Example of Clear and Effective Communication

Genre Guide for using Skype and the Surface Hub
Target audience Staff

Overall challenge In the Microsoft guide, it was difficult to find information quickly.
Also, it was not always clear when instructions applied to specific version of Windows.

Value added from applying principles of Clear and Effective Communication (9. Accessible not addressed here)

Overall - | $$ (| wotd count so |time) 1 Efficiency (easier to review, edit, translate, update) 1 Usability (casiet to read and use info)
1. Concise v’ very brief instructions 5. Complete v Included the full user experience (Skype + Hub)

2. Chunked v by task 6. Relevant v added relevant content, clarified when user needed Windows 10

3. Scannable v’ useful headings and other design items 7. Coherent v’ chronological order or tasks

4. Accurate v all tested for intended users 8. Inclusive v assumed reader was starting at zero, as many were

Before (from Microsoft online) After
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room (if youneed one). ... 4
P Send the request for the room (gf Tou need one).__5
P Send request to the attendees. . 6
P Attach files (if any). - - S 6

2 Join a Skype meeting (for Attendees).........evveeiivecnnnas 7

21 Beprethemeeting 7
2.2 During the meeting (Test Scrccn optlons} ____________________ 3

P Present vourscreen tothegroup . 9
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Additional connections icons....

Warning icons .o s,
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Interacting with Surface Hub...
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Keypad ....ocviirrnninisninnnnens

Keypad indicator lights
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W Check affendanes status of required attendees 11
I Plug in the Jabbra set . - SO 11
» Join Skype Meeting ................. e 12
P Share your desktop. - e 12
P Allow an attendee to share their screen. ... 12

Keyboard .....ccovnniinieccniniisan s

Keys on top row

Keys on left side

Keys above touchpad
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Cortana commands for Surface Hub.

Welcome SCreen .......ooeveeeeveeeeneee
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P Nake sure Surface Hubison. ... 13
. P Hubisin use. ..

SWItCh OF CIOSE APPS evrssersssssssesmeserssssssssssssnes S ¥ - Connect laptop to the Hub 1f necessary
G SEATEEA BPP . eeer s sereesseesceereseeeessseseesseessesresseessssessessesssesressessecesseessesn 1 4.2 Run the Skype meeting .
VWV RIEEBOAMT ¢ttt e eee e e seseeeeeeeeseeeme s essesreseneessessseneeanenseens 15 > Click Join to join your Skype ﬂlﬁﬁhﬂg -------------

Whiteboard menu.... .16 P Nanage Participants. ... -
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Wireless COMMECE uvvuumumerssssmmssssssssssssssssssmsssssssssssssssssssssssssssssssssssssssssssssssssssssssessssssssns 17 5 Using the HUb featires .........covueurmeeerecrmsenmnereeecnnces 15
SO © 5.1 Screen and Apps ~ ~ e 15
17 P Engage/exit full screen.... - s 15
1 P Open the Hub Apps .o 15
Start a scheduled meeting ..... 18 ._ TﬂSk “W » o .15
Invite people to your meeting e .__ Nore® (SkYPE Wlﬁtﬂboﬂ.‘[d PO“:] _____________________________ 15
5.2 More® (Quick Action buttons) . 16
P Do not disturb ... - - S 16
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Open an app

Conduct a meeting...

Start an ad-hoc meeting ...

Schedule a meeting

Add participants during a meeting ...

Before the Meeting s 19

During the meeting .....ccocvvvvvinueniinnennnsnne .

Accessing content attached to meeting invite...

Share content with remote participants

Upload content to the meeting space....

Adjust cameras, mic, and volume

6 Using the Hub Whiteboard..........oeeeiimmeinecinnnninneces 17
26 6.1 Select Whiteboard . S 17
6.2 Copy content to the white bu:lrd_ _______________________________ 17
- 26 P Open the content you want to cOpy. ... 17
ENd the Meeting.....uiiviniiiniiinie it s s s asasnns 27 | 3 COPFMM . e 18
6.3 Toolbar: Magnify, Undo, Re-do, Tmsh ...................... 18

Use apps in split-screen mode ..o

Annotate

Save your data e .

Restart a meeting....osmninn

ACCESSIDIITY ..ot sressa e 30

Using the magnifier .. 30

Protect Your data ..ottt e e

Care and cleaning
Keyboard and pen care ..ummsssssssssssssssssssssnss s 31
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More information ...t e a e 3L
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