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SE Overview
Introduction

SE was developed in the late 1970's by the Association Européenne
des Constructeurs de Materiél Acrospaual (AECMA) and the
Acrospace Industrics Association (AIA) in response 10 the need to
write complex information clearly and concisely.

SE is a subcategory of English. It uses a limiled vocabulary and a

set of grammar rules that help you create documents an intemnational
audience can easily understand.

The SE dictionary includes 1500 approved words with single
designated meanings. The SE rules:

*» limit the varicty of words used
= develop standard grammatical constructions
» assign one clearly defined meaning to each word.

The Simplified English Handbook provides technical writers the
foundation for understanding SE. You can use this handbook
independent of the Guide 1o the Simplified English Analyzer (SEAN).



Philosophy

Documents written in SE arc casy for your audience to lcam and
understand. Although more precise than everyday English, SE
cannot be used 10 describe abstract or mathematical materials. SE
makes specific allowances for technical terms that cover such ilems
as:

* paris nomenclature
» mathematical/scientific/enginecring terms
*» lechnical names.

The AECMA/AIA committce chose words for their simplicity and
relationship with other languages, For example, occur is more
internationally understood than happen and was chosen for that
reason,

In SE, words have restricted uses. 70 fall is used to indicate the idea
of gravity, not the idea of a decrease in quantity. The expression the
pressure falls is no longer available to you when following the SE
rules. You must instead write the pressure decreases.

Only one word is assigned 1o each set or associated group of
meanings. Start cannot be a synonym for begin, commence, or
initiate.

The SE diclionary contains a limited number of short, common words
(approximately 1500, excluding nomenclature), The AECMA/AIA
committee carefully selected and defined these words, using
Webster's International Dictionary as the source for the definitions.
The committee eliminated all possible ambiguities and chose the
clearest word to convey the appropriale meaning.



Purpose of the SE Rules

SE provides a subcategory of English that non-proficicnt English
speakers can quickly lcarn and understand. The rules define which
grammatical constructions and words arc allowed in new documents,
Writers from such differemt locales as California and England can
write documents to the same standard,

In many different ways, SE can help you creaie a document that
conveys cxactly one meaning to your audicnce.

Implementation

SE, il used properly, will help you o logically organize the steps in
an instruction. The sample below illustrates a comparison of text
writien in Standard versus SE.

Example: Standard

1. Onfueling control panel move power switch to
ON. Check that power switch and overfiow
lights are extinguished. Ensure that shutoff
vaive lights are illuminated.

2. Pressurize refueling system and check that
outer wing tank overflow lights illuminate,
shutoff valve lights remain ON and that fuel
does not flow into tanks.




Example: SE

1. Onthe fueling control panel, setl the power
switch ON.

Make sure that:

. power light and overflow valve lighls are off
. shutoft valve lights are on.

2.  Apply pressure to the refueling system.

Make sure that:

= the lights for the overtlow valve of the outer
wing tank come on

. shutoff valve lights stay on

= fuel does not flow into the tanks.

Benefits

SE gives you the opponunity to write clear technical documents
without making them sound tedious, Also, SE may help to reduce

the size of your document and the amount of time needed 1o produce
it.

SE will help you create documents that are more accessible for an
international audience. Cosily errors can be prevented when
documentation is clearly written.

10



A Different Approach to English

SE documents are casy 1o read. Anyone with a basic understanding
of English can casily read documents writien in SE.

Writing in SE is diffcrent.  You must have an excellent command of
the English language to write properly in SE; including a strong
knowledge of mechanics and grammar.

The SE rules are not a complete sct of grammar rules that can stand
alone. SE can only supplement the existing rules of English
grammar by requiring the writer to reduce the complexily of sentence
structure. The disciplined SE structure still allows you (o use
stylistic devices, as long as they conform to the SE rules.

There are thousands of technical terms used by the aerospace
industry, and more arc created every day. The SE dictionary does
not include technical terms, but they can be added to the list to fit the
needs of your particular document.

The following tnstructions and tutorial will help you develop your
understanding and mastery of SE. Once you are familiar with the
vocabulary and the rules, your SE documents will be better structured
and more concise. After writing some practice sentences, you will
beuer understand how SE simplifies your documents.

11
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Using SE
Overview

This section cxplains the rules for writing documentation in SE.
Though SE is similar to standard English, SE has a specified sel of
37 rules. These rules are divided into six sections; Vocabulary,
Nouns, Verbs, Sentences and Paragraphs, Punctuation and Word
Count, and Wamings and Cautions.

Each rule includes an explanation and a specific example showing the
difference between standard English and SE.

An extended example illustrating many of the SE rules is provided at

the end of this scction. The approved SE vocabulary is lisied in
Appendix A,

Vocabulary

Of the 37 SE rules, six relate directly to the use of vocabulary. They
are listed here with examples that highlight the function of the
limited vocabulary.

