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Who |l Am

« Associate Information Architect at
Precision Content

« Sessional Instructional Assistant at
the University of Toronto

* Master of Information from the
University of Toronto

« Certified Professional Technical
Communicator (CPTC)

« Grew up in Chicagoland
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About
Precision Content @

We are experts in structured content. Areas of Expertise

We're a full-service, end-to-end technical communications Y. .
Precision Content is home to thought leaders and

expertise in the areas of

consultancy, technology innovator, and systems integrator
offering professional services, training, and technology.

 structured authoring methods

» content lifecycle management

“Build trust in ;
)Egﬁ‘gggympu b ‘(Jgggggyom 4 » DITA/XML design and implementation

t‘“
» information architecture
+ content strategy,

» and structured content delivery.
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(e Introduction to the problem

« Our employee handbook was unstructured, out-of-date, and unable to
be easily published in the formats we desired
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( ¢, What we coul/d do with our handbook vs.
what we wanted to be able to do

* Things we could do

 Print the Word document

« Things we wanted to be able to do
« Make collaboration easier
 Reuse some topics
« Track old revisions of specific topics
« Load topics into a component content management system (CCMS)
e Future-proofthe content

* Use variables to provide specific names rather than roles within the handbook
(e.g., “Chris” instead of “COQ”)

precisioncontent.com



Is content that is

It's not microcontent just
because it's small!

precisioncontent.com

Microcontent

about one primary idea, fact, or concept
easily scannable

labelled for clear identification and
meaning, and

appropriately written and formatted for
use anywhere and anytime it is needed



(g, Four Principles of Intelligent Microcontent

@ Focus

Q‘ Function

|§E Structure

:I;OLE Context
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( _') Focus

« Microcontent must be about only one subject
« Allows content to operate as building blocks of information

« "Every Page is Page One"
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Focus

 Where would you look for information about
unplanned absences?

« Unfocused content has a poor “information scent”

COMPENSAUION.......counisiss sssissiissssansesivosss

POV ORDBE ... oot
I RIRIEE s cmssnaviiinasimiassinssnesmianaus

Income tax docuMEeNtS....ceererreeannnnnns

Bonuses and other compensation....
Employee Health Benefits.................

Professional development.................

TIME WAY ..cvvereeenrnereeninsrressiessssssassssassanes

Statutory holidays.......cccceeeeverrnraenannns
Company vacation shutdown ...........
Vacation time and vacation pay .......
ADDORRINICTIES sccisisoses ssssisanivsssssssoancsss
Personal Emergency Leave...............
SICK €aVE...ceeeeereeeeereee e naenans
Compassionate leave .....eeeevveerennnn.

Porentol leove s sannenpmmnis.




\ Hours of work
L ¥ ) Focu S The typical office hours for PRECISI(?N CQNTENT are
9 a.m. to 5 p.m. Monday through Friday inclusive
(excluding holidays). Core hours are between 10:30
: a.m. and 3:30 p.m. During core hours employees are
Information about hours of work — expected to be reachable at their desk outside of
their lunch break. For example, an employee can
work 6:30 a.m. to 3:30 p.m. All employees are
expected to work 8 hours per day, inclusive of a paid
- —» lunch break of one hour. All employees are
Information about lunch breaks encouraged to take a physical break from their
workstation, every day during their lunch break.

Employees may also be expected to work such other
hours as may be requested or required, from time
to time. Employees hired on a part time basis will
have schedules determined on a case by case basis.

Requirem ent for planned absences \ Employees are required to notify Martina Piasecki,
in advance, of planned days away from the office.
Unplanned absences from the office should be
_ reported to Rob Hanna or Chris MacMillan, and to
ReqU|rem ent for Unplanned absences = Martina Piasecki as soon as can be reasonably be

expected.

precisioncontent.com 10



(}, Function

Microcontent must be typed to identify user intent

Precision Content information types
« Reference

« Task

 Concept

 Process

* Principle

"Information is what information does"

11



(9 Function Hours <?f work

Tha csnlmn | il it £ e DIDCTICINAA CAONITOAMT e

Work hour expectations

Full-time employees are expected to work 37.5 hours per week. Unless otherwise stipulated in your

I " o employment contract, your core hours are between 10:30 am and 3:30 pm Eastern Time. During core hours,
Refere nce | nfor m atl on you should be reachable at your desk outside of your lunch break.

w

their lunch break. For example, an employee can
work 6:30 a.m. to 3:30 p.m. All employees are
expected to work 8 hours per day, inclusive of a paid
lunch break of one hour. All employees are
encouraged to take a physical break from their
workstation, every day during their lunch break.

Employees may also be expected to work such other
hours as may be requested or required, from time
to time. Employees hired on a part time basis will
have schedules determined on a case by case basis.

Principle Information \ Employees are required to notify Martina Piasecki,

in advance, of planned days away from the office.

