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Introduction 
 
This free pdf download describes a composition assignment that I have used successfully during 
my years of teaching at Ohio University. 
 
Other teachers are welcome to download and read this pdf file and decide whether this 
assignment will work in their classes. 
 
The pdf file is divided into two main sections following this brief introduction.  
 
First is a description of the Set of Instructions Project. Of course, teachers can modify the 
assignment as they wish.  
 
Following that are examples of sets of instructions written by students. Teachers may print these 
and use them as excellent examples for their students. One way to get good writing from students 
is to show them good work written by other students. Of course, the students own the copyright 
to what they have written. I thank them for giving me permission to use their work in this pfd 
file. 
 
I recommend letting students choose their own topics. Another way to get good writing from 
students is to have meaningful writing assignments. If a student is interested in a certain topic 
and it is meaningful to him or her, he or she is likely to write well on that topic. 
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The Set of Instructions Project: 
Assign the Project 

 
What Do I Have to Do for the Set of Instructions Project? 

 
Teacher’s Expectations 
 
What are your teacher’s expectations for the Set of Instructions? 
• You will start writing this Set of Instructions at least four days before the first Peer Review 
Session. 
• You will spend at least six hours on this paper. 
• You will revise this Set of Instructions at least once. 
• You will bring a good, complete, typed draft to both peer review sessions. 
• You will get feedback on your Set of Instructions during the peer review sessions. 
• You will get feedback on your Set of Instructions essay from at least one other person outside 
of class. 
• You will proofread this Set of Instructions at least twice. 
• You will run a spelling check on the final draft of your Set of Instructions. 

 
Benefits 
Instructions are frequently needed on the job. You will learn how to write a good Set of 
Instructions. Your Set of Instructions will probably be much better than many of the Instructions 
you find when you purchase a product. You will also learn how to create good visual aids and 
how to test your Set of Instructions. If your Set of Instructions turns out well, you can add them 
to your writing portfolio and show them to prospective employers during job interviews or you 
may be able to use your Set of Instructions to help you get into graduate school. If your Set of 
Instructions turns out well, the person you wrote them for may be willing to write you a very 
good letter of recommendation. You may want to ask your advisor or a trusted professor in your 
area of study for ideas about topics for this assignment. You may also be able to mention your 
Set of Instructions in your Resume. For example: “Wrote the Set of Instructions for ‘How to 
Open Restaurant XYZ.’” Or: “Wrote manual on ‘How to Exercise with Arthritis.’” 
 
Instructions Assignment 
•  Write a Set of Instructions that will enable your readers to operate some device or perform 
some procedure, preferably used in your major, in your future career, or at work.  
•  The procedure must involve at least 24 steps.  
•  Your Instructions must include an introduction in which you motivate the reader to use the 
Instructions.  
•  Your Instructions must contain at least one visual aid that you will create (no photocopies 
of a visual aid which someone else has created). You can’t copy your visual aids from a book, 
magazine article, or other source. Anyone who does this and does not give credit to the source is 
guilty of plagiarism.  
•  Your visual aid may be a photograph(s), drawing(s) or something you create on a computer. If 
your visual aid is a photograph, you can be either the photographer or the model. If your 
Instructions explain how to fill out forms, your visual aids can be the forms. 
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•  In some cases, I may allow a student to use a visual aid downloaded from the WWW, as long 
as 1) the student gets permission from me to do this ahead of time, 2) the student gives 
credit to the source, and 3) the student also creates at least one original visual aid. I will 
allow downloads that show a piece of equipment (e.g., a computer or a camera), but I will not 
allow downloads that show how to perform the steps—you need to create those visual aids. 
•  You cannot elaborate on a Set of Instructions that you find in a textbook; e.g., extracting 
caffeine from tea, performing a fractional distillation, etc. 
 
Advice 
•  Students in technical or computer majors should choose a technical or computer topic. 
•  I advise you to create a Set of Instructions that you can talk about in a job interview; in other 
words, write Instructions explaining how to use a piece of equipment commonly used in your 
major, or write about some procedure used on the job. This project can be as technical as you 
want to make it.  
•  Be aware that you can take a writing portfolio along to a job interview. If your Instructions 
turn out well, you can put them in your portfolio and show them to prospective employers. 
•  When thinking of topics for your Instructions, think in terms of problem-solving. Can you 
write something that will solve a problem? Perhaps new people at work can’t perform a certain 
procedure. Perhaps you can write something that an Ohio University professor can use as a class 
handout for students to refer to. 
•  When thinking of topics for your Instructions, see if you can write something that will result 
in a letter of job recommendation for you. If you write something for work or if you write 
something that an OU professor can use as a class handout, your manager or professor may be 
willing to write an excellent letter of job recommendation for you. 
 
Do NOT Choose a Topic That Needs Guidelines Rather Than Step-by-Step Directions 
•  NO: How to Buy a Car.  • NO: How to Study for a Test.  
•  NO: How to Play Cricket. • NO: How to Create a Business Plan. 
 
Sample Unacceptable Instruction Topics 
•  NO: Recipes. 
•  NO: How to Play a Drinking Game.  
•  NO: CPR. 
•  NO: Origami.  
•  NO: How to Fill Out the Application Form for a Passport. (The instructions are already on the 
form.) 
•  NO: How to Make a Cornhole Game Set and Cornhole Bags. 
•  NO: How to Read Music.  
•  NO: How to Produce a Fashion Show.  
•  NO: How to Execute the Triple-Option Offense. (This isn’t a good topic for a Set of 
Instructions because several actions happen all at the same time instead of sequentially. In a Set 
of Instructions, the reader does one thing, then the reader does another thing. In a football play, 
lots of people are doing things all at the same time.) 
•  NO: How to Have a Good Weekend Trip in Niagara Falls, Canada. (However, you can create 
a Set of Instructions on how to pack for a weekend trip to Niagara Falls, Canada.) 
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•  NO: Something for which you already have a Set of Instructions (operating a clock-radio, or 
programming a VCR)—including Instructions from a professor and including computer games. 
•  NO: How to Field Dress a Deer. Ask yourself how you would get original photographs for 
this topic. Most people are not good enough artists to draw the steps of this procedure 
competently, and I will not allow you to download the photographs for this procedure. After all, 
if the photographs are available online, so are the steps. 
•  NO: How to Shoot a Free Throw. NO: How to Swing a Golf Club. The problem here is that  
these things would be taught through coaching rather than reading. Also, although you can get 24 
steps for these procedures, that would be a bad idea. You don’t want a player on the free-throw 
line at the end of a close game thinking, “I can’t remember step 22!” 
 
Some Advice 
• Some procedures are difficult to write about because they should be learned through coaching, 
not through reading a Set of Instructions. Be very careful when writing about a procedure in 
sports. Don’t write about these topics: How to Shoot a Free Throw and How to Swing a Golf 
Club. 
• When a procedure is obvious, don’t write a Set of Instructions for it. For example, if you are 
writing about filling out a form on the WWW, you probably will not have to write steps for “Fill 
in your name” and “Fill in your street address” and “Fill in your town or city” and “Fill in your 
zip code” and “Fill in your home area code” and “Fill in your home telephone number,” etc. 
Instead, you may simply write, “Fill in your personal information,” then move on. Of course, if 
the entire procedure is obvious, even to someone who has never done the procedure before, you 
should choose a different topic. 
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Sample Acceptable Instructions Topics 
 

Note: Do not plagiarize this assignment. Chose a procedure that you already know how to 
do well. 
 
•  Instructions on a technical topic.  
Ex: How to Make Gunpowder. How to Install a MOD Chip in Your Game Station. How to Add 
Memory to Your PC. How to Take an X-ray. How to Perform a Neutralization Titration. 
 
•  Instructions related to your career/major.  
Ex: How to Create a Flats Library. (Fashion merchandisers use Flats Libraries.) How to Take 
Blood Pressure. How to Care for a Sprained Ankle. How to Perform Exercises That Help People 
with Arthritis. How to Clean and Maintain a Flute. How to Find a Terrapin Turtle Nesting Site. 
How to Calculate a Mean Length of Utterance (MLU). How to Hang and Circuit a Theatrical 
Ellipsoidal Reflector Spotlight. How to Assess a Stroke Patient. (The stroke patient Set of 
Instructions was written by a student majoring in speech-language pathology.) How to Perform a 
Column Chromatography. How to Classify Soils. How to Repair a Pitching Surface. How to Test 
Your Blood Glucose Level. How to Perform a Skinfold Caliper Test. How to Perform 
Calculations Involving the Time Value of Money. How to Expose Latent Fingerprints. How to 
Create a HDR Panorama. 
 
•  Instructions on how to use a computer.  
(For computer Instructions, you should know how to create screen shots. Also, you should write 
for a particular version of a program; e.g. Solid Edge 19.)  
Ex: How to Create, Modify And Paste Screen Shots. How to Send Virtual Flowers. (Computer 
program tutorials work well for this assignment; for example, a student can write a tutorial that 
teaches engineering students how to use a particular CAD program to draw a bolt or other simple 
item.) How to Perform a Linear Regression Using Excel 2004 for Mac. How to Buy Sports 
Tickets Online. How to Make a Floor Plan in AutoCAD 2006. How to Perform a Structural 
Analysis Using MathCAD 14. 
 
•  Instructions that can be used at work.  
Ex: How to Close (or Open) the Store. How to Clean the Kitchen Area. How to Wait on 
Customers. How to Write a Parking Ticket. How to Operate the Super Shot 200D. (The Super 
Shot 200D is used to repair cracks on roads.)  
 
• Instructions related to car or truck or motorcycle maintenance. 
Ex: How to Change the Oil. How to Fix a Flat Tire. How to Rotate Tires. How to Check Car 
Fluids. How to Perform a Safety Inspection of Your Motorcycle. 
 
•  Instructions on home improvement projects.  
Ex: How to Finish a Kitchen Cabinet. How to Paint a Room. How to Re-Pot House Plants. How 
to Line a Chest with Cedar. How to Patch a Drywall Hole. 
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•  Instructions for exercise equipment or for warming up and stretching.  
Ex: How to Use an Ergometer. How to Use the Ping Center Climbing Wall. How to Lift 
Weights. How to Stretch Properly. How to Warm Up and Cool Down Properly. How to Perform 
a Vertical Jump Test. How to Properly Perform the Pilates Series of Five. 
 
•  Instructions that can be used in the library.  
Ex: How to Use OhioLINK.  
 
•  Instructions, including fundraising instructions, that can be used in a fraternity, 
sorority, club sport, or other campus organization.  
Ex: How to Reserve a Date to Hold a Fundraiser at the Ohio University Front Gate. How to Hold 
the Annual “Have-a-Heart” Valentine’s Day Bake Sale. A Team Captain’s Guide to Participating 
in OU Relay for Life. 
 
•  Instructions that can be used at home.  
Ex: How to Diaper a Young Child. How to Give a Baby a Bath. How to Baby-Proof a Home. 
How to Clean a Bathroom. 
 
•  Instructions on personal hygiene.  
Ex: How to Give Yourself a Manicure. How to Trim Hair. How to Apply Makeup. How to 
Decorate Your Body Using Henna. 
 
•  Instructions on an arts and crafts or other project.  
Ex: How to Make a Scrunchi. How to Build a Campfire. How to Make Paper. How to Make a 
Scrapbook. How to Prepare a Market Steer for the Show Ring. How to Make a Denim Bookbag 
Out of an Old Pair of Jeans. How to Wrap a Present. How to Make a Denim Skirt Out of an Old 
Pair of Jeans. How to Make a Throw Pillow. 
 
