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In This Issue: FROM THE EDITOR 
As I write, snow is falling. Weather like 
this makes me glad that I work from 
home—although the disadvantage is 
that I don’t get to participate in office 
holiday parties or homemade goodies 
brought in by coworkers. But you’re all 
invited to join the Central Ohio Chapter 
STC holiday event on December 16. 
Gift exchange included! 

In this issue, also read about BJ 
Foster’s pet peeves. One pet peeve 
that I would add to her list is “needless 
to say”. Need I explain why? 

I wish you safe and healthy holidays. 
And, as always, if you want to write for 
the Techniquill, contact me at 
newsletter@centralohiostc.org. 

Jean Redmond 

DECEMBER MEETING 
Holiday Gathering. Please join us for 
a merry-making event in celebration of 
the holidays! You are encouraged to 
bring a guest (spouse, significant 
other, best buddy, or the date of your 
choice) on Friday, December 16, 
2005, for dinner and dessert at the 
University Plaza Hotel. Holiday music 
will enliven our creative gift exchange. 
If you wish to participate, please bring 
a toy (for a somewhat grown-up) with 
a value of under $10 to contribute to 
the pile. Keep it clean, folks. We want 
it to be fun for everyone! 

Friday, December 16 
6:00–9:00 pm, dinner meeting 

University Plaza Hotel 
3110 Olentangy River Rd. 

$20.00 students and members 
$25.00 nonmembers 
$5.00 program only 

Register by 5 pm, Wednesday, 
December 14, at 
centralohiostc.org/meetingreg.html 
Remember, a reservation is a financial 
commitment on your part. 

PRESIDENTIAL MINUTE 
Personal Development 
At the November meeting, Matt 
Dennis told us of the value of a 
personal archive and how to plan, 
design, and implement one (see 
November Meeting Recap). I was 
impressed by Matt’s dedication to 
acquiring new skills and knowledge. 
He uses the personal archive as a 
means of keeping track of what he 
knows but also as a means of 
mapping new areas that he wants to 
explore and understand. This seems 
somewhat typical of the community 
of technical communicators. Readers 
and writers all, we enjoy acquiring 
new skills and knowledge and 
sharing those skills with colleagues 
and user communities. STC can help 
us do this by bringing us in contact 
with people like Matt who have 
developed a different, more efficient 
method. 

One continuing opportunity for 
personal development is the STC 
Telephone Seminar Series being 
hosted this year at OCLC. I hope that 
you are able to join chapter members 
for at least one of these. Another 
upcoming opportunity for self-
development is the formation of the 
new STC Professional Reading SIG. 
This group will meet regularly to 
discuss books, articles, and topics of 
interest. I look forward to these 
sessions as a way of increasing my 
motivation to read materials I might 
otherwise put aside or never learn of. 
And, of course, discussions with STC 
members are always fun. 
And speaking of fun, I hope that your 
holidays are merry and joy-filled. 
May the new year bring you renewed 
energy and resolve to learn more, 
increase your skills, and come share 
ideas and knowledge with your fellow 
STC members. 

Debbie Hysell, President 
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LINKS 
Looking for a job? See the 
Employment Services Home Page 
 
Register for 
This Month's Chapter Meeting 
 
Renew Your STC Dues Online 
 
 
 
Next Techniquill deadline: 
         January 6, 2006 
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NOVEMBER MEETING RECAP 
Debbie Hysell 

Living Digitally. Many of us spend so much time online 
that we likely feel we are already living digitally. However, 
have we really used digital capabilities to transform our 
lives? At the November meeting, Matthew Dennis, project 
coordinator at AOL, shared his ideas of how to create a 
digital archive to organize the information we need and to 
create “a mind like water”. His presentation “Living Digital: 
Increasing Your Value with a Personal Archive” was one 
he had given in May at the STC annual conference, and it 
was indeed world-class. 

Matt compared the digital archive with the notebook that 
his friend Steve uses to store and index all the information 
he needs (for example, articles, papers, book citations, 
ideas, plans). The problem with the notebook as a 
repository for all the stuff we want to find and use later is 
that it is cumbersome, fragile, not scalable, not searchable, 
not collaborative, and not dynamic. The solution is a digital 
archive that is integrated with the working environment and 
able to change over time. The benefit of a personal digital 
archive to us as professional communicators is that it 
allows us to improve our access to information and thus 
our value to our organizations. More specifically, we can 
increase our versatility by tracking topics such as software 
and hardware techniques, conversion issues, Web design, 
and project management. A personal archive can also help 
us to help other employees and to solve problems quickly 
and creatively. 

The steps for creating a personal archive, based on 
knowledge management principles, are the following: 

1. Conduct a personal skill audit—what skills do you 
have and what do you want to add? 

2. Conduct an information audit—what types of 
information do you have and in what format? 

3. Create a taxonomy—what categories, keywords, or 
metadata do you want to use to describe and retrieve 
information? 

4. Select and implement an appropriate tool for the 
archive. 

5. Populate and launch the archive. 
6. Re-examine and repeat. 

Matt also provided guidance in selecting a tool for the 
archive. Many low-cost and no-cost options are available. 
Among them are file-based systems, blogging tools, Web 
services, and standalone applications. Matt cautioned us 
that the tools are just tools. The most important 
consideration is that the results must be usable and useful. 
The archive should make our lives better—help us to have 
easy access to information personally and professionally. 
Such an archive will not only help us to show our value on 
the job but also enrich our lives by showing where we 
need to learn and develop our skills and knowledge. 

PET PEEVES 
BJ Foster 

Every technical writer I know has pet peeves about word 
usage. Certain words or phrases just push our buttons, 
and we grind down our red pencils fixing them. 

