner. This page is also used to identify the ISBN number (Library of 
Congress Catalogue Card Number, Publishers Address and any reproduction 
restrictions etc. 

10. Dedication (Preferably a right hand page) - As short, or as long as the 
Author wishes. Not commonly used in technical documentation today. 
(relevance?) 

11. Foreword  (New right hand page) - A short introduction pointing out 
the special features and importance of the book, sometimes written by a well 
respected authority on the subject or by the Author. Not commonly used in 
technical documentation today.  (relevance?) 

12. Preface (New right hand page) - Allows the Author to provide 
meaning as to why they wrote the book. Not commonly used in technical 
documentation today. (relevance?) 

13. Acknowledgements (New right hand page) - A list of contributors for 
whom the Author is grateful. Not commonly used in technical documentation 
today.  (relevance?) 

14. Content (New right hand page) - An accurate list of Chapters, 
subheadings etc. with accompanying page numbers to provide an efficient 
method of accessing the relevant information. It is important that the grouping of 
information within the Contents page be spaced out to allow the reader to see 
the overall structure of the book. (Remember that the outline of the book 
becomes the basis for the Contents.) 

15. Illustration List (Left or Right Hand Page - Used to identify all the 
figures used in the book, Today this list (if ever used) is located at the back of 
the book. Not commonly used in technical documentation today.  (relevance?) 

16. Introduction (New right hand page) - Usually located here if the 
introduction is written by someone else. If written by the Author it becomes part 
of the text. 
 
The list above covers those aspects of your document that need to be 
accommodated in the first pages of the manual. You have to remember that not 
all components are required in every manual, but you should be aware of each 
and be able to decide whether or not to include them in the document you are 
designing. 
 

Activity – self study 
Take a look in your bookshelf. Pull out a selection of hardbound and paperback 
books and find out how many follow this sequence. What type of book is it? Also 



take a look at some of the User manuals or Software manuals, do they follow the 
same sequence? And if so what have they chosen to exclude?  

 
You will probably find they are all quite varied and that there doesn‘t seem to be 
very much consistency (unfortunately this is true). It can be argued that one way 
is no better or worse than the other, but that is not the case. Readers expect and 
need an organization to the documents they read – especially if they are 
learning from those documents.  Providing title, foreward or preface information, 
acknowledgements and a Table of Contents in an expected place in the manual 
and in an expected format promotes communication.  Details such as these are 
important to the manual as a whole. 
 
  

The Main Body of the ‘Text’ 
( I haven‘t re-formatted this because I don‘t have time to work on it further – 
when it‘s online we‘ll have to do something with it so it doesn‘t just end up as 
one long scroll.) 
 
The main body of the book consists of : 
1. The half title (New Right Hand Page) 
This page repeats the title page, and is often used after a lengthy front matter. It 
is not commonly used in today‘s documentation. 
2. Part titles (New Right Hand Page) 
Only used if the book is divided into parts, for example in a technical manual you 
may decide to separate the Installation, Operation, Troubleshooting and 
Maintenance sections into parts 1 – 4 rather than chapters, in which case a parts 
title page would come in useful. 
3. Chapter Openings (New Right Hand Page) 
The beginning of a new chapter should start on a new page and preferably on a 
right page, however this is not always the case, but at the very least start 
chapter 1 on a right hand page. 
4.  Subheads 
Chapter text may be divided into 2nd and 3rd levels (more if required), however 
when doing so, change your typestyle to distinguish between each. Also 
remember to make sure sub levels do not visually appear more important or 
dominant than levels higher. 
5. Extracts 
Notes, quotations etc that do not follow the main body text are separated visually 
by setting them outside the body column, indenting the text, changing their 
typeface, adding a border around or even dropping a shade or tint of colour over 
them.  
6. Charts, tables, figures 
These are generally set into the text column, using a contrasting typeface to 
separate from the body text. As part of your page design, establish a variety of 
sizes that can used. This will build consistency and continuity to your document 
and will allow for a greater variety of visual information. 
 