• Instructions related to education. 
Ex: How to Make a Storyboard. How to Make a Bulletin Board. How to Make Classroom 
Materials Such as Play Dough, Clay, Finger Paints, Ink, and Paste. How to Make a Homemade 
Flashlight (a science project for elementary schoolkids). How to Create and Laminate Visual 
Aids in the McCracken Hall Media Center. How to Create a Hyperstudio Program for Children. 
How to Make a Valentine’s Day Box. 
 
•  Instructions on an environmental project.  
Ex: How to Prevent Erosion on a River Bank. How to Trim Trees. How to Create and Maintain a 
Compost Pile. How to Plant a Tree. How to Create an Organic Garden. 
 
•  Instructions related to other cultures.  
Ex: How to Perform the Japanese Tea Ceremony. 
 
•  Fun Instructions (often these are related to your major, your future career, or your 
work).  
Ex: How to Make a Cruella de Vil Halloween Costume. (This is a good topic for someone 
majoring in fashion design.) How to Carve a Jack-o’-Lantern. How to Make a Potato Gun. How 
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to Build a Couch-Cushion Fort. How to Wash a Dog. How to Clean a Civil War Musket. How to 
Prepare for a Romantic Date at Home. How to Train Your Dog. How to Throw Pottery. How to 
Write in Code. How to Set up the Starting Blocks and Run a Sprint Successfully. How to Change 
a Bicycle Tire. How to Make a Tank Top. How to Make a Pinata. How to Tie-Dye. How to Fish.  
 
Notes About Instructions 
 

•  Choose a topic for which you can create original visual aids. If you choose a topic for 
which you plan to surf the WWW to get your visual aids, your topic is NOT suitable for this 
assignment. For example, don’t write about How to Replace a Toilet unless your toilet needs to 
be replaced and you can take photographs during the procedure. 

 
•  Make sure that the introduction and the steps are written for the same audience. If you are 

writing a set of instructions for older students to perform, make sure that the introduction (and 
not just the steps) are written with the students as the audience. (You may add a “Note to 
Teachers” section to a Set of Instructions written for students if you wish.) Of course, if you are 
writing about an arts and craft project that very young, non-reading students will do, your Set of 
Instructions will be written for the teacher and will tell the teacher what to do to use the arts and 
craft project in the classroom. 

 
•  When you write a Set of Instructions, you are writing about a procedure that has actions 

that must be performed in a specific order. If you find that you are writing “steps” that have no 
action, then you are writing notes, not steps. If you find that the “steps” you are writing can be 
done in any order or may not have to be done at all, then you are writing guidelines, not steps. 
Write your Instructions on a procedure that has at least 24 actions that must be followed 
sequentially (do one step, then do another) in a certain order.  

 
•  Do not write about a procedure in which lots of people do actions all at the same time. For 

example, do not write about how to perform a play in football. 
 
•  Note that your Instructions may contain a few hints or guidelines in addition to the 24 or 

more steps. For example, the introduction may contain a few hints or guidelines before step 1. 
The hints or guidelines may appear in a bulleted list as part of the introduction. Don’t use 
numbers because hints or guidelines need not be followed in a particular order. 

 
•  A procedure such as “How to Clean the Kitchen at the Pub” will make a good Set of 

Instructions. Perhaps it really doesn’t matter if the trash is taken out after the floor is mopped (on 
the other hand, if the trash bag breaks, the reader may have to mop twice), but put the actions in 
a specific order that you know from experience is efficient, and tell the reader that if he or she 
performs the steps in order then the procedure will be completed efficiently. 
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Brainstorming Acceptable Instructions Topics 
 

Note: Do not plagiarize this assignment. Chose a procedure that you already know how to do well. 
Note: Take notes on topics that you know well and can write about. Remember that we are not 
writing guidelines; instead, we are telling the reader exactly what to do every step of the way. Also 
remember that you will need to create at least one original visual aid for this project. 
 
•  Instructions on a technical topic.  
Ex: How to Make Gunpowder. How to Install a MOD Chip in Your Game Station.  
 
__________________________________________________________________ 
 
__________________________________________________________________ 
 
•  Instructions related to your career/major.  
Ex: How to Perform Exercises That Help People with Arthritis. How to Clean and Maintain a Flute.  
 
__________________________________________________________________ 
 
__________________________________________________________________ 
 
•  Instructions on how to use a computer.  
Note: For computer Instructions, you should know how to create screen shots. Also, you should write for 
a particular version of a program; e.g. Solid Edge 19.)  
Note: Computer program tutorials work well for this assignment; for example, a student can write a 
tutorial that teaches engineering students how to use a particular CAD program to draw a bolt or other 
simple item. 
Ex: How to Create, Modify And Paste Screen Shots. How to Send Virtual Flowers.  
 
__________________________________________________________________ 
 
•  Instructions that can be used at work.  
Ex: How to Close (or Open) the Store. How to Clean the Kitchen Area. How to Wait on Customers.  
 
__________________________________________________________________ 
 
• Instructions related to car or truck or motorcycle maintenance. 
Ex: How to Change the Oil. How to Perform a Safety Inspection of Your Motorcycle. 
 
__________________________________________________________________ 
 
•  Instructions on home improvement projects.  
Ex: How to Finish a Kitchen Cabinet. How to Line a Chest with Cedar. How to Patch a Drywall Hole. 
 
__________________________________________________________________ 
 
•  Instructions for exercise equipment or for warming up and stretching.  
Ex: How to Stretch Properly. How to Properly Perform the Pilates Series of Five. 
 
__________________________________________________________________ 
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•  Instructions that can be used in the library.  
Ex: How to Use OhioLINK.  
 
__________________________________________________________________ 
 
•  Instructions, including fundraising instructions, that can be used in a fraternity, sorority, club 
sport, or other campus organization.  
Ex: How to Reserve a Date to Hold a Fundraiser at the Ohio University Front Gate. How to Hold the 
Annual “Have-a-Heart” Valentine’s Day Bake Sale. A Team Captain’s Guide to Participating in OU 
Relay for Life. 
 
__________________________________________________________________ 
 
•  Instructions that can be used at home.  
Ex: How to Diaper a Young Child. How to Give a Baby a Bath. How to Clean a Bathroom. 
 
__________________________________________________________________ 
 
 
•  Instructions on personal hygiene.  
Ex: How to Give Yourself a Manicure. How to Trim Hair. How to Apply Makeup.  
 
__________________________________________________________________ 
 
 
•  Instructions on an arts and crafts or other project.  
Ex: How to Make a Scrunchi. How to Make a Denim Skirt Out of an Old Pair of Jeans.  
 
__________________________________________________________________ 
 
• Instructions related to education. 
Ex: How to Create a Hyperstudio Program for Children. How to Make a Valentine’s Day Box. 
 
__________________________________________________________________ 
 
•  Instructions on an environmental project.  
Ex: How to Create and Maintain a Compost Pile. How to Create an Organic Garden.  
 
__________________________________________________________________ 
 
•  Instructions related to other cultures.  
Ex: How to Perform the Japanese Tea Ceremony.  
 
__________________________________________________________________ 
 
•  Fun Instructions (often these are related to your major, your future career, or your work).  
Ex: How to Carve a Jack-o’-Lantern. How to Make a Potato Gun.  
 
__________________________________________________________________ 
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Advice for Visual Aids for Your Instructions 
 
•  You must create your own visual aids for your Set of Instructions. You can’t use visual aids 

you cut or copy out of a book or magazine or other source. 
 
•  If you plan to use photographs, it’s a good idea to write the steps for your Instructions first, 

then figure out where you need photographs. If you take the photographs first, then write the 
steps, you may discover that you need to take more photographs. 

 
•  Remember that your Instructions consist of both the written steps and the visual aids. If you 

test a draft without visual aids, you are testing only part of your Instructions and you may 
receive a lower grade.  

 
•  Get rid of distracting details. If you are writing about giving yourself a manicure, have the 

model in the photographs take off her rings before you take the photographs. 
 
•  To cover up a distracting background, you may need to have a few friends hold up an ironed 

sheet in back of what you are photographing. (The sheet should be ironed to avoid distracting 
wrinkles.) 

 
•  To get labels in your photograph of Materials and Equipment, you may use a program such 

as Photoshop. Or you may print the labels, place them on or by each material or piece of 
equipment, then take the photograph. 

 
•  Check the color of the arrows in your visual aids. Sometimes, the arrows are hard to see if 

they are a dark color against a dark background. They will sometimes be much more visible 
if you make them yellow. 

 
•  Keep on the same page the List of Materials and the visual aid showing the materials. 
 
•  Take your photographs early. You need time to take additional photographs if they turn out 

blurry.  
 
•  Be aware that in some cases it may take time to get permission to take the photographs—for 

example, when the photographs need to be taken inside a restaurant or store. 
 
•  To save money, you may want to print early drafts in black and white. The final draft should 

be printed in color. 
 
•  If you need to crop (trim) the edges of any photographs, do so using a paper cutter so that the 

photograph has straight edges. Of course, you may also do this using a graphics program 
such as Adobe Photoshop. 

 
• If you are scanning photographs and placing them in your Instructions, be careful not to 

squash the photographs. Make sure that the people and items in the photographs look normal, 
not squashed. 
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How Do I Test a Set of Instructions? 
 
Assignment 
 
Your assignment is to test your Instructions. Use either performance tests or understandability 
tests (see below). If you use performance tests, plan on having two or more testers. If you use 
understandability tests, plan on having four or more testers. The day your Set of Instructions is 
due, you will hand in a completed copy of either a Form for a Performance Test of a Set of 
Instructions or a completed copy of an Understandability Test. A copy of the Form for a 
Performance Test of a Set of Instructions and an example of an Understandability Test appear at 
the end of today’s reading. Make a copy of the Form for a Performance Test of a Set of 
Instructions and fill it out for one tester or create your own Understandability Test and fill it out 
for one tester, then hand it in with your Set of Instructions when the Set of Instructions is due. 
You may copy the Form for a Performance Test of a Set of Instructions; you don’t need to retype 
it. 
 
Understandability Test 
 
If a performance is test impossible or the Set of Instructions is about a dangerous procedure, use 
an Understandability Test. An Understandability Test uses True-False, Multiple Choice, and 
Short Answer Questions to see if the Set of Information can be understood by the target 
audience. 
 
Performance Test 
 
In a performance test, you give your Set of Instructions to a person who does not already know 
how to perform the procedure and you watch as the person performs the procedure. 
 
The following guidelines are based on the guidelines in Paul Anderson’s textbook titled 
Technical Communication: 
 
1. Pick testers from your target audience, if possible. 
 
The main point is to choose testers who don’t already know how to do the procedure. If they 
already know how to do the procedure, they don’t need to read your Instructions. 
 
Q: What is a target audience?  
A: The target audience consists of the people for whom you are writing the communication. 
 
Q: What are testers?  
A: The testers are the people who will read your Instructions as part of a test to determine 
whether your Instructions are clearly written. 
 



 

 

12 

Q: Why wouldn’t you use an expert as a tester for your performance test?  
A: An expert already knows how to do the procedure, so the expert will be able to do the 
procedure even if your Instructions are badly written. For your testers, choose someone who does 
not know how to perform the procedure for which you have written the Instructions. 
 
An expert will not make a good tester for your performance test, but an expert will make an 
excellent reviewer for your Instructions.  
 
If the target audience for your Set of Instructions on how to use e-mail is people who have never 
used e-mail before, your testers should be people who have never used e-mail before. 
 
If the target audience for your Set of Instructions on how to make a scrunchi is 10- to 16-year-old 
girls, your testers should be 10- to 16-year-old girls. However, if you don’t know any 10- to 16-
year-old girls in Athens, you may have to use first-year Ohio University female students who 
have not made scrunchis in years. Do your best to choose testers who are as close to your target 
audience as possible. 
 