Unplanned absence guideline

In the case of emergencies or unplanned absences, you should attempt to notify your team and project
manager as well as anyone else who will be affected by your absence.

T

precisioncontent.com 12
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Structure

« Microcontent must use predictable patterns and language

« Structured authoring
« Systematic labelling
« Modular, topic-based architecture
« Constrained writing environments

« Separation of content and form

Source: The DITA Style Guide — Best Practices for Authors. Tony Self. www.ditastyle.com

13



(2) What it means to be “unstructured”

Working locations Work locations

PRECISION CONTENT is flexible op an amnlaves’e :
work location if the location alloy > Rules for changing your work location <]

perform their expected duties. If emcpiesaenent> Abstract:

not able to perform their expecte prmcple-article > Short Description: Although Precision Content allows you to choos;)mwotklocaﬁon\

¥ here are crcumstances m which you must discuss your work location with -m [President_and_Co-
location the employes ounder) (Eeyword], [EEyword) 4 [Managing Direcor_and. Co-founder] Eeyword, o [keyword 2
Chris MacMillan pria |

WO' Accounting_and_HR_A dministrator] < keyword).  principie-articie|

that the can discuss - block sub-article > Short Description: If you are unable to perform your expected duties at your location, then you

y g E nust contact 4"[Co-fomda\s]to&scnss&anatemms Precision Content
example Of da Iocat|0| Sh‘ an amrange work space for you with either Regus or Spaces. An example of a Jocation that requires further
discussion is one tha H and private mag 55900 s 00 that does not have refabe internet access

® 1 : gran . » 2 5
access, or a |ocat|on -shondesc ¢ sub-article > Short Description: If you experience a change in your work location for any period exceeding
4 n -<: e business day, you should notfy [KEfWord) 2 [Accounting_and_HR_Administrator] {keyword]

empl.oyee.s or ch.ents. The employ [Probog) [Change hstoryist)> Change History List: < change-istorytst] proiog]
Martina Piasecki of any changes 1
location for any periods exceedin

[prncipiebody >~ [outcome > [p ) If you decide to change work location to outside of Canada, your
nsurance benefits will only remain valid for 60 continuous days @(mcune] < prmciplebody| < topicret]

Precision Content values flexibility and aflows you work virtually as long as you are able to perform your

ermet service is capable of streaming online video conferences
in Content applications and services. If faster service is

vice at your own expense

be conducted in a quiet and private manner. Sensitive
ted in your work space.

pcation
LF

|
lour work location, there are arcumstances in which you

thris McMiltan, or Martina Michalek:
—
E duties at your location, then you must contact Rob Hanna

naements, Precision Content can arrange work space for vou
of a location that requires further discussion is one that does

location for any period exceeding one business day, you

h T

If you decide to change work location to outside of Canada, your insurance benefits will only remain valid

for 60 continuous days

precisioncontent.com
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(¢ 2) Structure

Topic title begins with noun

Employee Health Benefits

PRECISION CONTENT offers employee health
benefits through Sun Life Financial. Full-time
employees who have been employed by PRECISION
CONTENT over three months become eligible for
employee health benefits. PRECISION CONTENT
pays a portion of the monthly premiums.

Employees can find specific details about their
coverage at Customer Care 1-800-361-6212.

Employees must contact Customer Care to set up
access to the client sign-in page.
https://www.sunnet.sunlife.com/signin/mysunlife/h
ome.wca

Topic title begins with verb

Set up benefits

Purpose

To activate your health benefits, you need to follow the procedure

Procedure

Attention If you don't complete the procedure within 30 days of becoming eligible, you will be
required to provide proof of good health.

1. Fill out the Group Benefit Enrollment Form , and email it to the Accounting and HR Manager.
2. Send a hard copy of the form to the Accounting and HR Manager—-

Related links
= Group Benefit Enrollment Form

= Sun Life client sign in page

precisioncontent.com
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(¢ 2) Context

« Microcontent must be easily relatable to other content

* Microcontent is designed to fit within a larger ecosystem of information
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( 2) Context

