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The preceding online help file contains multiple problems. The poor reader simply wanted 
to find out how to change fonts. However, the writer seemed to be more concerned with 
describing all the options available on this screen. Consequently, the reader had to wade 
through quite a bit of extraneous information about other parts of the screen before hitting 
the part about changing fonts. To correct this problem, the writer should have created two 
help files—one on changing backgrounds and another on changing fonts. 

The reader wants information quickly, but the preceding online help file makes it hard to 
find the relevant information. For example, the reader needs to know which menus to 
access. This information resides in the online help file, but it is diffuse rather than focused. 

Finally, the information on fonts (“The Arial and Helvetica fonts are sans-serif ”) is fairly 
worthless in an online help file. Readers want quick recommendations. 

The online help file shown in Example 11-3 provides improvements. 

EXAMPLE 11-3 Online help (improved) 

Changing Fonts

To change fonts, do the following: 

1. Select File->Properties. The Display Properties screen looks as follows:  

2. Select the desired font (from the highlighted section).

3. Select the Apply Property Changes button. Note that the program will make no 
font changes until you select this button. 

We recommend the Arial or Helvetica fonts as they are the most readable online. The 
Times font is useful for printing lengthy screens since it looks nicer than Arial or 
Helvetica on paper. Courier is only valuable when accessing the built-in spreadsheet; 
otherwise, Courier is hard to read online and on paper.
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