Rule 1: Choose the words for procedures, technical names, and
manufacturing processes from the SE dictionary.

The 1500-word SE dictionary is found in Appendix A. When writing
in SE, look in the SE Dictionary for acceptable words.

In SE, you will often have 10 repeat the same word many times in
one text. This is necessary because of the limited number of words

13




and their strictly defined meanings. This repelition of words helps
the rcader 1o understand the text. Do not confuse the reader by using
different words to describe the same thing. Once you have chosen
the words to describe something, continue to use these same words,
particularly for technical names.

Rule 2: Use each SE word so that it adheres to its assigned part
of speech.

Each SE word has been assigned a single part of speech. All pars
of speech are included in the SE Dictionary with the exception of
pronouns and interjections.

The limited vocabulary includes verbs, prepositions, conjunctions,
adjectives, adverbs, and nouns, In this limited vocabulary, SE uses
one universally accepted word to represent a group of synonyms.

Example: Standard
abandon
cease
haht
discontinue
SE
stop
Although abandon, cease, halt, and discontinue all have the same

meaning, stop is used in the SE Dictionary to represent these
synonyms for its clarity,

14




Rule 3: Use approved words only as defined in the SE
Dictionary.

Using words defined in the SE dictionary maintains the one-word,
one-mcaning structure,

Example: Standard
Assess the quantity of fuel needed.
SE
Calculate the quantity of fuel necessary.
Because assess is not an approved word as defined
in the SE Dictionary, substitute the word calculate.

Refer to the SE Dictionary whenever you are unsure
if a word is available for you to use.

Rule 4: Technical names and manufacturing processes are the
only unapproved nouns allowed by SE.

When deviating from the 1500 word vocabulary, it is acceptable to
use unapproved words when referring to specific technical names and

‘manufaciuring processes. Refer to the name or process by the same

noun each time it is referred to.

Example: Most threaded fasteners on the L-1011 jet transport
aircraft are Tri-wing developed by the Phillips Screw

Company. Other types in general use are: Torq-Set
and Hi-Torque.

15




Although the words Tri-wing, Torg-Set, and Hi-Torque are not listed
in the SE Diclionary, they are acceptable because they are technical
names.

Rule 5: Use the shortest and simplest technical name for any
particular object,

When several technical names apply to a particular object, refer to
the SE Dictionary for the appropriate choice. The words in the
dictionary were chosen for their international acceptance.
If a technical name is not in the SE Dictionary, use the simplest
possible unapproved technical name and use the term consistenty.
Do not use technical jargon that would confuse the reader,
Example: Standard

Pylon cluster unit of the wing.

SE

Wing pylon.

'Ri:le 6: Make Instructions as specific as possible.

When describing a procedure, write clear and concise sentences to
make the instructions more understandable to the reader. Do this by
writing only one instruction per sentence.

Example: Standard

Examine incoming analog signal strength and
digitalize the signal with a digital processor unit.

16



SE

1. Examine the analog signal.
2, Change it to a digital signal.

Nouns

SE has specific grammar rules that apply 10 nouns. These rules
cover the use of noun clusters and articles.

Noun Clusters

Rule 7: Break up noun clusters which have more than three
nouns.

A noun cluster is three or more nouns that are not broken apart by
punciuation or conjunctions.

Example: Standard
Engine exhaust gas temperature
SE

Temperature of the exhaust gas from the engine

17



Articles Before Nouns

Verbs

Rule 8: Put an article or a demonstrative adjective before nouns.
Use the, an, and a in front of all nouns to help clarify text.
Example: Standard

Stop start procedure.

SE

Stop the start procedure.

SE has specific rules that have to do with verbs. These rules include
forms of tense, use of past participle, use of active voice, and caution
against verb omission.

Rule 9: Use non-SE verbs only if they are manufacturing
process words.

Specialized manufacturing terms can be used in SE documentation
when there is no corresponding SE word. Use these specialized
terms as verbs only in specific manufacturing processes.

18




Samples of SE acceptable manufacturing process verbs:

anncal bond
buff bumish
crimp cure
drill extrude
grind insulate
magnetize mill
normalize ream
ream remetal

Forms of Tense

Rule 10: Use only the present tense, past tense, and simple
future tense.

Present, past, and simple future are the only three verb forms allowed
in SE. Other forms are not allowed.

Example: Standard
adjusting
SE

adjust, adjusted, will adjust

19




Use of the Past Participle

Rule 11: Use the past participle only as an adjective—either
with a noun or after the verb to be or fo become.

A past participle can only be used as an adjective to modilying a
noun or after verbs of the form to be.
Example: SE

Connect the disconnected wires again.

This example shows disconnected is used as a
adjective to modify wires.

The wires become disconnected.