¥ [@ Your work environment

<» <title= Your work environment

4 I_I" Work environment 1 = @nap format="ditamap"” id="map-279" scope="local" type="map H
2 <title>Your work environment</title»
L J I_I" Work hour EIFE‘CFEIIU”S 3 E <topicref format="dita" href="HRFT_WBLKSN_88& WorkEnvironment.dita" scope="local" type="reference">»
4 = <topicref format="dita" href="HRFT_PRI_We4869_ 88 WorkHourExpectations.dita" scope="local” type="principle”»
I_.I'- Time Tfﬂﬂkﬂ.ng fEQ'Uff'EmE'ﬂf 5 <t0pJ..cr‘e-F format= d%ta href= HRFT_PRI_TE}ADF4_G-B_T1meTr‘ack]..ngReqUJ-.r‘ement.dlta scope="local .ty[-Je= principle”/»
6 <topicref format="dita" href="HRFT_PRI_W824456 88 WorkHourlLimits.dita" scope="local” type="principle"/>
I_.I'- Work hour limits 7 (top%cr‘e-F For‘mat="d%ta“ hr‘e-F="HRFT_REF_OBF?.BE_BB_O!:!er'tlme.tlilta s.'.copef lfcal tyEe= r‘e-.l:'er'ence”f). . )
3 <topicref format="dita" href="HRFT_PRI_T&113C 88 Time-In-LieuPolicy.dita” scope="local” type="principle"/>
|_'|.- Overtime ,Dﬂ”'ﬂ_}'r 9 ('I.:opicr'e-F format="dita"™ hraef="HRFT_TSK_U8113C_88 UseTime-in-lieuForTimeOff.dita" scope="local" type="task"/»
18 </topicref»
i . ; ] - 11 = <topicref format="dita" href="HRFT_REF_W@586B_8& Workinglocations.dita" scope="local" type="reference"»
L. Time-in-fieu ,G'GIJ'C_].-" 12 <topicref format="dita" href="HRFT_REF_H8371B_©8 HomeInternstRequirement.dita" scope="local" type="reference"/»
e ; PURp : 13 <topicref format="dita" href="HRFT_REF_H87BC3_8@ WorkSpaceRequirement.dita" scope="local™ type="reference”/»
L=l Use time-in-lieu for time off 14 <topicref format="dita" href="HRFT_PRI_R8C1E8 8@ RulesForcChanging¥YourWorkinglocat.dita” scope="local” type="principle"/>»
& - 15 <topicref format="dita" href="HRFT_PRI_I®FS3A_88_ In-PersonCompanyMeetingPolicy.dita"” scope="local" type="principle"/>
> = Work locations 16 <topicref format="dita" href="HRFT_PRI_C@BEB2_88 CollaborationToolRequirement.dita” scope="local"” type="principle"/»
L . . 17 </topicref>
|=] Home internet requirement 5 ) jtopicrz+>
19 </map>

=] Work space requirement
|=] Rules for changing your work location

=] In-person company meeting policy

| Collaboration tool requirement

precisioncontent.com 17



(g, Four Principles of Intelligent Microcontent

@ Focus

Q‘ Function

|§E Structure

:I;OLE Context
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(2) Stakeholder interviews

« We identified other topics we would want through stakeholder
Interviews

* Who we interviewed:
 HR Director
* President
« Accounting and HR Manager

« Managing Director

precisioncontent.com



(¢ ¢ Reuse analysis

« We analyzed our content for places where we could leverage DITA's
reuse features

 The employee handbook content set was small enough that we could
do this easily

* For large content sets, reuse analysis should be done
programmatically

21



( 2) How DITA’s reuse features work

[=>Request vacation G

|shorsdesc > 3 Purpose

"[prolog > [change-tastory®st > Change History List:  addhatary ety < change-histocyfist] (prolog]

|msibody > [steps > O Procedure
L @Nh&nvwedspﬁb&ch&yd\maﬂ)wmbywmwam\ia
for approval {cmd] (sieg)]
2[5 [c08) Enter aleave requestin Upland (]

| a. [0 [698) Log in vour Upland account and select Leave Request Manager {cmd)

booapsA CEE— 1
- | |
:7_."_.'.
=

L

e ' B
Uplard wser interface. ]@@@ @w: Dn& Leave Request Manager
window displays. {p] (tepreni]

b. [5858ep) [cB8) In the Leave Request Manager window, select the Create Leave Request button. {cmd]
[stepresuit) Resubt: [ The Create Leave Request form displays {g] stepress]
c. [556p> [cm8) In the form. il in the Reason, Summary, Start Date, and End Date field <cmd]

@ Creote Loave Request

>}
o

precisioncontent.com

> Request a leave of absence G

[shondese > (3 Purpose
These are the steps for requesting a leave of absence. @

“|prolog > | changedustorylist > Change History List:  Addhstoryentry | { changedustocylis|  profoz]

(msibody > [seps > G Procedure
L @E‘)Gﬂwwﬂimwumiwuwojmwdwwluwd&uuc @@

(ep>

[ 0]
b X @m:mwi%@

%mhmuﬁmummmg.g
o [ i
=

EbED ' B tpiond
weer e fonce | Calt] Gomage] {pl (o] [stepresidt) Result: [p) The Leave Request Manager window
dsplays {g] (teprest]

b. [nbstep) [cmd) In the Leave Request Mamager window, select the Create Leave Reqoest buston {and]
[stepressit> Resubt: (£ The Create Leave Request form displays {p) (stepresult]

. @uuhahumw.mmummuSﬁ

L
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(2) How DITA’s reuse features work