Download the PDF titled Figure Areas.pdf 
 
1/4 page 1 column (the width of the body text and approx 1/4 the height of the 
page. 
1/2 page 1 column (the width of the body text and approx 1/2 the height of the 
page. 
Full page 1 column (the width of the body text and the full height of the page. 
1/2 page 2 column (the full width of the page minus the inside and outside 
margin and approx 1/2 the height of the page. 
Remember to factor in space for the figure caption. 
7. Footnotes 
These are naturally placed at the bottom of the page, also placed at the back of 
the book under ‘notes‘ with reference made in the text as to its location. 
8. Sidebar and Marginal Notes 
In 1 wide, 1 narrow grid systems, the main body text is dropped into the wide 
column. Side bar information, note, warnings etc can be placed in the narrower 
column. 
9. Pagination, Referencing 
One of the most important components to technical documentation other than 
the actual body text, is providing an efficient method of referencing and 
searching for information. 
 
Pagination  or Folio 
The methods of paginating is dependent on the frequency of revisions, the 
structural make up of the document and also the type of document. 
The location on the page of the page numbering also plays an important role. 
The majority of documents place their page numbers towards the outside edge 
of the left and right hand pages because it is easier to notice when you flick 
through. 
Generally roman numerals separate the front matter from the main body text, 
like wise with the back matter a separate numbering system is used. 
Arabic numbers often with prefixes 1-1 1-2  etc used for the body text (the 1st 
number denoting the chapter or section) 
Back matter usually has the prefix Letterform followed by number eg. A-1, A-2 
etc. 
Running Heads and Foots. 
Repeating the Chapter, the subsection or title at the top or bottom of the page 
also aids in locating information. Be careful however that the type size does not 
conflict with the body text or other more important information on the page. I try 
and tie the running foot in with the page number using the same type family bust 
reducing or using a lighter typeface than the page number. 
 
 
 

Activity – Online Discussion 



Consider this: A 300 page manual broken into 10 Chapters, of which Chapter 3 
is revised on a monthly basis.  Would you paginate the document from 1 to 300? 
Explain your response 
 
Consider this: Would you page number the front matter? 
If not why? If so why? 

 
 
The Back Matter 
 
10. Appendix 
Consists of supporting documentation and miscellaneous matter, eg technical 
bulletins, updates. 
11. Notes 
See 23 
12. Bibliography 
A list of books etc that the author has used or recommends  
13. Glossary 
A list of definitions of terms used in the book 
14.  Index 
This is usually the last thing to be made, however certain software can generate 
Indexes during the production process. 
15. Colophon 
Rarely used in today‘s documentation, the colophon identifies in detail, the 
typeface used, the ink, type of binding, credit to the manufacturer and in some 
limited editions the print number.  
 
 
Well there you have it, 31 separate components, a complete book, sad to say in 
today‘s technical documentation we use less than 1/2. 
 

 



[After Rewriting] 

 

[H1] Module 5: Assembling the Pieces 

 

In the beginning, before the phrase technical manual was coined, even 
before paperbacks were produced, there were books—traditional, 
hardbound books. And I quote: 
 
[begin block quote] 
Despite the influence of the magazine, the cinema, advertising and industrial 
design, the book in America has developed an order which, while not inexorable, 
should generally be followed. The book form in itself confers importance, 
distinction, and the implication that the text has been written, edited and printed 
with authority and care. Its design should express the same authority and care 
as does the text, with the enhancement of graphic imagination and taste. 
 
In the venerable tradition of the book there is a hallowed sequence of parts. 
(Wilson, 1974: 60) 
[end block quote] 
 
In Module 5, you will look at this ―hallowed sequence‖ and learn to identify which 
parts work for today‘s technical manuals. 
 

[H2] Expectations: What You’re Going to Learn 
 
By the time you finish this module, you will be able to: 
 

 Identify the most common structure for technical manuals. 

 Identify different methods of visual referencing, including: tabs, blind tabs, 
and dividers. 