This shows disconnected follows the verb become.
Rule 12: Do not use the past participle with a helping verb to
make a complex verb.
Do not create complex verbs thal use past participles.
Example: Standard

has adjusted, can be adjusted, will be adjusted, must
be adjusted

SE

is adjusted, you can adjust, will adjust




Use of Active Voice
Rule 13: Let the verb show action.
In the active voice, the verb shows the action. In passive voice,
which is avoided in SE, the subject is acled upon, rather than
performing the action.
Example: Passive
The meter gives an indication of 450 ohms.

Active

The ohmmeter shows 450 ohms.

Rule 14; Use active voice in procedures, descriptions, and
operations.

In each of these three cases, active voice is mandatory for clarity and
ease of understanding.

Example: Passive

The procedures have been made the same by the
manufacture to decrease the maintenance time.

Active

The manufacturer made the procedures the same {0
decrease the maintenance time.




Passive

The circuits are connected by a switching relay.
Active

A switching relay connects the circuits.

Passive

The main gear leg is held by the side stay.
Active

The side stay holds the main gear leg.

Rule 15: Write verbs in imperative form,
To west whether the verb is in imperative form, ask the question, by
whom or what is the subject being acted upon? If the lext gives an
answer 1o the question, it is not written in imperative form,
Example: Not imperative
The test can be continued by the operator.
When reading this sentence, ask wha! can be
continued by the cperator. Because the guestion
can be answered, this sentence can be rewritten in
the active voice.
Actlve

Continue the test.

22



Caution: The previous rules have discouraged the use of passive
voice in SE documentation (sce SE Instructions: Rules 13, 14, and
15). However, one siluation cxists where passive voice must be used.
Passive voice is allowed in SE when it is forced by the limited word
choice.
Example: Active

Test for ieaks.

Correct Passive SE

Do the leak test.

This example is correct because in SE, test is used only as a noun.

Rule 16: Do not omit a verb to make your sentences shorter.
Do not try 1o condense text by cutting out verbs.
Example: Not correct

Rotary switch to INPUT.

Correct

Set the rotary switch to INPUT.

Sentences and Paragraphs

Both sentence structure and paragraph structure are critical in SE.
Since the style of writing is concise, keep sentences and paragraphs
as uncomplicated and direct as possible,

23
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Rule 17: Keep sentences as short as possible.

When writing procedures, be as concise as possible without omiiting
necessary information.  Instructions written in long sentences are
confusing and difficult to follow.

Since description and operation topics are more complex, one
sentence in ter can be 25 words long.

Example: Standard

Highly stressed steel parts are generally

magnafluxed to detect cracks, resulting from heat-
treatment or machining strains, or welding, which

may leave cracks resulting from the heating and

cooling of the metal or from improper weiding procedure.

SE

Do a magnaflux test on highly stressed steel parts to
find cracks or welds. Heat-treatment and machined

strains cause the cracks. Welds make cracks when

you increase and decrease the temperature or when
welds are not correct.

Rule 18: Include one topic per sentence.
Include only one topic in a sentence (o avoid confusing the reader.
When you discuss more than one Lopic in a sentence, the reader is
overwhelmed, Present the material slowly so the reader has a chance
o understand what (o do (see Rule 23).
Example: Standard

The differential Input is controiled by a hydraulic

motor which can add or subtract revelutions to the
engine drive rpm.

24



SE

A hydraulic motor controls the ditferential input. The
motor adds or subtracts revolutions to the engine
drive,

Rule 19: Use connecting words to join separate sentences.

Avoid writing long and complex sentences. Instcad, write short
sentences that are logically related. Combine the shorter sentences
with connecling words: thus, aiso, so, but, and, then, now.

Note that bur and and are included in the list of connecting words.
The idea that you cannot siart sentences with these connecting words
no longer applies to standard English, as long as you do not overuse
these words as initial words (sce Rule 26).

Example: Standard
It is of extreme importance to use like bolts in
replacement. Refer to the applicable Maintenance
Instruction Manual and lllustrated Parts Breakdown.
SE
Use the same type of bolt when you replace a boli,

Also, refer to the applicable Maintenance Insiruction
Manual and llustrated Parts Book.



Rule 20: Vary sentence length and construction to keep
descriptive text interesting.

While you must write short and concise sentences, avoid writing all
sentences the same length, Include both short, instructive sentences
and longer, descriptive senitences to keep the rcader interested in the
material. Sentences that have similar lengths are monotonous to read
and easily lose the rcader’s attenton.

Rule 21: Write only one instruction per sentence except when
the instruction requires simultaneous actions.

Write only one instruction per senlence unless two functions must be
performed at the same time. In this case, include instructions for
both functions in one sentence.

Example: Standard
Firmly press the power driver against the collar,
operate the power driver until the collar's wrenching
device has been torqued off.
SE
Push the power driver tightly against the collar.

Operate the power driver until' the driver torques off
the wrenching device of the coliar.

26



Rule 22: Use paragraphs to show your reader the logic of the
text.