=>Request vacation G

<step id="step 2" cla "—- toplc/li task/step ">
<omd class="- topic/ph task/cmd "»Enter a leave request in Upland</cmd:>
<3ubsteps id="substeps_35009" class="- topic/ol task/substeps ">
<substep 1 class="- topic/li task/substep ">
<omd o =="- topic/ph task/cmd ">Log in your Upland account and select

Leave Request Manager.</cmd>

<info class="- topic/itemgroup task/info ">
"- topic/p "»<image height="170" href="Images/Upland_ l.jpg"™ class="- toplic/image ">
<alt clas=="- topic/alt ">Upland user interface.</ alt>
</image=</p>
</info>
<gtepresult class="- topic/itemgroup task/stepresult ">
<p class="- toplic/p ">The Leave Request Manager window displays.</p>
</stepresult>
</ subatep>
<substep id="substep2”™ claszs="- topic/li task/substep ">
<cmd class="- topic/ph task/cmd ">In the Leave Regquest Manager window,
select the Create Leave Request button.</cmd>
<gtepresult class="- toplc/itemgroup task/stepresult ">
<p clzzz="- topic/p ">The Create Leave Bequest form displays.</p>
</stepresult>
</ substep>
substep3” class="- topic/li task/substep ">

"- toplc/ph task/cmd ">In the form, £ill in the Reason, Summary,
Start Date, and End Date field.</cmd>
<info class="- topic/itemgroup task/info ">

<image hesigh href="Images/Upland 3.jpg" class="- topic/image ">
="- topic/alt ">The Create Leave Request form.</alt>
</ image>
<finfox>

</ substep>

precisioncontent.com

These are the steps for requesting a leave of absence (WI

(peolog > [change hustonist > Change History List:  Addhstoryensy < changeustoryist] { profog]

[tasibody > [sueps > O Procedure

L @@Gﬂwo\'ﬂimvumh««woy&tm«oﬁwknrofﬂrwme @@

<taskbody class="- topic/body task/taskbody ">

="- topicfol task/S/steps ">

lass="- topic/li task/step ">

<cmd class="- topic/ph task/cmd ">Get approval
from your supervisor or project manager of your
leawe of absence.</cmd>

LlaLens
<step conr=f="HRFT_T3K RO3F0& 00 RequestVacation.dita#task 5005/step 27
clazs="- topic/li task/S/step ">
<omd clazs="- topic/ph taskfcmd "/
</ step>
</steps>
</ taskbody>

b. [mbstep) [cmd) In the Leave Request Manager window, select the Create Leave Reqoest buston {omd]
[stepressit> Resuit: [p The Create Leave Request form displays {p] (stepresult] (subssep]

. @hd}ﬁrﬂ.ﬂh&m&mﬁmbne,:ﬂ&dmm&u@

£ Create Leave Reguest . l - '.

E—

P =

¥ |

. 0

23



fuzzy matches
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(¢ ¢ Reuse analysis methods ifioo
‘{ .- .. b °
‘ s o o. *
‘ s’ o o.
‘ R '°
“l ..
If you want ... | then the solutionis a ... ’
exact matches custom XQuery script with hash functions o

third party content analysis tool such as DCL, Stilo

Stemming vs Lemmatization

change
N
changing ™\
changes >
changed "i;//!
e
changer

change

"

changing . ™\

changes

changed =~ _~
//’/
changer

Image source: “Introduction to Stemming and Lemmatization (NLP). Prateek Sawhney. https://tinyurl.com/msey55du
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( _') What does the reuse analysis script do?

N
Generate a database from the content set
/
)
Map text strings to the number of times they appear
J
N
Gather information of each text string
(such as its file name, manual name, and word count, etc.)
J
)
Generate a report in CSV format

precisioncontent.com



(2/ Grouping content

Opting-into employee benefits Income tax documents

Employee referral bonus amounts Pay date Bonuses

Terminations Policies for resolving payroll errors

Refer an employee
Employee benefit eligibility
Resignations Employee referral bonus pay schedule

Opting-out of employee benefits Exit interviews

Pay stubs

26



(2/ Grouping content

Employee information Payment information
Opting-into employee benefits Income tax documents
Employee referral bonus amounts Pay date Bonuses

Terminations Policies for resolving payroll errors

Refer an employee
Employee benefit eligibility
Resignations Employee referral bonus pay schedule

Opting-out of employee benefits Exit interviews

Pay stubs

27



(2/ Grouping content

Opting-into employee benefits Income tax documents

Employee referral bonus amounts Pay date Bonuses

Terminations Policies for resolving payroll errors

Refer an employee
Employee benefit eligibility
Resignations Employee referral bonus pay schedule

Opting-out of employee benefits Exit interviews

Pay stubs

28



(2/ Grouping content

Employee exit Employee benefits Payroll and compensation
Opting-into employee benefits Income tax documents
Employee referral bonus amounts Pay date Bonuses

Terminations Policies for resolving payroll errors

Employee referral policy Refer an employee

Employee benefit eligibility
Resignations Employee referral bonus pay schedule

Opting-out of employee benefits Exit interviews

Pay stubs

29
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We drafted an outline for all our topics