 Explain the eight different binding processes and select the most 
appropriate binding for each project. 

 

[H2] Getting Started 
 
Where and how do you start putting a manual together? Think back to Module 1, 
where you learned the guiding principles: 
 

 Identify the need—why do you need a manual? 

 Identify the audience—who will use it? 

 Identify the purpose—what type of manual is needed? 

 Identify the schedule—when is it needed? 

 Identify the budget—how much money can you spend on it? 
 



Knowing whether it‘s a policy or installation manual helps you identify whether it 
will be referred to repeatedly or used once and filed away, and that will help you 
ascertain how often it will need to be revised. From there, you can create an 
outline of what you will write, which you may use as the basis for your Table of 
Contents. And from there, you will be able to choose the elements that will 
comprise the structure of your manual. 
 

[H2] Identifying a Common Structure for Manuals 
  
Having background knowledge on traditional book design can provide you with a 
greater understanding of which aspects are and are not relevant to manual 
design. In this section, you‘ll learn about the conventions of book design, which 
will help you to choose which parts to include or exclude from a given manual. 
 
[H3] Front Matter 
 

[H4] Front and Back Cover 
 
Traditionally, this was a jacket wrapped around a hardcover book, designed as a 
poster for the bookseller to display in their store. Although this is still a 
requirement today, it has become integrated into the hard or softbound covers. 
 
[H4] Binding 
 
You will learn about binding options later in Module 5. 
 
[H4] Endpapers 
 
Used only with hardbound books (or manuals), these are generally a blank, 
heavier-weight stock, glued to the inside cover, that provides a bond between 
the body of the book and the cover. This is used only in cases where you have a 
hardbound cover. 
 
[H4] Blank Leaf or Leaves 
 
These blank pages located at the front and back of books were traditionally 
sacrificed when a hardbound book required rebinding. Efficiencies and cost 
today have reduced the use of these pages. 
 
[H4] Bastard Title or Series Title 
 
Always a right-hand page, this is often incorrectly called the half-title page. It is, 
in fact, a page duplicating and preceding the official title page. Again, this page 
traditionally protected the official title page during binding and rebinding. This is 
not commonly used in technical documentation today. 
 
[H4] Advertising Card 



 
This can be either a left- or right-hand page listing the author‘s work, or 
sometimes other books in the series. This is not commonly used in technical 
documentation today. 
 
[H4] Frontispiece 
 
Always a left-hand page, and always facing the title page, this page is often 
used to pictorially represent the topic or nature of the book. This is not 
commonly used in technical documentation today. 
 
[H4] Title Page 
 
Always a right-hand page, this includes the full title of the book, subtitle if there is 
one, author‘s name, name of publishing company, and place of publication. 
 
[H4] Copyright 
 
This information always appears on a left-hand page, usually the back of the title 
page. A legal requirement to protect the book from plagiarism, it includes the 
international copyright symbol © followed by the year or years the book was 
published (with the last date listed being the most recent edition) and the 
copyright owner (traditionally the author, though in technical manuals this is 
more often the company that employed a technical writer to produce the 
manual). This page is also used to identify the ISBN number (Library of 
Congress Catalogue Card Number), as well as the publisher‘s address, any 
reproduction restrictions, and so on. 
 
[H4] Dedication 
 
This usually appears on a new, right-hand page. It can be as short, or long, as 
the author wishes. This is not common in technical documentation. 
 
[H4] Foreword 
 
Beginning on a new, right-hand page, this is a short introduction pointing out the 
special features and importance of the book, written by a well-respected 
authority on the subject or by the author. This is not common in technical 
documentation. 
 
[H4] Preface 
 
Beginning on a new right-hand page, the preface provides the author with an 
opportunity to explain why the book was written. This is not common in technical 
documentation. 
 
[H4] Acknowledgements 
 



Appearing on a new, right-hand page, this is a list of contributors—or people 
who supported production of the book in some other way—to whom the author 
expresses gratitude. This is not common in technical documentation. 
 