Use paragraphs to discuss a topic {ully, Paragraphs allow you (o
explain a topic completely and to show how actions are related.

Example: Turn the switch to the ON position.
When you turn the switch ON, the motor starts. The
motor provides the power necessary for the plane 1o
move. The moter provides the electricity to power
the controls.

Rule 23: Limit each paragraph to one topic.

Inciude only information that directly relates to the topic of the
paragraph (see Rule 18).

If a topic has several aspects, do not put all of the information in one
paragraph. Instead, write each aspect as a separale paragraph.

Rule 24: Always start the paragraph with the topic sentence.
The first (Lopic) senience is the most important part of a paragraph.

The topic sentence lets the reader know what the paragraph discusses.
The topic senlence allows the reader 1o relate the information 10 other

paragraphs.

27



Rule 25: Use a tabular layout for complex material and to show
that procedure steps are closely related.

To help keep information clear and casy to read, use a tabular layout
to show the relationship belween sieps, The wabular layout is also
known as a vertical layout or a list. This Jayout eliminates the need
to write long, complex seniences (sce Rule 30),

Example: Standard

Tesling for hardness is accomplished by a device
that applies a known load to a penetrator on the
surface of the material being tested. A minor load is
first applied seating the penetrator in the material;

penetration is then effected by the application of a
major load.

SE
To do a test for hardness:

— Use a device that applies a known load to a
penetrator on the surface of the material

— Apply a minor load to engage the penetrator in
the material

— Apply a major load to engage the pernetration.

For steps that are closely related but performed at diffcrent times,
wrile the instructions using the Labular layout. The tabular layout
makes the instructions easicr to read and undcrsiand,

Example: Standard

Press and hold the SHORT-CIRCUIT discriminator
switch and, with the switch still depressed, set the
TEST/RESET switch to TEST and hold in this

position, Check that all lights remain extinguished.

28




SE

Do these steps together:
— Keep the SHORT-CIRCUIT discriminator switch
pushed in
— Hold the TEST/RESET switch at TEST
— Make sure that all the lights stay off.

Rule 26: Use connecting words to make the relationship between
sentences and paragraphs clear,

As with any type of writing, use connecting words 10 lie Iwo
sentences or paragraphs together. Connecting words show the
relationship between the two sentences or paragraphs, Examples of
connccling words are thus, but, and, this, thai, those, so, as a result,
Sfor the same cause, and at the same time (sec Rule 19).

Rule 27: Limit paragraphs to six sentences.

Write simple and concise paragraphs. Paragraphs that have more
than six sentences are hard for the reader w comprehend.

While longer paragraphs let you discuss complex material more

thoroughly, make sure the paragraphs are coherent. Remember Lo
discuss only one opic in a paragraph (se¢ Rule 23).

29




Rule 28: Use one-sentence paragraphs no more than once every
ten paragraphs.

Though paragraphs must be kept short, avoid writing one-sentence
paragraphs. Too many short, one-sentcnce paragraphs make the text
choppy and hard to read. Using paragraphs with different lengths
presents the information in a more interesting way. Usc one-sentence
paragraphs lo emphasize an important point.

Punctuation and Word Count

Use punctuation marks 1o show how certain parts of the text are
related to each other. The rules for using punctuation in SE follow
the rules for standard English, Make sure the puncluation in your
document has a specific purpose and is not randomly inserted in the
document. Using loo little or too much puncluation confuses the
reader,

Certain punctuation marks help determine the word count for a
sentence, an important aspect in SE. Refer 1o the word count rules
before counting the words in sentences (see Rule 33, Rule 34, and
Rule 35).

Rule 29: Use a comma to separate the beginning descriptive
statement (dependent clause) from the rest of the instruction.
As in standard English, place a comma after the introductory

dependent clause. The comma separates the clause from the main
sentence and makes the sentence easier 1o understand.

30



Example: Standard

When torque lubes are being installed the mounting
brackets should be properly aligned so that they will
not bind the bearings when bolts are tightened.

SE

When you install torque tubes, make sure the
mounting brackets are correctly aligned. If you align
the brackets correctly, the bearings will move freely
when you tighten the bolts.

Rule 30: Use the colon and dash only in tabular layouts.

In SE, you can only usc the colon and the dash when wriling
information in a tabular layout. The colon signals that relaied
information follows, cither a list, a table, or an cxplanation of the
malcrial. A dash makes the material easier to read and indicates
steps (se¢c Rule 25).

Example: To form a hi-shear riveted joint:
— prepare the hole
— insert the pin into the hole
— place the collar over the end of the pin
— prepare the hi-shear set and bucking bar
— start riveting.

Notice that each step starts with an upper case Ietter and that a period
is placed at the end of the last step only.

31



Rule 31: Use the hyphen to combine words.

Use the hyphen only to join two or more words and to show the
relation between two or more words. When using the hyphen, make
sure the text does not confuse the reader. Examples of acceplable
hyphenated words are given.