2. Use more than one tester. 
 
If you use just one tester, that tester may not be a true representative of target audience. He or 
she may be much smarter (or much dumber) than the typical member of your target audience. 
 
If you use a performance test, have at least two testers. If you use an understandability test, have 
at least four testers. 
 
3. Inform your testers of any possible dangers of the testing process. 
 
This is an ethical guideline. Testers should know of any possible dangers during the testing 
process. That way, they can make an informed decision to either participate in the testing process 
or not participate in the testing process. Of course, many tests involve no danger at all. If that is 
the case with your test, you should tell the testers that (unless it is obvious). On the other hand, 
some tests do involve danger. If that is the case with your test, you should tell the testers that. 
 
Q: What should you do if you are writing a Set of Instructions on a dangerous procedure such as 
rappelling or cleaning a gun or skydiving?  
A: Use an understandability test, not a performance test. 
 
4. Keep your test users safe. 
 
If your test users are not wearing safety goggles when they should be wearing safety goggles, tell 
them to out on their safety goggles. When you revise your Set of Instructions, make “Put on 
safety goggles” a step and add a note or warning about why wearing safety goggles is important. 
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5. Make the location of your test a place where your target audience would actually use the 
Set of Instructions. 
 
If you are using a performance test, the best location for your test is a place where the target 
audience would use your instructions. 
 
If your Set of Instructions is on how to change a flat tire, a good location for a performance test 
of your Instructions would be a parking lot or by the side of a street or road. (Make sure that it is 
a safe location.) 
 
If your Set of Instructions is on how to stretch properly in an apartment or house, a good location 
for a performance test of your Instructions would be an apartment or house. 
 
6. Carefully watch your testers during the test. 
 
Sit or stand beside your testers during the test—but be unobtrusive. 
 
Ask your testers to use your draft the same ways your target audience will. Your target audience 
will read each step, then perform it, and so should your testers. 
 
Q: What can you learn from watching your testers?  
A: You can notice where they make mistakes and where they look puzzled. After the testers 
finish the procedure, you can ask why they looked puzzled during step so-and-so. 
 
Ask your readers to perform reading-aloud protocols. 
 
Q: What can you learn from listening to your testers’ comments?  
A: You can ask the testers to make comments as they perform the Instructions.  
  
7. Don’t explain the steps to the testers. 
 
Q: What should you do if the testers ask you questions?  
A: Tell the testers to read the Instructions, not ask you questions. If you tell the testers how to do 
everything, you are no longer testing your Instructions. 
 
Almost the only time that you will tell the testers what to do is when they are completely stuck 
and cannot proceed further. In that case, you would tell them what to do so that you can test the 
rest of the steps. Of course, you will have to revise the step that the testers got stuck on, and you 
should test the revised step to be sure that the revision is successful. In addition, if the testers are 
about to be injured or to cause expensive damage, you will warn them. 
 
I repeat: If you tell the testers what to do, you are not testing your Instructions. If your testers ask 
you a question, tell them to read the step carefully and do what it tells them to do. 
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8. Ask your testers questions after they’ve used your draft. 
 
Q: If you have stressed in your introduction the benefits of performing the procedure you 
describe in your Instructions, how can you learn whether the tester understands those benefits?  
A: You can ask the reader this question: “What are the benefits of knowing how to do this 
procedure?” 
 
Q: In your Set of Instructions, how do you plan to use the introduction to affect your target 
audience’s attitudes?  
A: One thing you will do in your introduction is to motivate the testers to read and use your 
Instructions instead of trying to figure out how to do things on their own. (You may also want to 
convince the readers of the importance of obeying safety precautions.) 
 
Here are some typical questions you can ask after your test: 
 
 • What do you think of my Instructions? 
 • Where did you have difficulty? 
 • How can I improve my Instructions? 
 • What are the benefits of knowing how to do the procedure? 
 • What do you think of my visual aids? 
 • How can I improve my visual aids? 
 
9. Take notes during the test and during the interview. 
 
You may use a form for this purpose. Be sure to record problems, their causes, and their 
solutions.  
 
For example: 
 
 Problem Cause(s) of Problem Solution(s) of Problem 
 
1. After completing a  Step numbers aren’t 1.  Put step numbers in 
 step, tester hunted emphasized enough.  their own column. 
 for the next step. 
   2. Put white space  
    between steps. 
 
2. Tester couldn’t do  Tester didn’t understand Define “box stalls.” 
 step 10. what the phrase “box stalls”  
  meant. 
 
3. Tester couldn’t do  Tester didn’t know where the Label the switch on  
 step 11. switch is located. on the visual aid. 
 
You should also record the answers your testers give to your questions. 
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For example: 
 

Q: How can I improve my Instructions? 
A: Tester recommended that I add a glossary defining unfamiliar terms. 
 

10. Test early and often, when appropriate. 
 
You can test more than one draft. Some writers test a draft in the afternoon, revise it during the 
evening, test the new draft the next afternoon, revise it during the next evening, and so on. 
 
Q: Suppose you will have two tests of a Set of Instructions the same day—what precautions 
should you take?  
A: Be sure that the second tester doesn’t learn how to do the procedure by watching the first test. 
During the first test, have the second tester wait in another room. 
 
11. Revise your communication in light of what you have learned from your tests. 
 
From your tests, you should learn a few things to do to improve your communication.  
 
 
On the following pages are a sample Understandability Test and a Form for a Performance Test. 
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Understandability Test for a Set of Instructions About Animal Experimentation in the 
Edison Biotechnology Laboratory 

 
Name of Instructions Writer: ______________ Test Location: _________________________ 
Name of Test Reader: ____________________ Test Date/Time: _______________________ 
Topic of Instructions ____________________________ 
 
T F No special clothing is required to work with mice. 
 
T F One should bring ice into the mouse colony before beginning. 
 
T F Four weeks is the proper age for a mouse to be weaned. 
 
T F It is not necessary to separate pups by sex. 
 
T F Grasping by the tail is the proper method of picking up a mouse. 
 
T F The difference between sexes is characterized by the spacing of genital openings. 
 
T F A male has much closer genital openings than a female. 
 
T F It is not necessary to tare the scale before use. 
 
T F One should record the weight in the mouse records and the identification card. 
 
Briefly describe how you would grasp a mouse for ear notching. 
 
 
On the pictures provided, draw how you would label the following mice, 5, 42, 179, 2961. 

 
 
T F You can cut the entire tail off when obtaining the sample. 
 
T F If the mouse bleeds, you did something drastically wrong. Get help immediately. 
 
T F You can randomly put the tail sample in any tube. 
 
T F Never put any food directly with the mice. It promotes laziness. (Continued) 
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Understandability Test, Page 2 
 
Questions and Answers 
 
• What do you think of my Instructions? 
  
 
 
 
 
• Where did you have difficulty? 
  
 
 
 
 
• How can I improve my Instructions? 
  
 
 
 
 
• What are the benefits of knowing how to do the procedure? 
  
 
 
 
 
• What do you think of my visual aids?  
 
 
 
 
 
• How can I improve my visual aids? 
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Form for a Performance Test of a Set of Instructions 
 
Test Information 
Name of Instructions Writer: ______________________________________ 
Name of Test User: ______________________________________________ 
Test Location: __________________________________________________ 
Test Date/Time: _________________________________________________ 
Topic of Instructions: _____________________________________________ 
 
Problems Discovered—Record Each Problem, Its Cause(s), and Its Solution(s) 
Note: If more room is needed, write on back. 
 
 Problem Cause(s) of Problem Solution(s) of Problem 
 
1. 
 
 
 
2. 
 
 
 
3. 
 
 
 
Questions and Answers 
 
• What do you think of my Instructions? 
  
 
• Where did you have difficulty? 
  
 
• How can I improve my Instructions? 
  
 
• What are the benefits of knowing how to do the procedure? 
  
 
• What do you think of my visual aids? 
 
 
• How can I improve my visual aids? 
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A Few Questions and Answers 
 
1) How many tests do you need of your Instructions?  

 
Two or more are preferred for a performance test; four or more are preferred for an 
understandability test. Of course, if you wish and it is relevant, you can have both performance 
tests and understandability tests of your Instructions. 
 
2) Do you need visual aids in the test draft of the Instructions?  

 
Yes. Remember that your Instructions consist of both the written steps and the visual aids. If you 
test a draft without visual aids, you are testing only part of your Instructions. 
 
3) Should you take your photographs during the test?  

 
No. Concentrate on the test, not on taking photographs. 
 
4) How good a draft of your Set of Instructions do you need for testing purposes?  

 
Make it a good draft. If it has obvious errors, the tester will point out the obvious errors—errors 
that you would have discovered on your own. Use tests to discover errors that you would not 
have found on your own. 
 
5) What should you do if you are writing a Set of Instructions on a dangerous procedure such as 
rappelling or cleaning a gun or skydiving?  

 
Use an understandability test, not a performance test. 
 
Explain How You Would Test Each of the Following Communications: 
 
1)  Instructions on how to be a server at a local restaurant. 
 
2)  Instructions on how to diaper a baby. (Assume that you do not have a baby for the test.) 
 
3)  Instructions on how to build a campfire. 
 
4)  Instructions on how to prepare a store for opening. 
 
5)  Instructions on how to skydive. 
 
6) Instructions on how to fill out a parking ticket. 
 
7)  Instructions on how to mount and laminate a visual aid to be used in a class. 
 
8)  Instructions on how to use an audiometer. 
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9) Instructions on how to take blood pressure. 
 
10)  Instructions on how to trim hair. 
 
11)  Instructions on how to make a pizza at a fast-food pizzeria. 
 
12)  Instructions on how to fill out a form used at work. 
 
13)  A tutorial on how to use Excel to create a graph. 
 
14)  Instructions on how to hunt deer. 
 
15)  Instructions on how to perform a biology experiment. 
 
16) Instructions on how to lift weights. 
 
17)  Instructions on how to connect a TV and VCR to a stereo system. 
 
18)  Instructions on how to make a potato gun. 
 
19)  Instructions on how to make candles. 
 
20)  Instructions on how to perform a chemistry experiment. 
 
21)  Instructions on how to clean a firearm. 
 
22)  Instructions on how to take an order for a wedding cake. 
 
23)  Instructions on how to create a Mii character on a Nintendo Wii game system. 
 
24)  Instructions on how to wrap a present. 
 
Exercise: How will you test your Set of Instructions? 
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Set of Instructions Peer Review 

Teacher’s Expectations for the Peer Review 

Your teacher expects you to do these things: 

• Bring a complete, carefully proofread draft to the peer review. Better, bring two copies. At this 
time, it should be a complete draft with all visual aids and all steps. Remember that you must 
have at least one original (meaning that you have created it) visual aid in your Set of Instructions. 

• Actively read the other person’s draft and seriously look for errors that the writer can correct. 

• Tell the writer something that he or she has done well. 

• Seriously give good advice to the writer about what the writer can do to improve his or her 
paper. 

• Listen carefully to the other person’s comments about your paper. Don’t be defensive, even if 
you disagree with some of the other person’s comments. 

• Try to get at least two peer reviews. 

• If you have time after getting the peer reviews, look over and evaluate your paper. 

• Don’t ask the teacher, “Can we leave now?” 

Proofreading Tips 
 
Occasionally, students type “the the” when they mean to type “the.” One way to check this is to 
use the FIND command of your word processing program. A word processing program will 
often have an EDIT menu. In the EDIT menu, you will often find a FIND command. You can 
type in “the the,” and your word processing program will find every “the the” you have typed in 
a document. You can also do this for other repeated words: “or or,” “an an,” etc.  
 
Be sure to use the Checklists in this document. They identify common errors that you should 
avoid making. 
 

What Do I Have to Do for the Peer Review? 
 
