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Agenda

Why structure is needed in writing

Why knowing user perspective is important

How to convert messy inputs to organized outputs
Information architecture principles

Importance of consistency

Difference between over-structuring vs. under-structuring

Examples of a good structured document and a poorly
structured document
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Components of a good document
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Why structure is needed?

“Messy docs are like messy rooms—nobody
wants to enter.’

Helps in navigation Aids content reuse
Enhances user experience Enhances scalability
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Why user perspective is important?

“Writing without knowing your user is like
Maggi without water—dry and useless.”

Helps decide output, tone & style Helps to optimize the content
Sets connection between doc & user Sets information hierarchy
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Converting messy inputs into organized outputs

“My drafts start with chaos and end with clarity-
Story of a Technical Writer”

BEFORE AFTER

CLEAN INSTRUCTIONS
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How to convert messy inputs into structured output:

Understand the documentation goal
Gather and examine inputs

Reach out to SME for any missing info

Organize the chaos "Technical writing research is detective work—
spot the clues, solve the jargon, crack the clarity."

Translate jargons

Structure for clarity

Test & validate

eliver DOCUMENT34 ()



How to convert messy inputs into structured output (contd.):

Understand the documentation goal

» Ask: Who's the Audience?
* Identify the Purpose

» Check the Context

* Talk to Stakeholders

* Review Existing Docs
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How to convert messy inputs into structured output (contd.):

Gather and examine inputs

* Collect all the raw data — notes, code snippets, conversations, screenshots, user feedback, etc.

* Ask yourself “What problem is this input trying to solve for the user?”
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How to convert messy inputs into structured output (contd.):

Reach out to SME for any missing info

« Clarify ambiguities: Don’t hesitate to ask SMEs (Subject Matter Experts) follow-up questions.
» Set up a meeting if required. DON’T ASSUME.
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How to convert messy inputs into structured output (contd.):

Organize the chaos

 Sort information by category: features, steps, errors, FAQs, etc.
* Remove noise: Filter out irrelevant details (internal jokes, repeated info, dev-only shortcuts).

* Prioritize user perspective: Keep only what helps the end-user achieve their task.
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How to convert messy inputs into structured output (contd.):

Translate jargons

» Convert SME voice into user’s voice:
SME input: “API throws 404 when payload schema mismatches.”

User-facing: “If the request format is incorrect, the system shows a ‘Not Found’ error.”

* Explain acronyms and technical terms only when necessary.
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How to convert messy inputs into structured output (contd.):

Structure for clarity

» Use a consistent format (overview — prerequisites — steps — result — troubleshooting).
» Break down steps into numbered lists.

*Add visual aids (diagrams, screenshots, code snippets) where they reduce confusion.
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How to convert messy inputs into structured output (contd.):

Test & validate

* Dry run the process yourself — does it work as written?
*Peer review: Get feedback from a SME and a non-technical user if possible.

*Revise iteratively: Polish wording, tighten sentences, and simplify further.
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How to convert messy inputs into structured output (contd.):

Deliver

P
Fingers crossed—may the reviewer be kind and the comments be few. &
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Information architecture principles:

Principle of Organization
Principle of Labeling
Principle of Disclosure
Principle of Consistency

Principle of Flexibility

Principle of Context
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Importance of consistency:

Which Starbucks café will you enter?
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Importance of consistency (Contd.):

Improves Readability

Enhances User Trust
Supports Findability
Simplifies Maintenance

Speeds Up Learning
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Difference between over-structuring vs. under-structuring:

How to Reset a Wi-Fi Router:

To reset your Wi-Fi router you need to find the reset button which is usually at the back of the
device. Press and hold it for about 10 seconds until the lights start flashing. After that the router will
restart and return to its default settings and you will need to log in with the default username and
password which is printed on the sticker at the bottom of the router or in the manual that came with
the device. Make sure you reconnect your devices to the new network hame and password once

the reset is compl

Hard to scan, no clear steps,

everything looks the same.
Under-structured
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Difference between over-structuring vs. under-structuring (contd):

How to Reset a Wi-Fi Router:

1. Router Reset

1.1 Locate Button

1.1.1 Position of Button

1.1.2 Shape of Button

1.2 Press and Hold

1.2.1 Duration of Press

1.2.2 Indicator Lights Flashing
1.3 Restart Process

1.3.1 Default Settings Restored

Overwhelming, too many
headings. Readers lose the flow.

Over-structured
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Balance is the key:

2-5 Rule - Add a heading every 2-5 paragraphs.

Steps vs. Bullets &> Number only when order matters.

No orphan headings - Don’t make a heading for 1 line.

Chunk smartly - 3-6 lines per chunk (not too long, not too thin).

Scan test - Read only headings/bullets. If it flows, balance is good.

Ask your self a question: Can user find the answer quickly without skimming endless text?
If yes, there you go!!
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Balance is the key (contd.):

How to Reset Your Wi-Fi Router

1.Locate the reset button
— Usually found at the back of the router.

2.Press and hold for 10 seconds
— Wait until the lights start flashing.

3.Wait for the router to restart
— It will return to default settings.

4.Log in with default credentials
— Find them on the sticker under the router or in the manual.

Easy to scan, simple steps, clear

flow.
Just looking like a WOW!
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“Structure is the GPS of writing- without it, readers quickly lose direction.”




Your questions are important—please ask !

Join my network and let’s learn together.
‘*{“\ ‘,”"’_
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