Two-word tcrms used together:
low-altitude flight
air-conditioned compartment
transmitler-receiver unit

Two-word fractions or numbers:
twenty-six hose clamps
three-sixteenths inch
one thirly-second increment

Adjectives with three or more words:
five-10-one ratio
bleach-and-water solution
trial-and-error method

Terms that consist of a capital letter or a number and a
noun;
Vo T-square measurement
three-prong connector
100-watt light source

Compound verbs consisting of a verb plus a noun, as in
manufacluring processes:

1o arc-weld

to die-cast

32



Terms in which the prefix cnds with a vowel and the root
word begins with a vowel:

pre-engage the starner

re-inflate the air pump

de-ice the wings

Rule 32: Place hyphens between words of technical names that
consist of four or more words to show how they are related.

Place hyphens between related words Lo avoid confusion, Without
hyphens between the related words, readers may not know how the
words are related.

Example: Not Correct

A selt sealing torque controlied collar containing a
Teflon sealing insert within its internal counter-bore
is available to provide fue! tight joints without the
need for sealants.

Correct

Use a self-seal torque-controlled collar to give fuel-
tight joints that have no necessary sealants. The
collar contains a Teflon seal insert in its internal
surface.

Rule 33: Count the colon and the dash as a full stop to find the
sentence length,

The colon and the dash are considered full stops in SE. When you
count the words in a sentence, count the words before the colon or
dash as one scntence and the words afler the colon or dash as a
separale scntcnce.
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Rule 34: Count each word in a hyphenated group as a separate
word.

If a hyphenated word is two complete words, count cach word as two
scparate words. However, if the hyphenated word includes a prefix,
count the hyphenated word as onc word.,

Two words:
push-pull bes
vibration-damping effect
taper-pinned levers

One word:
non-powered equipment
re-attached bolt

Rule 35: Count the text inside parentheses as a new sentence 10
determine the sentence length.

When counting words to determine the length of a sentence, count
the text inside parentheses as a separate sentence.

Example: Turn the reamer clockwise (never counter-clockwise,
' aven when removing) with just enough pressure 1o
keep i feeding.

According to the SE rules, the cxample is two sentences. The main
sentence has twelve words and the text in the parentheses has (ive
words.

34




You may also usc parcntheses:

— 10 reference figures or text

— 1o scl off text that is not part of the main statement

— 1o mark text that needs more separation than is provided by
commas

— for lctiers or numbers that indicate ilems of a list within a
senlence

— for letters or numbers that indicate steps of a procedure.

Warnings and Cautions

In siwations where there is a danger to the user or equipment, SE
dictates the structure of the warnings and cautions.

A wamning tells an operator that injury or death is possible if he docs
not follow the instructions. A caution tells the operator that damage
to the equipment is possible.

Rule 36: Start a warning or caution with a simple and clear
command.

Start the warning with the required action given first. Additional
information may be given, but do not bury the necessary action
within the explanation.

Example: Standard
The synthetic lubricating oil used in this engine
contains additives which, il allowed to come into

contact with the skin for prolonged periods, can be
toxic through absorption.
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SE

Do not get the engine oil on your skin for long
periods,

1. The oil is poisonous.
2. It can go through your skin and into your body.

Rule 37: Add a brief explanation to a warning or caution to give
a clear idea of the possible risk.

Include a reason for giving a caution to make the warning clear to
people in the working environment. Show a cause and effect
relationship with the waming or caution to emphasize the effect of
the warning.

Example: Standard

Reed and Prince or Phillips heads require a special
driver made for the particuiar screw. The drivers for
the two are not interchangeable.

SE

A special driver made for each type of screw is
necessary for Reed and Prince or Phillips head
screws. You can not change the two drivers. #f you
use the incorrect screwdriver on these Screws you
can damage the screw head.
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Examples of a Document Written in Standarc
and SE

Instrument Power Switch—Standard English
Version

The lever lock INST POWER switch located on the right side of the
pilot’s instruments has the positions OFF, NORM, and EMER.
Under normal conditions the swiich is set 1o the NORM position
providing a ground 1o the emergency bus power relay. The
emergency bus power relay is localed behind the emergency bus
circuit breaker panel and is energized by voliage from essential AC
bus No.1. If a malfunction occurs in the normal AC sysicm and
essential AC bus is de-energized, the emergency bus relay switch will
be de-energized, its open contacts will disconnect the hydraulic motor
solenoid from the emergency bus and ithe hydraulic motor control
will be de-energized and the emergency gencrator will be activated.
The EMER position of the INST POWER swilch is used (o manually
activalc the emergency gencrator. This is needed because if the AC
system is functioning satisfactorily and the DC systemn malfunctions,
the emergency generator will not be automatically activated. Setung
the INST POWER swilch to the EMER position removes the ground
from the emergency bus power relay allowing the emergency bus
power relay w de-energize. From this point on, the sequence of
events that transpire (o bring the emergency generator on the line is
the same as those cvents described for a normal AC power failure.
Positioning the INST POWER switch to OFF disables the emergency
generator system.