What is a Peer Review? 
In a peer review, you exchange drafts of your communication with other members of the course. 
They evaluate your writing, you evaluate their writing, then both of you talk about each other’s 
writing, telling what the other person has done right and how the other person can improve his or 
her communication. 
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Bring a Good Draft—Not a Zero Draft—to the Review 
A zero draft is a seriously incomplete draft. For example, a student may arrive at a peer review 
with only the first 12 steps of a Set of Instructions. Zero drafts receive zero credit. Bring full 
drafts to the peer reviews. In some (perhaps all) cases, I may cancel the conference of a student 
who brings a zero draft to a peer review. I don’t want my time wasted, and I don’t want the time 
of the peer reviewers wasted. 
 
What Do You Need to Bring to the Peer Review? 
• Two typed copies of the second (or third) draft of your Instructions. 
• A full draft, with visual aids, beginning, middle, and end, not a partial draft. 
• An alert mind. 
 
Review Your Previously Graded Papers 
Are you making the same mistakes over and over? If so, sit down and study and learn not to 
make those mistakes. Study any handouts I have given you about common errors in grammar and 
punctuation. Try not to make the mistakes you have made previously. It’s up to you to learn this; 
the teacher can’t learn it for you. Many students do not make many errors in punctuation and 
grammar; unfortunately, they make the same mistakes over and over. 
 
Use the Hints and Reminders 
• Use the “Hints and Reminders” in the material for the previous class. 
 
What Should I Check for in Particular? 
• If the Instructions has a List of Materials or a List of Materials and Equipment, double-check 
the list. Each time an item is listed in the steps, check to make sure that it is listed in the list. For 
example, often a step will say to place newspaper on a table to make cleanup easier later, but the 
List of Materials will not include the item “newspaper.” (If the writer did not put a newspaper in 
her photograph showing materials, he or she can add this to the List of Materials: “Newspaper 
(not shown).” 
• Make sure that the same word or phrase is used to refer to the same thing. For example, the 
phrase “tire gauge” should not suddenly become “pressure gauge.” 
• Make sure that if you write “Repeat step(s) so-and-so” that you have the correct step number 
listed. Better: Why not cut and paste the step(s) (once the wording is correct) so that you don’t 
make the reader look at a previous step(s)? 
 
Avoid Wordiness 
 
Bad: Look at the left-hand side of the page. 
 
Good: Look at the left side of the page. 
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How Do I Avoid Dangling Modifiers in My Set of Instructions? 
 
Definition 
 
“A dangling modifier fails to refer logically to any word in the sentence.”—Diana Hacker, A 
Pocket Style Manual  
 
Example 
 
The following sentence says that the readers will be writing the Instructions: 
 

Dangling Modifier: By writing my Instructions, the readers will understand the 
importance of following safety procedures in the laboratory.  
 
Note: The phrase “By writing my Instructions “ modifies what follows it; in this case, it 
modifies “the readers,” which is incorrect. 

 
How to Get Rid of the Dangling Modifier 
 
To get rid of the dangling modifier, the writer needs to identify who is writing the Instructions. 
 

Correct: By writing my Instructions, I will help the readers to understand the importance 
of following safety procedures in the laboratory. 
 
Note: The phrase “By writing my Instructions” modifies what follows it; in this case, it 
modifies “I,” which is correct. 
 

Another Example 
 
Dangling modifiers are dependent structures that are related to the wrong word in a sentence.  
 
For example, in the following sentence, the writer is saying that he or she is “a Fortune 200 
company and the world’s largest producer of automotive and industrial coatings.” 
 

Being a Fortune 200 company and the world’s largest producer of automotive and 
industrial coatings, I would assume challenging assignments to provide exposure to 
various career options. 

 
To get rid of the dangling modifier, the writer needs to accurately identify the “Fortune 200 
company and the world’s largest producer of automotive and industrial coatings.” 
 

A Fortune 200 company and the world’s largest producer of automotive and industrial 
coatings, PPG Industries allows interns to assume challenging assignments to provide 
exposure to various career options. 
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How Do I Recognize and Correct Comma Splices? 
 
Definition 
 
A comma splice consists of two independent clauses that are connected with a comma only. 
 
 Ex: Sally went to the movies, Bill went to the dance. 
 
Note: An “independent clause” is a clause that can be correctly punctuated as a complete 
sentence. 
 
How to Correct a Comma Splice 
 
You may correct a sentence with a comma splice in several ways: 
 

1. Make two sentences out of it. 
 
Sally went to the movies. Bill went to the dance. 
 
2. Join the sentences together with a comma and a connecting word such as and, or, 
but, nor, or yet. 
 
Sally went to the movies, but Bill went to the dance. 
 
3. If the sentences are closely related, you may join them with a semicolon. 
 
Sally went to the movies; Bill went to the dance. 
 
4. If the sentences are closely related, you may join them with a semicolon, a 
transition word such as however or moreover, and a comma. 
 
Sally went to the movies; however, Bill went to the dance. 
 
5. Make one of the independent clauses a subordinate clause. 
 
Although Sally went to the movies, Bill went to the dance. 
 
6. If relevant, use a dash. 
 

 Sally went to the movies—Bill went to the dance. 
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Things to Check for in Your Instructions 
 
Instructions About Exercise 
 
If you are writing about exercise, you should have a note in your Instructions telling the readers 
to get a physical checkup from their physician before beginning this or any other exercise 
program. This warning can help keep you from being sued. 
 
Computers 
 
•  If you writing for IBM or compatibles only, say so. 
•  If Windows is required, say so. 
•  If your Instructions are for both IBM and Macintosh, say so. 
•  If your Instructions require a certain version of a program (e.g., Microsoft Word 2008 for 

Mac), say so. 
 
Page Numbers 
 
In general, you should use page numbers. Often, the readers find them helpful (for example, see 
Figure 3 on page 4). I prefer that page numbers appear at the bottom center or top right of the 
page. 
 
Exclamation Points 
 
Just one exclamation point is enough. 
 Wrong:  Just one exclamation point is enough!!!!! 
 Right:  Just one exclamation point is enough! 
 
Content 
 
Remember that your Instructions must be complete in order to be useful to the reader. If you are 
writing Instructions for a first-time user of e-mail, then you must include Instructions for both 
reading and sending e-mail. If your Instructions cover only how to send e-mail, they won’t be as 
useful as they should be to the reader. Also, remember to write about procedures in an order that 
is useful to the reader. If you are writing Instructions for a first-time user of e-mail, don’t start 
your Instructions by telling the reader how to respond to e-mail (a first-time user won’t have any 
e-mail messages to respond to). It’s best to write first about composing an e-mail message and 
sending it, then to write about reading an e-mail message, and then to write about responding to 
an e-mail message. This is logical because the first-time user would most likely first compose 
and send an e-mail message, then read the e-mail message that is sent in reply, and finally 
respond to that e-mail message. 
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Parallelism in Steps 
 
Often, parallelism is important in Instructions. For example, steps can be written in a parallel 
manner if they involve the same action. Note: The ellipsis (…) indicates steps that are not printed 
below. 
 
 Wrong: 5. Place the dishes in the dishwasher. … 
  10. Insert the silverware into the dishwasher. … 
  13. In the dishwasher, rest the pots and pans.  
 
 Right: 5. Place the dishes in the dishwasher. … 
  10. Place the silverware in the dishwasher. … 
  13. Place the pots and pans in the dishwasher. 
 
Use of the Word “Manual” 
 
If you are writing a Set of Instructions that is long enough to be bound at Grade A Notes or at 
Kinko’s, then you may say that you are writing an instruction manual; however, if your Set of 
Instructions is only a few pages long, don’t call it a “manual.” 
 
Periods 
 
After each step, use a period. The steps are complete sentences. For example, this step is a 
complete sentence: “Press <Enter>.” The subject (“You”) is understood. 
 
Word Choice 
 
Use the same words to refer to the same thing. If you write “tire gauge” in your List of Materials, 
don’t write “pressure gauge” in your Instructions.  
 
Writing Numbered Steps 
 
When writing numbered steps, don’t use the word “then” or “now” or “next” at the beginning of 
a step. The number will tell the reader that this is the next step to do. 
 
 Wrong:  5. Then press Enter. 
 Right:  5. Press Enter. 
 
 Wrong:  5. Next press Enter. 
 Right:  5. Press Enter. 
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Keep the Visual Aid and the Step It Goes With on the Same Page 
 
Keep the visual aid and the step it goes with on the same page. If you are unable to do this, tell 
the reader where the visual aid is located. For example: 
 

Note: See Figure 3 on page 4. 
 
Use Imperative Verbs in Your Steps 
 
Bad: 
 

1. You must have a program called Kaza. If you don’t have Kaza, you must look up 
<www.Kaza.com>, and download it. 

 
Good: 
 

1. Determine whether you have the program called Kaza on your hard drive. 
 
• If you do have Kaza, go on to the next step. 
• If you don’t have Kaza, go to <www.Kaza.com> and follow the Instructions for 
downloading the program. 
 

Page Layout 
 
•  If you use a 2-column page layout that has text in one column and visual aids in the other 
 column, be aware that you need to use both columns on the final page of your Instructions. 
 (Your Instructions will look odd if you use only one column on the last page.) 
•  Do not center your steps. Centering staggers your step numbers and makes it more difficult for 
 the readers to quickly find the step number they want. 
•  Have a 1-inch top margin on each page (except perhaps the first page). 
•  The size of your bottom margin may vary. 
 
Visual Aids 
 
•  Remember that you aren’t allowed to simply copy something from a magazine or book. You 
 must create your own original visual aids. The Instructions you write must consist of both text 
 and visual aids. 
•  In some cases, I may allow a student to use a visual aid downloaded from the WWW,
 provided 1) the student gets permission from me to do this ahead of time, 2) the student
 gives credit to the source, and 3) the student also creates at least one original visual aid. I
 will allow downloads that show a piece of equipment (e.g., a computer or a camera), but I will
 not allow downloads that show how to perform the steps—you need to create those visual
 aids. 
•  If your Instructions are about creating a product, then one visual aid should show the finished 
 product. For example, if you are writing about making a tank top, your final (or first)
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 photograph could be a photograph of you wearing the tank top that you created while taking
 your photographs for the Instructions. 
•  Even if you are drawing your visual aids by hand, you can use your computer or word
 processor to type “Figure 1” and “Figure 2” and any labels you need. The computer-printed
 words usually look better than your handwriting (unless you are an expert calligrapher). 
•  If you write “See Figure 1” in your text, the label “Figure 1” must appear by the visual aid. 
•  If you need to trim photographs manually, use a paper cutter so that you can trim the edges in 

a straight line. Paper cutters are available at Grade A Notes and at Kinko’s. 
•  If you scan or paste your photographs into your document, you don’t need to use card-stock 
 paper (a heavy paper that is available at Grade A Notes and at Kinko’s). However, if you use a 
 glue stick to glue the actual photographs into your document, then you need to use card-stock 
 paper. 
•  Don’t use a really wet glue such as Elmer’s because it will warp the paper. Use a glue stick 
 instead. 
•  Be aware that the step usually appears first, then the visual aid appears under (or beside) the
 step. 
 
Comma Splices 
 
Avoid comma splices. If two independent clauses are closely related, join them with a 
semicolon. Otherwise, you may wish to make two sentences or use a conjunction such as “and” 
or a dash to join the sentences. 
 

Comma Splice: Dry the rest of your materials as thoroughly as possible, the sponges 
need to air dry before they can be stored. 
 
Correctly Revised: Dry the rest of your materials as thoroughly as possible; the sponges 
need to air dry before they can be stored. 

 
Comma Splice: If all areas are evenly covered, place the paint roller into a plastic bag so 
it does not dry out, not allowing the paint to dry makes the paint easier to remove later. 
 