I first learned about pet peeves 20 years ago in a business 
communication class. My instructor hated the work utilize. 
She maintained that use could always be substituted for 
utilize. The dictionaries I have consulted seem to agree. 
Most have the same definition for both words. So, most of 
the time, I follow her advice. Nevertheless, I admit, there 
are occasional sentences where I think utilize is the better 
word. “We need to use our resources to their full extent.” 
Or, “We need to utilize our resources to their full extent.” In 
this case, I would probably go with utilize. 

My personal pet peeves are may in place of can and 
phrases such as this means that and in other words. 

I work in the software industry, and it drives me nuts when 
I see the phrase, “with this feature you may…”. Software 
does not give users permission to do something. Software 
is an inanimate string of code. Software can enable a 
person to do something, as in “using this feature you 
can…”. I also believe that as a software company we do 
not give our users permission to do anything with our 
software (except in the case of legal and licensing 
documents). We enable our customers to use our products 
to their fullest capacity. 

I understand why people use may. Some well-meaning 
teacher or parent corrected them every time they said, 
“Can I,” so now may sounds more “proper” than can. But, 
we are no longer children asking permission to do 
something. We are service providers helping our 
customers. In my office, I have tried to ban the word may, 
except as an occasional synonym for might. 

I find phrases such as this means that and in other words 
to be slightly insulting to the reader. The phrases tell the 
reader “since I know you will not understand this the first 
time, I’m going to tell you again in a different way.” I have 
found that in most cases I can simply restate the 
information in a different way without using a transitional 
phrase. 

My list of pet peeves goes on: wish instead of want, lack of 
parallelism, overuse of his/her and he/she for gender 
neutrality, and many more. I bet you have a few pet 
peeves of your own, too. 

BJ Foster has a B.A. degree in English from OSU. She 
has been the lone writer for a software company for 10 
years. BJ got into technical writing after producing two in-
house instruction manuals for a former company. She 
enjoyed doing that so much that she decided to go back to 
school and change careers. 
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NEW MEMBERS 
The following have recently joined or transferred to the 
Central Ohio Chapter STC: 

Shelly Grieve-Zerkel 
Mark Klueppel 
Ninotchka R. Timm 

Welcome! 

JANUARY 2006 STC TELEPHONE SEMINARS 
The Central Ohio Chapter STC is sponsoring a series of 
telephone seminars. All seminars will be held at OCLC’s 
corporate headquarters in Dublin. Admission to all 
seminars is free to STC members. 

E-mail invitations will be sent out 48 hours in advance of 
each seminar. Directions to OCLC can be obtained by 
sending an e-mail to peter_insabella@oclc.org. If you have 
not been receiving e-mail invitations to these seminars and 
would like to be added to the distribution list, please e-mail 
peter_insabella@oclc.org. 

January 11, 2006 
Textual Bloopers and How to Avoid Them 
Presenter: Jeff Johnson 
Level: All levels 
Description: This seminar covers common textual bloopers 
that occur in computer-based products and online 
services. We'll identify the most insidious types of 
bloopers, such as the following:  

Too much text 
Speaking Geek  
Inconsistent terminology  
Inconsistent style  
Clueless error messages  

A short quiz will provide practice in recognizing these 
errors. We’ll also discuss techniques to keep them from 
occurring, particularly the importance of developing and 
adhering strictly to a project lexicon.  

President and principal consultant at UI Wizards, Inc., a 
product usability consulting firm, Jeff Johnson has worked 
in the field of human–computer interaction (HCI) as a user-
interface designer and implementer, engineer manager, 
usability tester, and researcher. He is the author of GUI 
Bloopers: Don’ts and Dos for Software Developers and 
Web Designers (2000), and Web Bloopers: 60 Common 
Design Mistakes and How to Avoid Them (2003). 

January 25, 2006 
Developing Visual Fluency 
Presenter: William Horton 
Level: All levels 
Description: Words are great, but you also need clear, 
simple, expressive graphics to communicate to today’s 
overloaded, global audiences. Sophisticated graphics 
programs and vast libraries of reusable artwork mean that 
any technical communicator can create graphics—
provided that he or she is visually fluent. This seminar will 
boost your visual creativity so you can imagine the right 
picture to communicate your message. It will also hone 
your critical skills so you can make your first attempts truly 
professional. You’ll learn answers to the following 
questions: 

Where do I need graphics? 
What kinds of graphics do I need for each type of 
message? 
How do I avoid the most common graphical blunders? 

William Horton is a recognized international authority on 
appropriate uses of new electronic media. He is author of 
nine books on technical communication, including 
Designing and Writing Online Documentation (John Wiley 
& Sons, 1994), The Web Page Design Cookbook (John 
Wiley & Sons, 1996), and Designing Web-based Training 
(John Wiley & Sons, 2000). Horton is an STC fellow, 
recipient of the ACM SIGDOC’s Rigo Award for advances 
to software documentation, and winner of the IEEE 
Professional Communications Society’s Goldsmith Award. 
He has delivered presentations in China, Sweden, 
Germany, France, Denmark, Brazil, Canada, and the 
Philippines. 

Please note that this is a repeat of the seminar that was 
held on August 10, 2005. 

 

TIP (MICROSOFT WORD 2000) 
Did you know that you can use SHIFT + F3 as a toggle to 
switch between upper and lower case without retyping? 

Select multiple words and press SHIFT + F3 to change the 
case of the entire selection. 

OR 

Move the cursor over one word and press SHIFT + F3 to 
change the case of the first letter or the entire word. 
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