Instrument Power Switch—SE Version

The lever lock switch marked INST-POWER is located on the right
side of the pilot's instruments, This switch has three positions:

-OFF
-NORM
-EMER.

The switch is set 10 the NORM position under normal conditions.
This position provides a ground to the bus power relay in cmergency
situations.

In emergency situations, the bus power relay gets energized by
voliage from essential AC bus No. 1. The bus power relay is behind
the bus circuit-breaker panel.

If these two simultaneous events happen—

« a malfunction occurs in the normal AC system and
« essential AC bus in de-energized, then—

1. the emergency bus-relay-switch de-energizes;

2.* the open contacts of the emergency bus-relay-switch disconnects
the hydraulic motor solenoid from the emergency bus,

the hydraulic motor control de-energizes;

4, the emergency generator aclivales.

L
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The EMER position of the INST POWER switch manually activatcs
the cmergency generator. The emergency generator will not activate
auomatically when the AC sysiem works and the DC sysiem does
not work, The INST POWER switch EMER position removes the
ground from the cmergency relay; then the emergency bus relay de-
energizes, From this point on, the steps to bring the emergency
gencrator on the linc is the same as the steps for a normal AC power
failure. When the INST POWER switch is OFF, the emergency
generalor sysiem Stops.
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SE Tutorial
Introduction

SE documents arc casy to rcad, but writers of SE documents must
follow a sel of specific grammatical and vocabulary rules. Following
these rules consistently requires automated feedback, which can be
provided by the Simplified English Analyzer (see SEAN Tutorial).

The SE tutonial teaches you the basic skills nceded o begin applying
SE rules to writing documentation. It provides instruction, examples,
and exercises for each subcategory of SE rules so you can take an
active part in leaming o write in SE.

How to Use the Document

Read the rules at the beginning of each section before doing the
exercises. If you are already familiar with the rules for that section,
go on to the next seclion.

This tutorial covers the SE rules: 2, 3, 7, 8, 10, 12, 13, 14, 15, 16,

17,19, 21, 25, 29, 30, and 32. For information about the rules not
covered in this tutorial, refer to SE Rules.

Vocabulary

Rule 2: Use only the parts of speech given for approved words
in the SE Dictionary.
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Example: Standard

The controls shouid be set at abou! zero.

To see why this is not SE, rcad the SE Dictionary entry for about:

about (pre): “concernzd™ with, (note: for other meanings USE:
APPROXIMATELY, AROUND).

About can only be used as a preposition, not an adverb. As the entry
suggests, you could change it to:

Example: SE

Set the controls 1o around zero.

or

Set the controls to approximately zero.
Exercise

Revise the following sentence so it conforms (o rule 2. You may
need 10 refer 1o the SE dictionary in Appendix A.

The procedure for frecing frozen control surfaces is oullined in
section 2.
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Revision

Section 2 oulines the procedure for releasing frozen control surfaces.

Rule 3: Use approved words as defined in the SE Dictionary.
Example: Standard
To free a frozen control surface, activate the
emergency release control.
To see why this is not SE, read the SE Dictionary entry for free;
free (adv): That can move without limits,

Since the SE Dictionary gives no alternalives to free, you need to
find a synonym for free thal means release. The entry for release is:

release (v). To make free.
Release can replace free in the example sentence.
Example: SE

To release frozen control surfaces, activate the
emergency release control.

Exercise

Revise the following sentence so it conforms to rule 3. You may
need to refer to the SE dictionary in Appendix A.

The maintenance schedule in section 2 outlines about 30 separate
tasks,
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Nouns

Revision

The maintenance schedule in section 2 oudines approximately 30
scparatc ltasks.

Rule 7: Break up noun clusters which have more than J words.

Example: Standard
The aircraft altitude control service scheduling must
follow the standard maintenance schedule provided
on the facing page.
SE
Follow the standard maintenance schedule {provided
on the facing page) to service aircraft altitude
controls.

Exercise

Revise the following sentence so it conforms to rule 7.

Use the control surface mechanism maintenance schedule to
determine proper maintenance intervals.
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Revision

Usc the maintenance schedule for the control surface mechanism to
determine the proper mainienance intervals,

Rule 8: Put an article or a demonstrative adjective before nouns.
Example: Standard

Aircraft altitude controls must be serviced according
to the standard maintenance scheduie.

SE

Service the aircraft altitude controls according to the
standard maintenance scheduls.

Exercise
Revise the following sentence so it conforms 1o rule 8,

Control surface maintenance scheduling must follow table on page 2.
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Verbs

Revision

The control surface maintcnance scheduling must follow the 1able on
page 2.