Correctly Revised: If all areas are evenly covered, place the paint roller into a plastic 
bag so it does not dry out. Not allowing the paint to dry makes the paint easier to remove 
later. 
 
Comma Splice: Get a checkup from your physician before beginning this or any other 
exercise program, this is important for your safety. 
 
Correctly Revised: Get a physical checkup from your physician before beginning this or 
any other exercise program—this is important for your safety. 

 
Sample Correct Sentences 
 
1. This Set of Instructions tells you how to create a graph using Excel 2008 for Mac. 
 Note: The word “set” is singular. 
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2. These Instructions tell you how to create a graph using Excel 2008 for Mac. 
 Note: The word “Instructions” is plural. 
 
3. The audience consists of elementary schoolteachers. 
 Note: The word “audience” is singular. 

Note: “In American English, collective nouns [such as ‘audience’] are usually treated as 
being singular rather than plural: They emphasize the group as a unit. Occasionally when 
there is some reason to draw attention to the individual members of a group, a collective 
noun may be treated as plural. [For example:] 

 “Singular: The class respects the teacher. 
 “Plural: The class are debating among themselves.” 
  (Source of Note: Diana Hacker’s A Writer’s Reference) 
Note by David Bruce: If “The class are […]” sounds funny to you, write “The members of 
the class are debating among themselves.” 

 
4. These step-by-step directions tell you how to create a graph using Excel 2008 for Mac. 
 Note: When you put two or more words together to form an adjective that comes before the 
 noun it modifies, use a hyphen to connect the words together. 
 
Use Correct Punctuation When Telling the Reader to Look at the Visual Aids 
 
 Two Correct Examples: 
 
 8. Click on the SMS box. (See Figure 2.) 
 • Two periods are used because there are two sentences. 
 • “Click on the SMS box” is a complete sentence, and the word “box” is the end of the 
 sentence, so it needs a period after it. 
 • The capital “S” of “see” in the parentheses indicates that it is a complete sentence. 
 • The second period appears inside the parentheses because a complete sentence is inside 
 the parentheses. 
 
 8. Click on the SMS box (Figure 2). 
 • One period is used because there is one sentence. 
 • What is inside the parentheses is part of a longer sentence, so the period goes outside
 the parentheses. 
 
 More Examples: 
  
 1. Turn on the computer. See Figure 1.  

• These are two sentences, so a period appears after each sentence. 
 
1. Turn on the computer (Fig. 1).  
• This is one sentence with a parenthetical element within the sentence. Everything inside 
the parentheses is a part of the sentence, so the period goes outside the end parenthesis. 
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1. Turn on the computer. (See Figure 1.)  
• These are two sentences. “See Figure 1” is a complete sentence inside parentheses, so 
the period goes inside the end parenthesis. 
 
8. Print the graph. (See Figure 6 on page 7.) 
• These are two sentences. “See Figure 6 on page 7” is a complete sentence inside 
parentheses, so the period goes inside the end parenthesis. 
 

Wordiness 
 
1. Due to the fact that you did not finish writing the instruction manual in time for the 
 computer program to be shipped by April 21, you are fired. 
  
 Revised: Because you did not finish writing the instruction manual in time for the 
 computer program to be shipped by April 21, you are fired. 
 
2. In spite of the fact that she did not graduate from college, she is a multi-millionaire. 
  
 Revised: Although she did not graduate from college, she is a multi-millionaire. 
 
Dangling Modifiers 
 

Dangling Modifier #1:  
Having tested positive for cocaine, the Chief of Police arrested the suspect. 
 
Explanation:  
This sentence says that the Chief of Police tested positive for cocaine. It’s much more 
likely that the suspect tested positive for cocaine. 
 
Correct Sentence:  
Having tested positive for cocaine, the suspect was arrested by the Chief of Police. 
Or 
After the suspect tested positive for cocaine, the Chief of Police arrested him. 
(This sentence avoids the use of the passive voice.) 
 
Dangling Modifier #2:  
While still in diapers, my father remarried. 
 
Explanation:  
This sentence says that my father was still in diapers when he remarried. To correct the 
sentence, identify who was wearing diapers. 
 
Correct Sentence:  
While I was still in diapers, my father remarried. 
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Avoid Run-On Sentences 
 
Bad: A box will pop-up, that will be the save as box, scroll down to my music folder. 
 
Good: After the Save As box pops up, scroll down to the My Music folder. 
 
Make the Names of Boxes and Folders Stand Out 
 
Bad: After the save as box pops up, scroll down to the my music folder. 
 
Good: After the Save As box pops up, scroll down to the My Music folder. 
 
Avoid Wordiness 
 
Bad: Look at the left-hand side of the page. 
 
Good: Look at the left side of the page. 
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One-Page Checklist for Your Instructions  
 
• Make sure that you should have a 1-inch top margin on each page. The size of the bottom 
margin can vary. If you have a lot of white space at the bottom of the page, add a note saying, 
“Continued on next page.” 
 
• Keep the step and its note on the same page. If you have a lot of white space at the bottom of 
the page, add a note saying, “Continued on next page.” 
 
• Keep the step and its warning on the same page. If you have a lot of white space at the bottom 
of the page, add a note saying, “Continued on next page.” 
 
• Keep the step and its visual aid on the same page. If you have a lot of white space at the bottom 
of the page, add a note saying, “Continued on next page.” 
 
• Make sure that each item mentioned in your steps is also listed in your List of Materials (if you 
have one). Often, items such as newspapers or rags are left out. 
 
• Make sure that you use only one exclamation mark! Don’t use two or more exclamation 
marks!!!!! 
 
• Make sure that capitalization is used consistently in your headings. You may want to capitalize 
only the first word of each heading, or you may want to capitalize all the important words in the 
headings. Choose one style and use it consistently. 
 
• Make sure that capitalization is used consistently in your labels. You may want to capitalize 
only the first word of each label, or you may want to capitalize all the important words in the 
labels. Choose one style and use it consistently. 
 
• Make sure that each step has one action. If the step does not have an action, it is a note or a 
warning. If a step has two actions, it should be two steps. 
 
• If you have used a visual aid from the WWW (and gotten my permission to do so), put the 
source underneath the visual aid.  
 
• Make sure that you have at one least one original (meaning that you have created it) visual aid 
in your Set of Instructions. 
 
• Make sure that you use same word or the same phrase to refer to the same thing. Don’t use 
different terms to refer to the same thing. You may confuse the reader. 
 
• Put a period at the end of each sentence. “Turn on the computer” is a complete sentence, so put 
a period at the end. (The subject of the sentence is understood: “You.”) 
 
• Get rid of the phrases “There are” and “There is.” They are passive and wordy. 
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The Most Important Things I Have Learned from Writing 
the Set of Instructions 

 
Note: In this section, “I” refers to you, the student. 
 
•  From writing my Set of Instructions, I have learned that even a Set of Instructions has a 

persuasive element. For example, I must persuade the readers to read my Set of Instructions 
because many readers prefer trying to figure out things on their own to following step-by-step 
directions. 

 
•  From writing my Set of Instructions, I have learned that I should use as many visual aids as 

will help the readers. When writing a Set of Instructions, I need to actively search for places in 
my Instructions where a visual aid will help the readers. 

 
•  From writing my Set of Instructions, I have learned that I should design my pages to support 

my readers’ reading activities. For example, I should keep a step and the visual aid that goes 
with that step close together. The visual aid should appear to the side of the step or below the 
step, if possible. If the visual aid must appear on a page different from the page the step 
appears on, then I should tell the readers on which page the visual aid appears. 

 
•  From writing my Set of Instructions, I have learned that I should test my Instructions. It is 

very easy to leave out an important step or to not explain a term or concept that is unfamiliar 
to the readers. By testing my Instructions, I can learn whether my readers can use my 
Instructions to perform the procedure. I can also use testing to see if my Instructions affect the 
readers’ attitudes in the way I desire—for example, I may want to convince the readers that a 
certain procedure is fairly easy to learn and is very useful once learned. 

 
•  I have learned that when testing Sets of Instructions, I can use either a performance test or an 

understandability test. In a performance test, I give my Instructions to a test user and ask him 
or her to perform the Instructions as I watch. In an understandability test, I ask the tester to 
read the Instructions, then take a quiz I have prepared—it’s important to realize that the quiz is 
intended to test the understandability of my Instructions, not the intelligence of the tester. Of 
course, I have learned that it is a good idea to have more than one tester. 

 
•  From writing my Set of Instructions, I have learned that, as necessary, I should warn my 

readers: To do that, I should make my warnings stand out visually, I should place my 
warnings so that my readers will read them before performing the action the warnings refer to, 
I should state the nature of the hazard and the consequences of ignoring the warning, and I 
should tell my readers what steps to take to protect themselves or avoid damage. 

 
•  From writing my Set of Instructions, I have learned that I should write each step for rapid 

comprehension and immediate use. To do this, in each step, I should give my readers just 
enough information to perform the step, I should present the steps in a list, I should use the 
active voice and the imperative mood, and I should highlight key words. 
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•  From writing my Set of Instructions, I have learned that I should help my readers locate the 
next step quickly. To do this, I should number the steps, I should put blank lines between 
steps, I should give one action per step, and I should put step numbers in their own column. 

 
•  From writing my Set of Instructions, I have learned that within steps, I should distinguish 

actions from supporting information. To do this, I should present actions before responses, 
and I should make actions stand out visually from other material. 

 For example: 
 7. Press the RETURN key. The Order Screen will appear. 
 
•  From writing my Set of Instructions, I have learned that I should group related steps under 

action-oriented headings. The headings will help to break up a big procedure into smaller 
procedures and so not overwhelm the readers. In addition, the headings can help the readers to 
find the specific procedure that they need to find. 

 
•  From writing my Set of Instructions, I have learned that I should present branching steps 

clearly. 
 For example:  
 5.  Check the value. 
  • If it is high, follow the procedure described on page 18. 
  • If it is low, follow the procedure described on page 21. 
  • If it is normal, proceed to step 6. 
 
•  From writing my Set of Instructions, I have learned that I should tell what to do in the case of 

a mistake or unexpected result. 
 For example: 

5. Depress and release the START, RESET, and RUN switches on the operator’s panel. 
NOTE: If the machine stops immediately and the FAULT light illuminates, 
reposition the second reel and repeat step 5. 
 
Note by David Bruce: The example above is taken from Paul Anderson’s Technical 
Communication. 
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Basic YOGA  
By: Jenny Troutman 

Photos Taken By: Jessica Taylor 
 

Optional Material: Yoga Mat 
 

Introduction: Yoga is a practice that can change the mood of a classroom full of students. It can 
be a great way to help children relax and focus during the day. The following set of instructions 
will help you lead the class in a few basic steps to encourage the practice and aid in setting the 
mood for the day. These steps can also be done independently on your own time. They are meant 
to increase body awareness and flexibility. 

 
Series 1: Breathing 
 
1. Sit in a comfortable position on the floor with legs crossed in front of you. 
 
2. Begin slowing your breathing and place your hands, palms up, on top of your knees, also 
resting your arms on your legs. (See photo below.) 
 
 

 
 
 
 
3. Begin taking breaths in through your nose for 4 counts, and out through your nose for 4 
counts. This is called your “controlled breath.” 
 
*Note: If you would like to close your eyes while breathing, go ahead and do so at this point. 
 
4. Repeat step 3, 2 times. 
 
*Note: You will be asked to perform your “controlled breath” throughout. Be sure to perform 4 
counts of breathing in and out thru the nose, 2 times. Again, closing your eyes is optional during 
your breathing steps. 
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Series 2: First Position (“Child’s Pose”) 
 
5. With your eyes open, grab your feet and roll forward so your legs are now behind you and 
your arms are in front of you.  
(See photos below.) 
 