File Home

AutoSave @

Insert Draw

D~ @

G22 - fe

1
2
2
4
g
&

T
8
a
10

Section

Intreduction

Terms in this handbook

Handbook audience

Handbaook signature policy

Mission statement

Corporate culture

¥ our work environment

‘wark hour enpectations

Time tracking requirement

‘work hour limits

Overtime

Time-in-liew policy

Use time-in-lieu for time off

‘work locations

Home intermet requirement

Fiules for changing your working location
In-person office meeting policy
Collaboration tool requirement
SharePoint

Outlack

Zoom

Teams

Payroll and compensation

Pay stubs

Paydate

Settling payroll enars

Income tax decuments

Eonuses

Emplayee referral policy

Reler an employes

Employee referal bonus amounts
Employee referral bonus pay date
Emplayes benefits

Heazlth berefit premiums

Employes benefit eligibility

Setup heslth benefits

Emplayes benefit plan chaices
Opting-out of employee health benefits
‘workplace Standards Insurance Board exem|
Travelinsurance policy for employees who ha
Employee and family assistance program
Vacation and holidays

Vacation palicy

acation entitlement year

Vacation aconual policy

Eiznked vacation and rollover policy
Company vacation shurdown

Request vacation

Vacation approvals

Statutary haolidays

Reguirement to use vacation time during shut
Leave of Absence Policies

Peizonal appointment policy
Unplanned absence policy

Sick leave

Sick leave make-up

Bereavement leave

Palicy far requesting additionzl bereavement
Pregnancy and parentsl leave
Preanancy leave eliaibilit

PCAS Handbook Inventory & = Saved =

2 Search (Alt~Q)

HRFT_PRLHOBSE0_00_HandbookSignaturePaolicy

HRFT_PRLTOADF4_00_TimeTrackingRequirement

HRFT_REF_HO3T1E_00_HomelnternetRequirement
HRFT_PRLROCIES_D0_RulesForChanging' our'vorkinglocat
HRFT_PRLIOF334_00_In-PersonDfficeMestingPalicy
HRFT_PRLCO8EGZ_00_CollaborationToolRequirement

HRFT_REF_POCFBE_00_PayrollindCompensation

HRFT_REF_EDAF1F_00_EmployesReferalBonusfmounts
HRFT_REF_ENSEOE_00_EmployesReteralBonusP aylate

HRFT_REF_E03540_00_Employ==Bensfitlgibilit

HRFT_REF_EODF43_00_EmployesBenesfitPlanChaices
HRFT_REF_O0EDAE_00_Dpting-CutOfEmployeeHealthBensfic
HRFT_REF_WODE16_00_\WorkplaceStandardsinsuranceBoardE
HRFT_REF_TOS0DE_00_TravelnsurancePolicyForEmployees
HRFT_REF_EN3023_00_EmploveeAndFamilAssistancePragra

HRFT_REF_VOFG44_00_\acationEntitement'rear

HRFT_PRLB040FC_00_BankedWacationAndRallaverPolicy
HRFT_REF_CO36EE_00_CompanyVacationShurdown

HRFT_PRLR02076_00_RequirementTolselacation TimeDur
HRFT_OTH_LOTTEE_00_LeaveDlAbsencePalicies
HRFT_PRLPO3031_00_PersenaldppeintmentPalicy
HRFT_PRL_UOS00B_00_UrplanneddbsencePalicy

HRFT_PRLPOSICA_D0_PolicyForRequestingAddiionalBere
HRFT_REF_PO30F1_00_PregnancyfndParentall eave

