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1. Introduction 
This guide is for anyone writing end user documentation for Picis products. It is aimed at the 
Documentation Group. This guide does not describe how to use the formats found in Picis 
templates – for that information look within the templates. 

Content highlighted in yellow is new or changed since the previous revision. 

2. Terms Used in This Document 
 
“Title caps”: Capitalization of the first letter of all words except articles, conjunctions and short 
prepositions. Example: Adding Medications and Fluids to the Patient Chart 

“Initial caps”: Capitalization of the first letter of the first word in a sentence/list item. Example: 
Adding medications and fluids to the patient chart 

“Internal caps”: Capitalization of the first letter of each word in concatenated text (e.g. file 
names). Example: AddingMedicationsAndFluidToThePatientChart 

“Xrefs”: Means cross references. 

3. English Usage 
 Use U.S. English 

Note: With quotes…any following period or comma goes inside the quotes. E.g "…clinical 
modules." However, colons, semicolons, question marks and exclamation marks 
always go outside the quotes. 

Note: With parentheses…if the parentheses are part of the same sentence as the preceding 
text, the final period goes outside; if the parentheses start a new sentence the final 
period goes inside. Examples:  
Before exiting the program be sure to validate (document). 
Before exiting the program be sure to validate. (Otherwise the fluid balance will be incorrect.) 

 Use active voice as much as possible.  

 Be positive, stating what users can do in preference to stating what they cannot do. 

 Use left justification (ragged right margin). 

 Do not use soft returns as they cause localization issues. (The only exception is inside boxes 
for cautions and notes where we sometimes have no choice…I will soon change our Flare 
templates to avoid this issue, but until then it is okay to use them in this situation.) 
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Sticky Note
Change this to say surround the window name in quotes because it can otherwise be difficult to read and there is sometimes ambiguity especially if the capitalization used in the window is strange.
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