 

 
 
 

 
6. Breathing in, lower your hips back onto the tops of your legs. This is called “Child’s Pose.” 
(See photo below.) 
 

 
 
7. Hold this pose and perform your “controlled breath.” 
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Series 2: Second Position (“Down Dog”) 
 
8. On an inhale, push your hips up and try placing your feet flat on the floor. This pose is called 
“Down Dog.” (See photo below.) 
 

 
 

9. With every inhale, raise your hips up and try to flatten feet on the floor. 
 
10. Your eyes should be at a constant gaze at the floor in front of you. 
 
11. Perform your “controlled breath” here. 
 
*Note: If you are feeling strained or weak, you can go back down into “Child’s Pose” but 
remember to continue breathing. 
 
12. On your first inhale, step your right foot forward between hands. 
 
13. Step your left foot forward next to the right but stay bent. (See photo below.) 
 

 



 

 

4 

 
14. Pull your upper body up halfway and straighten your back, looking out with your head up 
and eyes forward. 
 
15. Bend back down as far as you can and touch your toes. 
 
16. While breathing in, stretch your arms out to the side and bring them all the way up and over 
your head. (See photo below.)   

 
 

17. As you exhale, stretch your arms out and bring them down to your side. 
 
Series 3: Third Position (“Tree Pose”) 
 
18. Find a balance on your right foot and lift the left foot up to rest on the side of your calf with 
your leg out to the left side. (See photo below.) 
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19. Breathing in, lift your arms up over your head and touch your fingers together. (See photo 
below.) 
 

 
 

20. Your eyes should be at a constant gaze on the floor in front of you. This will help you 
maintain your balance and focus on your breathing. 
 
21. Perform your “controlled breath” here. 
 
*Note: If you feel you are going to lose your balance, let your foot drop and try again. Continue 
to breathe in and gaze at the floor in front of you. 
 
22. Lower your arms down on your last exhale and lower your left leg back to the floor as well. 
 
23. Repeat step 18 – step 22, but switch legs and balance on your left foot.  
 
Series 4: Ending Position 
 
24. Breathing in, lift arms up above your head. 
 
25. As you exhale, bend at the hips and touch your toes. 
 
Note: Continued on next page. 
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26. Bend at the knees and place your hands to either side of your feet. (See photo below.) 
 

 
 

27. Send legs behind you so you are in a “push-up” position. (See photo below.) 
 

 
 

28. Slowly lower your knees so you are back onto your knees and hands. 
 
29. Slowly push your hips back and pull legs to the front so you are sitting with your legs out in 
front of you. Keep your hands on either side of your body and use them to help guide your legs 
to the front. (See photo below.) 
 

 
 
30. Sit with your back straight and your shoulders down. 
 
31. Cross your legs in front of you. 
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32. Breathe in and scoop your arms up above your head. (See photo below.) 
 

 
 
 

33. Bring your hands down into prayer. (See photo below.) 
 

 
 

*Note: The “prayer hands” have no religious affiliation. They are merely a form of meditation 
used in the Yoga practice. You do not have to fold prayer hands if you do not wish. You can rest 
them on your knees with the palms up. 
 
34. Perform one last “controlled breath” series with your eyes closed. 
 
Congratulations! You have performed some of the basics of the Yoga practices. These positions 
can be repeated as often as necessary. You will get better and more comfortable with the 
positions the more you practice. Again, practicing will help you bring awareness to your body 
and increase your overall flexibility. 
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How to Be the Alpha Epsilon Pi Technology Chairman 
By Roman Goldman 

 
 
Introduction 
  
 The Alpha Epsilon Pi technology chairman has two major responsibilities. The 1st 
involves dealing with the e-mail service. The 2nd involves frequently updating the fraternity 
website. Both of these tasks are extremely important and necessary when we receive new 
members. These instructions are made to help out the current technology chair with those tasks. 
 
Materials 

 
-Any desktop/laptop computer   -Operating System 
-Internet Browser (Mozilla preferred)  -FTP Client: FileZilla 
-Microsoft FrontPage/Dreamweaver   -Microsoft Paint (optional) 
-Adobe Photoshop (optional)    -Microsoft Notepad  
-Google Groups account    -Knowledge of HTML (optional)  
 
 

 
 

NOTE: Adobe Photoshop CS9 and Microsoft FrontPage 2003 will be available from the current 
technology chair, if needed. 
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E-mail Service  
 
 The e-mail service is how the brothers communicate with each other. E-mails are sent 
everyday with important information that must reach everyone. The e-mail service that we use is 
provided by Google Groups. It has to be updated once or twice a quarter. These instructions will 
help you update the service. 
 
Creating a Google Groups Account 

 
NOTE: The previous technology chair will need to make you a manager first in order for 
you to manage the email service. 

 
1. Log onto the internet. 

 
2. Go to www.googlegroups.com. 

 
NOTE: If you already have a Google Groups account, sign in and skip to step 7. 
 
3. Click on sign in on the top of the Google Groups homepage. 
 
4. Click on create an account now (Figure 1). 

 
 

 
Figure 1: Creating a new Google Groups account. 
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5. Create an account by filling out the forms using your Ohio University e-mail. 
 

6. After registering, sign into Google Groups (Figure 2). 
 

7. Click on manage by “ohioaepi” to enter the group (Figure 2). 
 

 
Figure 2: Successful login into Google Groups. 
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Adding New Members 
 

1. Click on invite members in the right blue column (Figure 3). 
 

 
Figure 3: Control Panel. 
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2. Click on add members directly (Figure 4). 
 

3. Input the emails of the new members. 
 

NOTE: If you are putting more than 1 email, separate the emails with a space and a 
comma, for example rg283005@ohio.edu, ae884206@ohio.edu .  
 
4. Check the send email for each message and update (Figure 4). 
 
5. Click Add members (Figure 4). 
 

 
Figure 4: Adding new members screen. 

 
You have successfully added members to the email service. Now they will receive all the 
updates and can access the group on Google Groups.  
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Removing Members 
 

1. Go back to the Google Groups homepage. 
 

2. Click on manage; you will see the list of the members with checkboxes by their 
email. (See Figure 2 on page 3.) 

 
3. Check the box of the member(s) you want off the list (Figure 5). 

 
4. In the drop box that reads set membership type, click on unsubscribe (Figure 5). 

 
5. Click OK by the drop box (Figure 5). 

 

 
Figure 5: Editing members screen. 

 
 
The members who were checked off are now unsubscribed and won’t receive any emails 
or updates. 
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Alpha Epsilon Pi Website (www.ohio.edu/~aepi) 
 
 The Alpha Epsilon Pi website contains information about current brothers, information 
about the chapter and our history. The site also features photographs of events, important news 
around campus, and philanthropy information that needs to constantly be updated. The 
technology chairman does not need knowledge of hypertext markup language (HTML), which is 
webpage coding. Microsoft FrontPage or Adobe Dreamweaver can do all the dirty work.  These 
instructions will help the new technology chairman update the website using Microsoft 
FrontPage, with no hassle.  
 
FileZilla 
 

1. Log onto the internet. 
 

2. Download the program called FileZilla at http://filezilla-project.org/download.php.  
You need this program to upload new pictures and web pages. This is the only way 
you can access the Ohio University database. 

 
NOTE: Make sure you choose the installation file that matches your operating system. 
 
3. When the program finishes downloading, start the installation process by clicking on 

the .exe file.   
 

4. Follow the on-screen instructions, after you’ve clicked on the .exe file. 
 

5. When the program finishes installing, open the program. 
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6. In the host section of the program, put www.ohiou.edu (Figure 6). 
 

7. In the username section, put aepi (Figure 6). 
 

NOTE: The password will be given to you by the previous technology chairman. The 
port area you need to leave blank. 
 
 

 
Figure 6: FileZilla Screenshot (not logged in). 
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8. When all of the sections are filled out, click quick connect. You will now be 
connected to the Ohio University database (Figure 7). 

 

 
 

Figure 7: When logged on properly in FileZilla. 
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Making a Page 
 

If you know how to make a webpage or know HTML and want to use a simple notepad to 
do all your editing and creating, open Notepad and skip to step 2. 

 
1. Open Microsoft FrontPage 2003. 

 
2. In the blank area, place text or pictures that you want to appear on the site (Figure 8). 

 
NOTE: You might want to use Paint or Adobe Photoshop to touch up or re-size the 
pictures you are going to put up on the site. 

 
3. Click on File and Save. Save the file as _____.html. For example, testpage.html 

 
NOTE: Make sure you save the file in a folder you can easily locate. My suggestion is to 
make 1 folder on your desktop devoted to the website.  
 

 
Figure 8: Test page in Microsoft FrontPage 2003. 

 
4. Go back to FileZilla. 
  
5. Click on the www folder on the right lower window. That should open up all the files 

on the database. (See Figure 7 on page 9.) 
 

6. Locate the file that you saved in the window on the left. Those are the files on your 
computer. (See Figure 7 on page 9.) 
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7. Drag the file you saved to the www folder, in the Ohio University database. (See 
Figure 14 on page 15.) 
NOTE: Check if the page uploaded properly by going to 
www.ohio.edu/~aepi/youfilename.html (Figure 9). 

 

 
 

Figure 9: Test page on the Alpha Epsilon Pi website. 
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Editing a Page 
 

1. Go to the page you want to edit in your internet browser. Let’s say you want to edit 
the active member portion of the site. Go there in your internet browser. 

 
2. Go to view (Figure 10). 

 
3. Go down to page source or you can press Ctrl+U (Figure 10). 

 
 

 
Figure 10: Accessing the page source. 

 
4. Highlight all of the code in the source window.  
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5. Copy the code by pressing Ctrl+C (Figure 11). 
 

 
Figure 11: Viewing the page source. 

 
6. Go back to Microsoft FrontPage. 

 
7. Paste the source code into the code section of Microsoft FrontPage by pressing 

Ctrl+V (Figure 12). 
 
 

 
Figure 12: Code Section of Microsoft FrontPage. 
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8. Go back to the design section. You should now see the web page in Microsoft 
FrontPage. You can now edit the page (Figure 13). 

 
NOTE: You will see red Xs and some errors on the web page in design mode. Those are 
perfectly fine and shouldn’t be messed around with (Figure 13). 
 

 
 

Figure 13: Design mode in Microsoft FrontPage, when source code in place. 
 

9. Once you are done editing the page, save it as name of the page you are editing.html. 
If you are editing the actives.html page, make sure you save it as the actives.html 
when finished in FrontPage.  

 
10. Go back to FileZilla. 

 
11. Log in, like previously. (See Figure 7 on page 9.) 
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12. Locate the file in the left window (Figure 14). 
 

13. Drag the file to the right window. That file will replace the old file. Now the active 
section is up to date (Figure 14). 

 
NOTE: You can do the same procedure for any portion of the website. 

 

 
Figure 14: Dragging files. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

16 

 
 
Editing Upcoming Events 
 

 
Figure 15: Upcoming events window 

 
 
 

1. Open Notepad. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

17 

 
 

2.  Type up the upcoming events (Figure 16). 
 

 
Figure 16: Typing in Notepad. 

 
3.   After you finish, save the Notepad document as iframes.htm in your folder. 
 
4.   Go back to FileZilla.  
 
5. Locate the iframes.htm file on the left side (See Figure 14 on page 15). 

 
6. Drag it to the right side, like with previous files (See Figure 14 on page 15). 

 
      Now the current events window is up to date.  
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Troubleshooting 
 
• If someone is having problems sending and receiving emails with Google Groups, 

remove them from the list and then add them back. If that does not work, go to 
http://groups.google.com/support/ for more help. 

 
• If you are having problems connecting to the Ohio University database through 

FileZilla, check your internet connection. Sometimes FileZilla won’t load properly if 
you are on a wireless connection. If this happens, try using a wired connection. 