Page Layout Formulas Data Review View Developer Help Acrobat
2l il =
E = E F G
Structure Person HeadingLev Infarmation Ty Purpoze Map Name File Name
Introduction Pei Reference  Introduction to entire HRFT_MAP_ISAECA_O0_Intrody HRFT_REF_IDAECA_00_Introduction
Terms in this handbook Pei Hz Reference HRFT_REF_TOBGFZ_00_TermsinThisHandbook
Handbook sudience Pei  Hz Reference HRFT_REF_HO3E66_00_HandbookAudience
Handbook signature policy Pei Hz Principle
Missian statement Pei  HZ Reference HRFT_REF_MOFES0_00_MissionStatement
Corporate culture Pei Hz Reference  honesty, innovation and caring HRFT_REF_COS703_00_CorporateCuliure
*Your work enwironment Pei  H1 Fieference HRFT_MAP_vS8BC0_00_Y ourt HRF T_REF_YDBECO_00_Y ourwarkEnvironment
‘wark hour enpectations Pei Hz Principle HRFT_PRI_\04863_00_orkHowEspectations
Time tracking requirement Pei  H3 Principle
‘whark hour limits Pei H3 Reference  Combine with Wark hour ernpectations, possibly using = HRFT_REF_W03446_00_\WarkHourLimits
Owvertime Pei  H3 Rieference HRFT_REF_O0F30E_00_Cwerime
Time-in-lieu policy Pei  H3 Frinciple Insert a section under here about what itis and how to L HRFT_PRL_TOTI3C_00_Time-In-LisuPolicy
Use time-in-liewu for time off Pei H3 Task
ork locations Pei  Hz Reference HRFT_REF_W0S0BE_00_workLocations
Home internet requiremant Pei H3 Reference
Flules for changing your working location Pei H3 Frinciple
In-person office meeting policy Pei H3 Principle
Callaboration tool requirement Pei  Hz Frinciple Done
SharePaint Pei H3 Principle Done HRFT_PRLS02CE4_00_Sharepoint
Outlook: Pei | H3 Principle Dane HRFT_PRLOOT106_00_Outlack
Zoom Pei H3 Principle Done I .IHRFT_PRLZUZ?BS_UU_ZDDm
Teams Pei  H3 Principle Dane HRFT_PR_TO2316_00_Teams
Payroll and compensation Pei H1 Reference HRFT_MAP_PSCFBE_O0_Payrc
Pay stubs Pei  Hz Reference HRFT_REF_P04332_00_PayStubs
Paydate Pei  Hz Reference HRFT_REF_POETSF_00_PayDate
Settling payroll enors Pei Hz Principle HRFT_PRLS00AFA_00_SettingPayrollErors
Income tax documerits Pei  Hz Reference HRFT_REF_IDESE3_00_IncomeT a:Documents
Bonuses Pei Hz Reference HRFT_REF_E034F7_00_Bonuses
Employee referral policy Pei  H1 Rieference HRFT_MAP_ESF46F_00_Emplo HRF T_REF_EOF46F_00_EmployesReterralPalicy
Refer an employes Pei Hz Task HRFT_T3K_ROHCE_00_ReferfnEmployes
Emplayee referral bonus smounts Pei  Hz Feference
Employee referral bonus pay date Pei Hz Reference
Emplayes benefits Pei  H1 Reference HRFT_MAP_ES2FE7_00_Empla HRFT_REF_EOZFET_00_EmployesBensfits
Health benefit premiums Pei Hz Reference HRFT_REF_HO3C33_00_HeakhBenefitPremiums
Emplayee benefit eligibility Pei  Hz Reference
Set up health benefits Pei Hz Task HRFT_TSK_S08T3E_00_SetUpHealthBenefits
Emplayee benefit plan choices Pei  Hz Feference
Opting-out of employes health benefi=  [Pei | H2 Reference
‘Warkplace Standards Insurance Board en: Pei Hz Feference  Done
Travelinsurance policy for employees wlPei H3 Reference
Employee and Family assistance program | Pei Hz Reference
Wacation and holidays Pei  H1 Reference HRFT_MAP_WSEBAT_O0_Yaca HRFT_REF_VOEBAI_D0_YacatonAndHolidays
Vacation policy Pei Hz Reference HRFT_REF_VOBEZS_00_YacationPolicy
acation entitlement year Pei Hz2 Reference
Vacation acomal policy Pei Hz Reference HRFT_REF_AOOCEE_00_VacationAcorualPolicy
Bianked vacation and rollaver policy Pei | Hz Principle
Company vacation shutdown Pei Hz Reference
FRlequest vacation Pei  Hz Task Changed from Processto Task HRFT_TSK_RO3F0A_00_Requestiacation
Vacation approvals Pai Hz Reference HRFT_REF_VOTE1E_00_VYacationApprovals
Statutary halidsys Pei  Hz Reference  Addin dates here for 2021 HRFT_REF_S01F45_00_StatutaryHolidays
Requirement ta use vacation time during Pei H3 Principle
Leave of Absence Policies Kathrun H1 Other HRFT_MAP_LSTTEE_00_Leave
Personal appointment policy Kathryn H3 Principle
Unplanned absence policy Kathrun HZ Principle Define this further, wou do not need to ask for parmissio
Sick leave Kathryn HZ Reference HRFT_REF_S04006_00_SickLeave
Sick leave make-up Kathrun H3 Reference HRFT_REF_S08216_00_SickLeaveMalke-Up
Eiereavement leave Kathryn Hz Reference HRFT_REF_BO1E10_00_Bereavement_eave
Palicy for requesting additional bereaver Kathryn H3 Principle
Pregnancy and parental leave Kathryn Hz Fieference
Preanancy leave eliaibility Kathrun H3 Peference
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Mission statement

Corparate culture

Wour work enviranment
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Time tracking requirement
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Time-ir-lieu policy
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Set up health benefits
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Wacation and holidays

Vacation policy
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Columns in our outline

« Section  File Name
- Person * Scope
* Type

 Heading Level |
e Variant

* Information Type

 Purpose

* Map Name
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@) Example topic in our outline *ii:; -

precisioncontent.com

Section

Person

Heading Level

Information
Type
Purpose

Map Name

File Name

Work hour limits
Pei
H3

Reference

Give the maximum hours employees can work per day.
HRFT_MAP_Y58BCD_00 YourWorkEnvironment.ditamap
HRFT REF _W09446 00 WorkHourLimits.dita
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( 2) How we tackled this as a team

* For each topic in our outline, we created a DITA file in our component
content management system (CCMS)

« We divvied our topics among the three of us using DITA maps
« Each team member edited and rewrote content in Oxygen XML Editor

e QOur CCMS let us set up automatic workflows

Heretto <oxygen/>

XML Editor
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Content suitable for a CCMS...