[H4] Table of Contents 
 
Appearing on a new, right-hand page, this is an accurate list of chapters, 
subheadings, and so on. Accompanying page numbers provide an efficient 
method of finding the relevant information. It is important that information in the 
Table of Contents is grouped and spaced out in a way that allows the reader to 
see the overall structure of the book at a glance. (Remember that the outline of 
the book often becomes the basis for the Table of Contents.) 
 
[H4] Illustration List 
 
Beginning on either a left- or right-hand page, this identifies all the figures used 
in the book. This list is rarely used today, rarer still in technical documentation, 
but when it is used, it is usually located at the back of the book. 
 
[H4] Introduction 
 
Beginning on a new, right-hand page, this is considered part of the front matter if 
written by someone else. However, if written by the author, it simply becomes 
part of the text. 
 
The list above covers those aspects of your document that need to be 
accommodated in the first pages of the manual. Not all components will be 
required in every manual, but you should be aware of each in order to decide 
whether to include them in the document you are designing. 
 

[H3] Activity 1: Self-Study 
 
Take a look at your bookshelf. Pull out a selection of hardbound and paperback 
books and find out how many follow the sequence identified above. What types 
of books are they? 
 
Now look at some of the user or software manuals. Do they follow the same 
sequence? If so, which aspects of the above do they include and exclude? You 
will probably find they are all quite varied and that there doesn‘t seem to be very 
much consistency. Unfortunately, this is true. It can be argued that one way is no 
better or worse than the other, but that is not the case. Readers expect and 
need a predictable organization in the documents they read. 
 
This is especially true if they are learning from those documents. Learning new 
concepts can be challenging enough without poor design getting in the way. 
Providing title, foreword or preface, acknowledgements, and a table of contents 



in expected places and formats is good design, and promotes clear 
communication. Details such as these are important to the manual as a whole. 

 
[H3] The Main Body of the Text 
 

The main body of the book consists not only of text, but of how it is divided into 
parts, chapters, and subsections, how each section is titled, how you use 
quotations, notes, sidebars, and so on. How you handle all of this visually is as 
important to the success of your manual as how you handle it verbally. 
 
[H4] The Half Title 
 
Appearing on a new, right-hand page, this repeats the title page, and is often 
used after a lengthy front matter. It is not commonly used in today‘s technical 
documentation. 
 
[H4] Part Titles 
 
If the book is divided into parts, these appear on new, right-hand pages to 
indicate where a new part begins. For example, in a technical manual you may 
decide to separate the Installation, Operation, Troubleshooting, and 
Maintenance sections into Parts 1–4 rather than chapters, in which case a title 
page for each part is useful. 
 
[H4] Chapter Openings 
 
The beginning of a new chapter should always start on a new page, preferably a 
right-hand page. This is not always the case, but at the very least you should 
start the first chapter on a new, right-hand page. 
 
[H4] Subheads 
 
Chapter text may be divided into second- and third-level subsections, or more if 
required. However, it is helpful when doing so to change the typestyle of each 
level of subhead so that readers can perceive the correct hierarchy to the 
information at a glance, preferably without even thinking about it. When 
choosing the appearance of subheads, remember that they should never look 
more visually dominant than any higher level. 
 
[H4] Extracts 
 
Quotations—which you, the writer, have chosen to help you explain or 
emphasize a concept—provide you, the designer, with an opportunity to create 
visual interest. You can do so by setting them outside the body column, 
indenting the text of the quote, setting them in a different or smaller typeface 
than the rest of the text, adding a border around them, or even dropping a shade 
or tint of colour behind them. 



 

[H4] Charts, Tables, Figures 
 
These are generally set into the text column, using a contrasting typeface 
to separate them from the body text. As part of your page design, 
establish a grid that will accommodate illustrations of various sizes. This 
will build continuity while allowing for a greater variety of visual 
information. 
 