 
• If you happen to lose or forget the username and/or password to the Ohio University 

database, contact the previous technology chair or Ohio University’s technology 
department through email at webteam@ohio.edu. They will reset your password and 
give you a new one. 

 
• When uploading an already existing page and the page does not update, try deleting 

the old file on the Ohio University database and replacing it with the new one from 
your computer. 
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How to Test Your Blood Glucose 
Levels	

By Tricia Flickinger 
Photos By Alex Norris 

 
Have you been diagnosed with hypoglycemia, diabetes, or some other condition that 
requires you to check your blood glucose levels? The first step in helping to keep your 
condition under control is to check your blood glucose levels on a daily basis and keep 
track of them. Your blood glucose levels give you an idea on how much food you need to 
eat at that particular time or how much insulin needs to be injected into your body. 
Checking your blood glucose levels is very important, as frequent blood glucose testing 
shows how well you are managing your hypoglycemia or diabetes, and how well 
medication, diet, and exercise are helping with your condition. The results can also show 
you if your hypoglycemia or diabetes is changing. These step-by-step instructions will 
help you in checking your blood glucose levels efficiently and safely.  Throughout the 
instructions, a ReliOn® Confirm Blood Glucose Meter will be used; however, there are 
many other glucose meter varieties. They all work the same way. 
 
CAUTION: To prevent any bodily injuries, read through the instructions completely 
before testing your blood glucose. If you have further questions, consult with a physician 
before performing the test. 
 
NOTE: These instructions are a step-by-step process on how to check your blood glucose 
levels. It is assumed that you already have your glucose meter set up and ready for 
glucose testing. Read through the instructions that come with the glucose meter in order 
to make sure the meter is set up properly.  
 
NOTE: A few terms that will be used throughout the set of instructions are defined here: 
 
• Lancet: This is the cream-colored needle that is put into the lancing device used to 
prick a certain area of the hand. (Item 4, Figure 1) 
 
• Lancing Device: The device that holds a lancet, which is used to prick the finger. (Item 
3, Figure 1) 
 
• Sharps Container: A container used to dispose used lancets and test strips. (Item 1, 
Figure 1) 
 
• Test Strip: The strip that is put into the glucose meter, and when a drop of blood is put 
on it, it will calculate glucose levels. (Item 6, Figure 1) 
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Materials 
 

 
1. Sharps Container 

 
2. ReliOn® Confirm Blood Glucose Meter 
 
3. ReliOn® Lancing Device 
 
4. Thin Lancets 
 
5. ReliOn® Alcohol Swabs 
 
6. ReliOn® Confirm Glucose Test Strips

1 
2 
 3 

 

4 
 

5 
 6 

 

FIGURE 1 
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Preparing the Lancing Device 
 
Step 1: Checking your glucose level requires 
you to prepare the lancing device. (Figure 2) 
Pick up the lancing device and hold it in your 
hand.  
 
 
 
 
 
 
 
 
 
 
 
 
Step 2: Once the lancing device is in your 
hand, take the cap off the top of the device. 
(Figure 3) 
 
 
 
 
 
 
 
 
 
 
 
 
Step 3: Take a thin, cream-colored lancet 
and stick it in the lancing device. The 
small end goes first. (Figure 4)

FIGURE 4 

FIGURE 3 
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Step 4: Make sure you push the lancet all 
the way down into the lancing device. 
You will hear it click once and the blue 
holder will disappear into the device. 
This means that the device is ready to be 
used. (Figure 5) 
 
 
 
 
 
 
 
 
Step 5: Once the lancet is in the 
lancing device, twist off the top of the 
lancet to reveal the thin needle. 
(Figure 6) 
 
 
 
 
 
 
 
 
 
 
Step 6: When the thin needle is 
revealed, place the lancing device cap 
back on the device to hide the needle. 
The device will be ready for lancing. 
(Figure 7)  
CAUTION: Although the needle is 
very thin, it is dangerous to mess with 
and if you make one wrong move, you 
or someone else could be seriously 
inju 

FIGURE 5 

FIGURE 6 

FIGURE 7 
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NOTE: After Step 6, the lancing 
device is ready. If you look at the 
cap of the lancing device, it has 5 
different lines, which indicate the 
depth to which the lancing device 
will go into your skin. Before you 
do the test, make sure you pick a 
depth to use. The far left is 1 and is 
the shallowest, and the far right is 
5 and is the deepest. One hurts less 
and five hurts worse. Through 
experience you will find the one 
that works best for you. (Figure 8) 
 
 
 
 
 
Preparing Before the Glucose Test 
 
 
Step 1: Wash your hands with 
warm water. NOTE: Washing your 
hands with warm water will allow 
blood to flow through your hands 
more easy. This makes lancing 
easier, so you don’t have to prick 
your finger multiple times waiting 
for blood to come out. (Figure 9) 
 
 
 
 
 
 
 
 
 

FIGURE 9 

FIGURE 8 
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Step 2: Grab a ReliOn® Alcohol Swab, 
open the package and place the alcohol 
swab on the top. This can be set aside 
for later use. (Figure 10) 
 
 
 
 
 
 
 
 
 
Testing the Blood 
 
Step 1: Grab the ReliOn® Confirm 
Blood Glucose Meter and set it 
nearby. This will be needed to follow 
through with the test. (Figure 11) 
 
 
 
 
 
 
 
 
 
Step 2: Take a ReliOn® Confirm Test 
Strip out of its white container. (Figure 
12) NOTE: Only one test strip is 
needed. Keep the rest in the container 
for safe storing. Once the test strips are 
exposed to too much outside air, they 
will become unreliable.  

FIGURE 10 

FIGURE 11 

FIGURE 12 
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Step 3: Put the test strip into the 
glucose meter; the side with the see-
through holes goes in first. (Figure 13)  
NOTE: The side with the see-through 
holes is the sensor, so if it goes in the 
opposite way, your blood glucose will 
not be read.  
 
 
 
 
 
 
 
NOTE: For a proper reading, the test 
strip needs pushed into the meter as far 
as it can go without breaking or 
bending the strip. (Figure 14) 
 
 
 
 
 
 
 
 
 
Step 4: Once the test strip is in far 
enough, the glucose meter will turn 
on and display “F-4” or “F-3” on the 
display screen. (Figure 15) 
 
 
 
 
 
 
 

FIGURE 13 

FIGURE 14 

FIGURE 15 
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Step 5: After the display shows “F-4” 
or “F-3” the meter will start displaying 
a droplet icon. This is an indication 
that the meter is ready to read your 
blood glucose level. (Figure 16) 
NOTE: If the meter does not show 
anything on the display, take out the 
test strip and reinsert it into the device. 
If that does not work, try replacing the 
batteries in the meter.  
 
 
Step 6: Set the meter aside once it is 
ready for testing. Next, take the lancing 
device and pull back the spring in order 
to prepare the lancing device for 
testing. (Figure 17)  
 
 
 
 
 
 
 
 
Step 7: Take the alcohol swab you set 
aside earlier, and find a finger you 
want to use for the test, and sterilize 
the top of it with the swab. It’s best to 
choose a finger on the opposite hand 
from your dominate hand. (Figure 
18) 
 
 
 
 
 

FIGURE 16 

FIGURE 17 

FIGURE 18 
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Step 8: Take the lancing device in one 
hand and find a finger on the opposite 
hand that you want to use for the test. 
It’s best to use the top of the finger. 
(Figure 19) 
 
 
 
 
 
 
 
 
Step 9: Once you find a finger you 
want to use, place the lancing device 
up against the part of the finger you 
want to use and push the blue button 
to release the lancet.  
(Figure 20) NOTE: You should feel 
a little prick from the lancet, but the 
pain will go away very quickly.  
 
 
 
 
 
Step 10: Place the lancing device aside 
and look at the finger you just pricked. 
You should see some blood in the spot 
you pricked; if not, squeeze your 
finger a bit and try to squeeze a 
generous amount of blood out. (Figure 
21) NOTE: Once there is a decent 
amount of blood on your finger, do 
NOT wipe it off. This will be needed 
for the next step.  
 

FIGURE 19 

FIGURE 20 

FIGURE 21 
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Step 11: Grab the glucose meter with 
the test strip in it. Place your finger 
with the blood near the test strip and 
scoop the blood off your finger into the 
end of the test strip. (Figure 22) 
 
 
 
 
 
 
 
 
Step 12: Make sure the blood flows 
through the entire strip in order for the 
glucose meter to correctly make a 
reading. (Figure 23)  
 
 
 
 
 
 
 
 
 
Step 13: Once you put your blood on 
the test strip, wait about 7 seconds and 
look at the meter. If you have done it 
correctly, the meter will display your 
blood glucose level. (Figure 24) 
NOTE: If there was not enough blood 
on the test strip, “E-7” will appear on 
the display and you will have to start 
the test over with a new testing strip. A 
good reading will fall between 90-120 
mg/dL. 
 

FIGURE 22 

FIGURE 23 

FIGURE 24 
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Following the Test 
 
Step 1: Set everything aside and grab 
the ReliOn® Alcohol Swab. Use this to 
clean off any remaining blood from 
your finger. Discard once you complete 
this step. (Figure 25)  
 
 
 
 
 
 
 
 
Step 2: Take the lancing device and 
remove its cap. (Figure 26) 
CAUTION: The needle will still be in 
the device and uncovered; watch 
carefully and make sure you do not 
poke yourself or someone else, as they 
can be seriously injured.  
 
 
 
 
 
 
Step 3: Twist the lancet cap back onto 
the lancet while it is still in the lancing 
device. (Figure 27) 
 
 
 
 
 
 
 
 

FIGURE 25 

FIGURE 26 

FIGURE 27 
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Step 4: Once the cap is back on the 
lancet, take it out of the lancing device. 
(Figure 28) 
 
 
 
 
 
 
 
 
 
 
Step 5: Dispose of the used lancet in a 
Sharps Container. (Figure 29) NOTE: 
Many diseases can be spread through 
blood and needles, it is safe to discard any 
used lancets to decrease the risk of 
transferring any known or unknown 
diseases. Never use a lancet more than 
once, and never share lancets with other 
people. Use a new one each time you take 
your blood glucose.  
 
 
 
 
Step 6: Take the used test strip out of the 
glucose meter. (Figure 30) 
 
 
 
 
 
 
 
 

FIGURE 28 

FIGURE 29 

FIGURE 30 
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Step 7: Dispose of the used test 
strip in a Sharps Container. 
(Figure 31) NOTE: NOTE: 
Many diseases can be spread 
through blood and needles, so 
you must safely discard any 
used lancets to decrease the 
risk of transferring any known 
or unknown diseases. Never 
use a lancet more than once, 
and never share lancets with 
other people. Use a new one 
each time you take your blood 
glucose 
 
 
 
 
Follow-Up 
 
Once the test is over and everything is disposed of properly, store the 
remaining materials in a room-temperature, dry area. Any excessive heat or 
wetness can ruin the testing strips and the glucose meter.  
 
By following these step-by-step instructions, you can take your blood 
glucose levels everyday, efficiently and safely. Some glucose meters can 
store up to 500 glucose numbers and the date and times, but some cannot. 
Check on the package that came with your meter to see if it can store any 
numbers. If it cannot, keep a diary or the time and date of when you took the 
test and the glucose reading you got at that specific time. Having these 
numbers available to your physician will be very helpful to him or her.  
 
As always, if you have any questions with the test or any follow-up 
questions, contact your physician for help.  
 