« Has a lifecycle

* Receives incremental changes

« Has arequired workflow

 Is the responsibility of a team

* |s assembled from smaller pieces

« Has statuses that need to be tracked (e.g., draft, expired, active)
* Will be reused

 Could be translated
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(}/ How information types inform writing
style

e Semantic structure of topics and blocks
* Rules for titles

* Rules for short descriptions

« Writing style for voice and tense

« Specific authoring models
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( ¢ Strategic rewrites

In-person office meetings In-person company meetlng pOIICy

Employees living less than 60 km from the
PRECISION CONTENT headquarters at 7111 Syntex
Dr. Mississauga are expected to be able to attend

meetings as needed at headquarters or other * The expected frequency of in-person meetings is based on the distance between your location and
facilities any work day at their own expense. the meeting location

You are required to attend in-person company meetings from time-to-time. The time and location of in-
person meetings will be provided to you as soon as available.

Employees living between 60-120 km from the

PRECISION CONTENT headquarters at 7111 Syntex ¢ Depending on the distance of travel, Precision Content may reimburse reasonable travel, meal and
Dr. Mississauga are expected to be able to attend lodging expenses.

meetings as needed at headquarters or other

nearby facilities up to twice per month at their own Applicabllity

expense.

Based on your location, the expected frequency of your in-person meetings may differ.

Employees living beyond 120 km from the

PRECISION CONTENT headquarters at 7111 Syntex Table 2: Expected frequency of in-person meetings
Dr. Mississauga are expected to be able to attend
meetings, including training, as needed at If you live... You are expected to attend in-person meetings...
headquarters or other nearby facilities up to six
times per year at their own expense. These less than 60 km from the meeting location, on any workday at your own expense.
employees are required to submit receipts for food

d lodging t i imb t for oth . . .
anc 1odging o recelve reimbursement far other 60 - 120 km from the meeting location, up to twice per month at your own expense.
related travel expenses.
Employees required to travel more frequently to the , , o
PRECISION CONTENT headquarters than otherwise 120 - 500 km from the meeting location, up to six times per year at your own expense.
stipulated are required to submit expense claims for
mileage at $0.555/km for reimbursement of travel beyond 500 km from the meeting location, as needed at the expense of Precision Content.

expenses.

Travel distance is always calculated by Google Maps
using the most direct route to PRECISION CONTENT
headquarters. Highway tolls for trips to the office Related links
are not reimbursable.
= In-person meeting expense reimbursement policies on page 50

precisioncontent.com 36
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We then moved
our Issues Iinto a
spreadsheet

Here, we
categorized issues
by nature and
status

precisioncontent.com

Issue tracking

O Search (Alt+Q)

September 2021 Qutstanding Issues List & = Last Modified: 23m ago ~

File Home Insert Draw Page Layout Formulas Data Review View Developer Help Acrobat
AutcSave D B o3 -@®~2 2| <
Al o £ || No.
A B . c . D | E | F
1 |No. llssue Nature of the issue  Status N Page Notes
2 | 1 Unbold the abstract oTT Resolved 9
3| 2 Indent tables to align with the text oTT Resolved 9
The text:style-name value for Related
links is
3 Change autotitle in related links block from "In this section" to "Related links" aTT Blocked . )
" 3c_title_3e_ 20_in_20_ 3c_block_3
4 | e "
Delete the automatic text in related links block that says "This section contains
B ) OTT Blocked 10 o
5 | the following topics:" Next step: save this file you have open AS
6 | 5 Turn hyperlinks blue oTT Resolved 10
7| 6 Prepend an arrow icon to all hyperlinks oTT Blocked 10 Update, Sep 2 at 11am. If | use the fixed t
Add chapter title "Your work environment" between "Corporate culture" and B . .
) A DITA Resolved 11 Fix navtitles in DITA
8 | "Work hour expectations" topics
9| 8 Remove short description on related links oTT Unresolved 11 You can find the template here: This PC >
10 9 Remove "Statement” autotitle from Principle topics oTT Blocked 11
Currently they are indented at the
10 Indent substeps oTT Resolved
1 same level as steps
12| 11 Indent images to align with substeps oTT Resolved 13
Add "Expected result" autotext inline for "Result” element text in Procedure
) aTT Unresolved 13
13 | topics
A table header row starts on page 14
13 Fix orphans/widows oTT Resolved 14 but the table continues on page 15.
14 Don't break up tables across pages.
15| 14 2 column layout needs to be indented and aligned with text oTT Unresolved 26
16 | 15 Indent bulleted list inside steps oTT Resolved 37
17| 16 Remove white space after processes and tasks ? Unresolved 43
18 | 17 Fix "Error: reference source not found" showing up in place of page number DITA Unresolved 45
19 18 Remove related links from chapter page DITA Unresolved 57
You should achieve this b
19 All topics should have a left-indented H1 DITA Unresolved . v
20 | reorganizing the DITA
Make "Results of risk assessments" a block under the "Workplace violence and
. N . DITA Resolved 66
21| harrassment risk assessment" topic
22 | 21 Delete redundant topic "Retained document confidentiality policy” DITA Resolved 69
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(¢ ¢ Content governance