Rule 10: Use only the present, past, and simple future tenses.
Example: Standard

It the wing control surfaces have been serviced, go
to step 2.

SE
if the wing control surfaces are already serviced, go
to step 2.

Exercise

Reyise the following sentence so it conforms to rule 10.

The maintenance schedule requircments will have been met by
following the table on page 2.
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Revision

The maintenance schedule requirement will be met by following the
table on page 2.

Rule 12: Do not use the past participle with a helping verb to
make a complex verb.

The past paniciple can combine with forms of the verb be 10 form
the passive voice, or have (o form the perfect tenses. Neither use 1S
allowed in SE.

Example: Standard

The controls were adjusted before we started
maintenance procedures.

or

We have adjusted the controls before starting
maintenance procedures.

SE
We adjusted the controls before we staned
maintenance procedures.

Exercise

Revise the following sentence so it conforms to rule 12,

The wing control surfaces are 1o be adjusted according Lo the table
on page 2.
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Revision

Adjust the wing control surface as shown in the table on
page 2.

Rule 13: Let the verb show action.

Example: Standard

The servicing of the controls should follow the
standard maintenance schedule.

SE
Follow the standard maintenance schedule when
you service the controls.

Exercise

Revise the following sentence so it conforms to rule 13.

The use of the schedule on page 2 will ensure proper maintenance
imervals,
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Revision

Use the schedule on page 2 to ensure the proper mainienance
intervals,

Rule 14: Use active voice in procedures, descriptions, and
operations.

Example: Standard

The maintenance of most systems can be scheduled
as shown in the table on page 2.

SE
Schedule the maintenance for most systems as
shown in the table on page 2.

Exercise

Revise the following sentence so it conforms to rule 14,

The adjusting of the wing control surfaces must be in accord with the
guidelines given in section 2.
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Revision

Adjust the wing control surfaces as shown in the guidelines given in
section 2.

Rule 15;: Write verbs in the imperative form.

Example: Standard

The estimating of damage repair costs must foliow
the guidelines given in section 2.

SE
Follow the guidelines given in section 2 to estimate
damage repair costs.

Exercise

Revise the following sentence so it conforms to rule 15,

The use of advance scheduling will speed maintenance procedures,
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Revision

Use advance scheduling lo speed maintenance procedures.

Rule 16: Do not omit a verb to make your sentences shorter,

Example: Standard

Service the aircraft altitude controls according to the
standard maintenance schedule, following page.

SE

Service the aircraft altitude controls as shown in the
standard maintenance schedule given on the

following page.

Exercise
Revise the following sentence so it conforms to rule 16.

Use the estimating schedule, opposite page, to determine repair costs.
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Revision

Use the csumating schedule, given on the opposile page, 10 delermine
repair costs,

Sentence Length

Rule 17: Keep sentences as short as possible.

Example: Standard
The controls for the adjustment of the wing control
surfaces must be set at zero when conducting all
routine maintenance procedures. (21 words)
SE
The controls 1o adjust the wing control surfaces must
be set at zero in all routine maintenance procedures.
(18 words)

Exercise

Revise the following sentence so it conforms to rule 17,

Follow the standard schedule of maintenance for all pneumatic

systems on all aircraft, except as noted in the section on special
mainienance procedures.
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Revision
Follow the standard maintenance schedule for all aircraft pncumatic
systems ¢xcept as noted in special mainienance procedures.
(17 words)
Rule 19: Use connecting words to join separate sentences.
Example: Standard

Add fuel to the tank. Do not overlill the tank.

SE

Add fuel to the tank but do not overill it.

Exercise
Revise the following sentence so it conforms 1o rule 19.

Remove the orange wire from the housing. Do not touch the wire
against the side of the housing.
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Revision
Remove the orange wire from the housing bur do not touch the wire
against the side of the housing.
Rule 21: Write only one instruction per sentence in procedures
except when two actions have to be done at the same time.
Example: Standard
To change the filter, remove the filter cover, unscrew
the mounting screws, and remove the old filter.
(Multiple instructions in one sentence.)
SE
To change the tilter:
— remove the filter cover
— unscrew the mounling screws
— remove the old filter.
Exercise
Revise the following sentence so it conforms (o rule 21,
Belore starling the engine, ensure that all tools and spare parts are

removed from the engine compartment, that the engine compariment
cover is closed and locked, and that all gauges read properly.
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Revision

Before you siart the engine, make sure that all tools and spare parts
arc removed from the engine compartment. Make sure that the

cngine compartment cover is closed and locked. Make sure that all
gauges read properly,

Punctuation

Rule 25: Use a tabular layout for complex material and to show
that procedure steps are closely related.

Rule 30: Use the colon and dash only in tabular layouts.

Example: Standard

The on-board computer consists of sensors, a CPU,
a display screen, and a keypad.

SE

The on-board computer has:
— sensors
— aCPU
— a display screen
— a keypad.