Happy Testing! 
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Appendix: Some Books by David Bruce (1954- ) 
 

Retellings of a Classic Work of Literature 

Ben Jonson’s The Alchemist: A Retelling 

Ben Jonson’s Bartholomew Fair: A Retelling  

Ben Jonson’s The Case is Altered: A Retelling  

Ben Jonson’s Catiline’s Conspiracy: A Retelling  

Ben Jonson’s The Devil is an Ass: A Retelling  

Ben Jonson’s Epicene: A Retelling  

Ben Jonson’s Every Man in His Humor: A Retelling  

Ben Jonson’s Every Man Out of His Humor: A Retelling  

Ben Jonson’s The Fountain of Self-Love, or Cynthia’s Revels: A Retelling  

Ben Jonson’s The New Inn: A Retelling  

Ben Jonson’s Sejanus: A Retelling  

Ben Jonson’s The Staple of News: A Retelling  

Ben Jonson’s Volpone, or the Fox: A Retelling 

Christopher Marlowe’s Complete Plays: Retellings 

Christopher Marlowe’s Dido, Queen of Carthage: A Retelling 

Christopher Marlowe’s Doctor Faustus: Retellings of the 1604 A-Text and of the 1616 B-Text 

Christopher Marlowe’s Edward II: A Retelling 

Christopher Marlowe’s The Massacre at Paris: A Retelling 

Christopher Marlowe’s The Rich Jew of Malta: A Retelling 

Christopher Marlowe’s Tamburlaine, Parts 1 and 2: Retellings 

Dante’s Divine Comedy: A Retelling in Prose  

Dante’s Inferno: A Retelling in Prose  

Dante’s Purgatory: A Retelling in Prose  

Dante’s Paradise: A Retelling in Prose  

The Famous Victories of Henry V: A Retelling 

From the Iliad to the Odyssey: A Retelling in Prose of Quintus of Smyrna’s Posthomerica 

George Peele: Five Plays Retold in Modern English 



 

 

George Peele’s The Arraignment of Paris: A Retelling  

George Peele’s The Battle of Alcazar: A Retelling  

George’s Peele’s David and Bathsheba, and the Tragedy of Absalom: A Retelling 

George’s Peele’s Edward I: A Retelling 

George Peele’s The Old Wives’ Tale: A Retelling 

George-A-Greene, The Pinner of Wakefield: A Retelling 

The History of King Leir: A Retelling 

Homer’s Iliad: A Retelling in Prose  

Homer’s Odyssey: A Retelling in Prose  

Jason and the Argonauts: A Retelling in Prose of Apollonius of Rhodes’ Argonautica 

The Jests of George Peele: A Retelling 

John Ford: Eight Plays Translated into Modern English 

John Ford’s The Broken Heart: A Retelling 

John Ford’s The Fancies, Chaste and Noble: A Retelling 

John Ford’s The Lady’s Trial: A Retelling 

John Ford’s The Lover’s Melancholy: A Retelling 

John Ford’s Love’s Sacrifice: A Retelling 

John Ford’s Perkin Warbeck: A Retelling 

John Ford’s The Queen: A Retelling 

John Ford’s ‘Tis Pity She’s a Whore: A Retelling 

John Webster’s The White Devil: A Retelling 

King Edward III: A Retelling 

The Merry Devil of Edmonton: A Retelling 

Robert Greene’s Friar Bacon and Friar Bungay: A Retelling 

The Taming of a Shrew: A Retelling 

Tarlton’s Jests: A Retelling 

The Trojan War and Its Aftermath: Four Ancient Epic Poems 

Virgil’s Aeneid: A Retelling in Prose  

William Shakespeare’s 5 Late Romances: Retellings in Prose  

William Shakespeare’s 10 Histories: Retellings in Prose  



 

 

William Shakespeare’s 11 Tragedies: Retellings in Prose  

William Shakespeare’s 12 Comedies: Retellings in Prose  

William Shakespeare’s 38 Plays: Retellings in Prose  

William Shakespeare’s 1 Henry IV, aka Henry IV, Part 1: A Retelling in Prose  

William Shakespeare’s 2 Henry IV, aka Henry IV, Part 2: A Retelling in Prose  

William Shakespeare’s 1 Henry VI, aka Henry VI, Part 1: A Retelling in Prose  

William Shakespeare’s 2 Henry VI, aka Henry VI, Part 2: A Retelling in Prose  

William Shakespeare’s 3 Henry VI, aka Henry VI, Part 3: A Retelling in Prose  

William Shakespeare’s All’s Well that Ends Well: A Retelling in Prose  

William Shakespeare’s Antony and Cleopatra: A Retelling in Prose  

William Shakespeare’s As You Like It: A Retelling in Prose  

William Shakespeare’s The Comedy of Errors: A Retelling in Prose  

William Shakespeare’s Coriolanus: A Retelling in Prose  

William Shakespeare’s Cymbeline: A Retelling in Prose  

William Shakespeare’s Hamlet: A Retelling in Prose  

William Shakespeare’s Henry V: A Retelling in Prose  

William Shakespeare’s Henry VIII: A Retelling in Prose  

William Shakespeare’s Julius Caesar: A Retelling in Prose  

William Shakespeare’s King John: A Retelling in Prose  

William Shakespeare’s King Lear: A Retelling in Prose  

William Shakespeare’s Love’s Labor’s Lost: A Retelling in Prose  

William Shakespeare’s Macbeth: A Retelling in Prose  

William Shakespeare’s Measure for Measure: A Retelling in Prose  

William Shakespeare’s The Merchant of Venice: A Retelling in Prose  

William Shakespeare’s The Merry Wives of Windsor: A Retelling in Prose  

William Shakespeare’s A Midsummer Night’s Dream: A Retelling in Prose  

William Shakespeare’s Much Ado About Nothing: A Retelling in Prose  

William Shakespeare’s Othello: A Retelling in Prose  

William Shakespeare’s Pericles, Prince of Tyre: A Retelling in Prose  

William Shakespeare’s Richard II: A Retelling in Prose  



 

 

William Shakespeare’s Richard III: A Retelling in Prose  

William Shakespeare’s Romeo and Juliet: A Retelling in Prose  

William Shakespeare’s The Taming of the Shrew: A Retelling in Prose  

William Shakespeare’s The Tempest: A Retelling in Prose  

William Shakespeare’s Timon of Athens: A Retelling in Prose  

William Shakespeare’s Titus Andronicus: A Retelling in Prose  

William Shakespeare’s Troilus and Cressida: A Retelling in Prose  

William Shakespeare’s Twelfth Night: A Retelling in Prose  

William Shakespeare’s The Two Gentlemen of Verona: A Retelling in Prose  

William Shakespeare’s The Two Noble Kinsmen: A Retelling in Prose  

William Shakespeare’s The Winter’s Tale: A Retelling in Prose  

Other Fiction 

Candide’s Two Girlfriends (Adult) 

Honey Badger Goes to Hell — and Heaven 

I Want to Die — Or Fight Back 

The Erotic Adventures of Candide (Adult) 

Children’s Biography 

Nadia Comaneci: Perfect Ten 

Personal Finance 

How to Manage Your Money: A Guide for the Non-Rich 

Anecdote Collections 

250 Anecdotes About Opera 

250 Anecdotes About Religion 

250 Anecdotes About Religion: Volume 2 

250 Music Anecdotes 

Be a Work of Art: 250 Anecdotes and Stories 

Boredom is Anti-Life: 250 Anecdotes and Stories 

The Coolest People in Art: 250 Anecdotes 

The Coolest People in the Arts: 250 Anecdotes 

The Coolest People in Books: 250 Anecdotes 



 

 

The Coolest People in Comedy: 250 Anecdotes 

Create, Then Take a Break: 250 Anecdotes 

Don’t Fear the Reaper: 250 Anecdotes 

The Funniest People in Art: 250 Anecdotes 

The Funniest People in Books: 250 Anecdotes 

The Funniest People in Books, Volume 2: 250 Anecdotes 

The Funniest People in Books, Volume 3: 250 Anecdotes 

The Funniest People in Comedy: 250 Anecdotes 

The Funniest People in Dance: 250 Anecdotes 

The Funniest People in Families: 250 Anecdotes 

The Funniest People in Families, Volume 2: 250 Anecdotes 

The Funniest People in Families, Volume 3: 250 Anecdotes 

The Funniest People in Families, Volume 4: 250 Anecdotes 

The Funniest People in Families, Volume 5: 250 Anecdotes 

The Funniest People in Families, Volume 6: 250 Anecdotes 

The Funniest People in Movies: 250 Anecdotes 

The Funniest People in Music: 250 Anecdotes 

The Funniest People in Music, Volume 2: 250 Anecdotes 

The Funniest People in Music, Volume 3: 250 Anecdotes 

The Funniest People in Neighborhoods: 250 Anecdotes 

The Funniest People in Relationships: 250 Anecdotes 

The Funniest People in Sports: 250 Anecdotes 

The Funniest People in Sports, Volume 2: 250 Anecdotes 

The Funniest People in Television and Radio: 250 Anecdotes 

The Funniest People in Theater: 250 Anecdotes 

The Funniest People Who Live Life: 250 Anecdotes  

The Funniest People Who Live Life, Volume 2: 250 Anecdotes  

The Kindest People Who Do Good Deeds, Volume 1: 250 Anecdotes 

The Kindest People Who Do Good Deeds, Volume 2: 250 Anecdotes 

Maximum Cool: 250 Anecdotes 



 

 

The Most Interesting People in Movies: 250 Anecdotes 

The Most Interesting People in Politics and History: 250 Anecdotes 

The Most Interesting People in Politics and History, Volume 2: 250 Anecdotes 

The Most Interesting People in Politics and History, Volume 3: 250 Anecdotes 

The Most Interesting People in Religion: 250 Anecdotes 

The Most Interesting People in Sports: 250 Anecdotes 

The Most Interesting People Who Live Life: 250 Anecdotes 

The Most Interesting People Who Live Life, Volume 2: 250 Anecdotes 

Reality is Fabulous: 250 Anecdotes and Stories 

Resist Psychic Death: 250 Anecdotes 

Seize the Day: 250 Anecdotes and Stories 

Discussion Guide Series 

Dante’s Inferno: A Discussion Guide  

Dante’s Paradise: A Discussion Guide 

Dante’s Purgatory: A Discussion Guide 

Forrest Carter’s The Education of Little Tree: A Discussion Guide 

Homer’s Iliad: A Discussion Guide 

Homer’s Odyssey: A Discussion Guide 

Jane Austen’s Pride and Prejudice: A Discussion Guide 

Jerry Spinelli’s Maniac Magee: A Discussion Guide 

Jerry Spinelli’s Stargirl: A Discussion Guide 

Jonathan Swift’s “A Modest Proposal”: A Discussion Guide 

Lloyd Alexander’s The Black Cauldron: A Discussion Guide 

Lloyd Alexander’s The Book of Three: A Discussion Guide 

Mark Twain’s Adventures of Huckleberry Finn: A Discussion Guide 

Mark Twain’s The Adventures of Tom Sawyer: A Discussion Guide 

Mark Twain’s A Connecticut Yankee in King Arthur’s Court: A Discussion Guide 

Mark Twain’s The Prince and the Pauper: A Discussion Guide 

Nancy Garden’s Annie on My Mind: A Discussion Guide 

Nicholas Sparks’ A Walk to Remember: A Discussion Guide 



 

 

Virgil’s Aeneid: A Discussion Guide 

Virgil’s “The Fall of Troy”: A Discussion Guide 

Voltaire’s Candide: A Discussion Guide 

William Shakespeare’s 1 Henry IV: A Discussion Guide 

William Shakespeare’s Macbeth: A Discussion Guide 

William Shakespeare’s A Midsummer Night’s Dream: A Discussion Guide 

William Shakespeare’s Romeo and Juliet: A Discussion Guide 

William Sleator’s Oddballs: A Discussion Guide 

 