Take another look at ―Figure Areas,‖ [link to Figure Areas.pdf] which you 
first looked at in Module 2, for an illustration of the way the scholar column 
can provide both flexibility and consistency in dealing with illustrations: 
 

 The smallest illustration area is 1 column, ¼ page, (the width of the 
body text and about one-quarter the height of the page). 

 The next size up is 1 column, ½ page (the width of the body text 
and about half the height of the page). 

 A mid-sized illustration area is 2 columns, ½ page (the full width of 
the page minus margins, and about half the height of the page). 

 The second largest size is 1 column, full page (the width of the body 
text and the full height of the page). 

 And the largest, of course, is both columns, full height of the page. 
 
Remember, when calculating space for illustrations, to factor in space for 
the figure caption. 
 
[H4] Sidebar and Marginal Notes 
 
Like quotes, sidebars and notes provide information that may not follow 
smoothly with the text but that may help to explain or emphasize 
something in the text. And like quotes, sidebars and notes provide 
opportunities to create visual interest. One way to deal with them 
consistently is to use a one-wide, one-narrow grid system, with the main body 
text in the wide column, and sidebars, notes, warnings, and so on in the 
narrower column. 
 

[H4] Footnotes 
 
With content ranging from reference information for quotes to additional 
explanations of information in the text, footnotes may be placed at the 
bottom of the page, the end of each chapter, or in the back matter of the book 
(see below) in a separate section called ―Notes.‖ 

 



[H4] Pagination and Folio 
 

One of the most important components to technical documentation, other than 
the body text, is providing an efficient method of searching for and finding 
information. You accomplish this through the page-numbering system you 
choose and other folio information included on each page. 
 
Generally, Roman numerals are used to paginate front matter, while Arabic 
numbers are used for body text. Often, pages in the body of the manual are 
numbered 1-1, 1-2, with the first number denoting the chapter or section and the 
second denoting the page or subsection within it. Back matter is usually 
paginated differently, perhaps with an alphanumeric system, such as A-1, A-2, 
and so on. 
 
The method of pagination will also depend upon the frequency of revisions you 
expect, the structure of the document, and also the type of document. You‘ll 
discuss an example of this in the next activity. 
 
The location on the page of the page numbering is also important. In most 
documents, you will find page numbers toward the outside edges of the pages 
because that is where they are easiest to notice when you flick through. 
 
Repeating the chapter, part, subsection number, and/or title at the top or bottom 
of the page also aids in locating information. Be careful, however, that the type 
size does not conflict with the body text or other more important information on 
the page. I try to tie the running foot in with the page number, using the same 
type family as the page number but reducing the size or using a lighter typeface. 
 

[H3] Activity 2: Online Discussion 
Consider this: A 300-page manual broken into 10 chapters, of which Chapter 3 
is revised on a monthly basis. Would you paginate the document from 1 to 300? 
Explain your response. 
 
Consider this: Would you page number the front matter? Why or why not? 
 

 
[H3] Back Matter 
 
Back matter refers to extra information that may help to clarify information in the 
text, find specific things in the text, or lead the reader to other helpful resources. 
 
[H4] Appendix or Appendices 
 

This refers to supporting documentation and miscellaneous matter, such as 
technical bulletins or updates, which would be cumbersome to include within the 
text but may provide the reader with important information. 
 



[H4] Notes 
 
As noted above under ―Footnotes,‖ these may sometimes appear in the back 
matter under a chapter head such as ―Footnotes,‖ or ―Chapter Notes.‖ 
 

[H4] Bibliography, References, or Recommended Reading 
 

A list of books, articles, electronic sources, and so on used in researching and 
writing the document, or that the author recommends as additional reading. 
 
[H4] Glossary 
 

A list of terminology used in the book and their definitions. 
 
[H4] Index 
This is usually the last thing to be created, although certain software can 
generate indexes during the production process. 
 
[H4] Colophon 
 

Rarely used in today‘s documentation, the colophon provides details regarding 
typefaces used in the book, ink, type of binding, a credit to the manufacturer, 
and, in some limited editions, the print number. 
 

 