* Originally, there wasn’t a clear strategy in place for updating or
maintaining the content

« All content updates were sent to one specific employee

 What we needed from a governance strategy
« Regqularly scheduled revisions

» Clearly defined roles
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Yearly meetings

« We established yearly meetings with HR and senior leadership
« Changes to the employee handbook can be proposed at any time

« Every year, we review the proposals and choose which ones to
Implement

« Changes can happen immediately if they are the result of federal or
provincial law

40



Unlocked benefits of microcontent

« Content is ready to be quickly transformed into other formats
 We can “Create Once, Publish Everywhere” (COPE)

« Topics can be reused rather than rewritten

« Qur content can act as a “single source of truth”

« The CCMS allows for much smoother collaboration

« Automated workflows makes governing the content lifecycle easier
e Our content is now written according to a (micro)content standard

e Our microcontent can fuel Al-powered conversational interfaces

a1



icrocontent to Chatbot

s PCAS_CO_C7898A_00_category-table.dita X

concept  conbedy block p oul i op
Category table
® Definition
A category table is a table used to describe the attributes of non-comparable items.
“(© Structure of a category table
A category table lists
# the items being compared down the left side of the table. and
* the attributes of the items across the top of the table.
“@ Rationale
‘We read across the page from left to right. This left to right structure allows the user to
* find the item they want information about, and then
* read the corresponding attributes and values for that item.
“(») Example
This table describes items from a house inventory.
“item (Material Size (length x width x [Colour [Number
height)
Kitchen chair Faux leather 20" x 20"(w) = Black 8
142"(h)
Kitchen table Mahogany 96"([) x 42"(w) = Dark brown 1
36'()
Sofa Velour 78" x 40"(w) = Red 2
140"(h)

precisioncontent.com

Girish 2:36 AM
PcInfo What is category table

Pcinfo 2:36 AM
@ A category table is a table used to describe the attributes of non-comparable items.

This was helpful Not Helpful

Girish  2:37 AM
Pcinfo Can you show me example of category table

Peinfo 2:37 AM
& This table describes items from a house inventory.

Item Material Size (length x widthx  |Colour INumber
height)
Kitchen chair[Faux leather 20&quot;(l) x 20&quot; [Black 8
(w) &times; 42&quot;(h)
Kitchen table{Mahogany 96&quot;(l) x 42&quot; [Dark brown n
(w) &times; 36&quot;(h)
ISofa elour 78&quot;(l) x 40&quot; [Red 2
(w) &times; 40&quot;(h)

This was helpful Not Helpful
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Microcontent to PowerPoint

s PCAS_CO_C7898A_00_category-table.dita X

concept  conbedy block p oul i op
Category table
@ Definition

A category table is a table used to describe the atiributes of non-comparable items. \

“(© Structure of a category table
A category table lists
# the items being compared down the left side of the table. and

* the attributes of the items across the top of the table.

“@ Rationale
‘We read across the page from left to right. This left to right structure allows the user to

* find the item they want information about, and then

* read the corresponding attributes and values for that item.

“(») Example

This table describes items from a house inventory.

7 Item (Material Size (length x width x [Colour [Number
height)
Kitchen chair Faux leather 20" x 20"(w) = Black 8
142"(h) A
Kitchen table Mahogany 96"([) x 42"(w) = Dark brown 1 /
36"(h)
Sofa Velour 78" x 40"(w) = Red 2
140"(h)

precisioncontent.com

©

PRECISION
CONTENT

A category table is a table used to describe the attributes of non-

comparable items.

Example

Kitchen Chair
Kitchen table

Sofa

Faux leather
Mahogany

Velour

Smi20"{1) x 20"(w) x 42" (h)
96"(1) x 42"(w) x 36"(h)

78"(1) x 40" (w) x 40" (h)

Black

Dark brown

Red

1
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Conclusion

By paying close attention to the

« focus

« function

« structure, and

« context

of the content,we have improved its

usability and potential.
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