A tabular layout better organizes the components of
the on-board computer. The coion sets off the
tabular material and the dashes identify each
component of the computer.
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Exercise

Revise the following sentence so il conforms to rules 25 and 30,

To adjust the instrument pancl brightness, locaie the brightness
control knob on the left side of the panel, pull the knob towards you,

adjust the brightness by tuming the knob right or left, and push the
knob towards the pancl to avoid accidental adjustments.
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Revision
To adjust the instrument panel brightness:
— locate the brightness control knob on the left side of the panel
— pull the knob towards you
— adjust the brightness by turning the knob right or left
— push the knob towards the panel to avoid accidental
adjustments.
Rule 29: Use a comma to separate the beginning descriptive
statement (dependent clause) from the rest of the instruction,

Example: Standard

When opening the cover be sure the cables are not
attached.

SE

When you open the cover, be sure the cables are
nol allached.

Exercise
Revise the following sentence so it conforms to rule 29,

To unlock the control panel push the buttons on both sides of the unit
at the same lime.
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Revision

To unlock the control panel, push the buttons on both sides of the
unit at the same tme,
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SEAN Overview
What SEAN Does

SEAN is a writing aid that helps you create clear, correct, SE
documents. SEAN analyzes ASCII text files, parsing them according
to the rules of SE. ASCII text files are text files without program-
specific format codes.

SEAN displays the text file on the top half of the screen and
provides a running analysis of SE errors which are found in the
document. SEAN looks for SE problems with grammar, style, and
word usage. These errors are listed on the bottom half of the display
screen, along with suggestions for change.

You cannot edit the document as it is being analvzed by SEAN.
Instead, the product of a SEAN analysis is a new ASCII text file.
You can change your text file while in SEAN's Edit mode, or you
can exit SEAN and load the new ASCII text file inio a word
processing program to be further refined. You may rcpeat this cycle
until you are satisfied with the document, or SEAN flags no further
errors,

SEAN is a writing aid. The program never changes your original

document, so you are always in control. SEAN never decides, only
recommends. The final decision is always vours.

SEAN'’s Limitations

SEAN is a 100l to help you write, but there are limitations. SEAN
works by applying rules that deal with the syniax, or structure, of
writing,
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SEAN cannol rcplace a human editor, It does not understand the
actual meanings of words or the exercise of litcrary license. It also
does not have a human ear to judge how the writing sounds.

SEAN cannot find all types of crrors. In some cases, SEAN points
out correct (or at least allowable) phrascs as errors. For example, if
you usc a manufacturing process lerm, SEAN flags the word because
it docs not appear in the approved SE vocabulary. Yet your use of
the process term may be allowable under the rules of SE.
Consequently, SEAN does not make changes for you. Instead,
SEAN points oul possible errors and stylistic weaknesses, and
suggests altemnatives for you to consider. It is up to you to decide
which of SEAN’s recommendations to follow,

Programmable Rules

SEAN examines your document according to SE rules. But only
some of the SE rules can be reduced to algorithms which the
computer can use in the analysis of your text. For example, SEAN
points out words and phrases that can be replaced by other words in
the authorized SE vocabulary. The suggested replacement words
may not be correct in the context of your document, but some sort of
revision is recommended.

SEAN also points out all sentences that are longer than 20 words.
SE rules do not require all sentences 1o be shorter than 20 words, so
the long seniences that SEAN marks as incorrect do not necessarily
need to be changed. In description and operation topics, SE allows
one sentence in 10 to be 25 words long. Some revision may be
necessary if your document is consistently exceeding those limits,

As another example, SEAN points out all instances of passive voice.
Again, SEAN’s commenis on passive voice occurrences do not mean
that change is required. They do mean that the overuse of passive
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voice is a common preblem that car cause wriling to sound weak
and unsure, Passive voice can be an effective (ool to focus atiention
on the objcct of the sentence.

Nonprogrammable Rules

Of the 37 SE grammar and style rulcs, some are not programmable
because of their nonspecific nature, SEAN cannot consider these
rules when analyzing your document, so you need to be familiar with
these nonprogrammable rules before rying to write SE. Be aware of
these nine rules as you write so that your document will conform (o
SE rules:

1. Make your instructions as specific as possible. Someone who
is unfamiliar with a procedure can become confused if the
instruction or explanation is not specifically clear. The reader
should be able to interpret the instruction in only one way.

2. Vary sentence lengths and constructions to keep descriptive
text interesting. SEAN counts the number of words in a
sentence and checks for sentence structure, but it cannot check
for inlerest. Descriptions can become lengthy and involved, so
vary your sentence patterns to keep the reader’s interest and to
keep the subject matter clear.

3. Use paragraphs to show your reader the logic of the text.
Dividing up complicated instructions or descriptions into
paragraphs helps the reader understand the material.

4. Use connecting words to make the relationship between
sentences and paragraphs clear. Connccling words enable the -
reader to follow the text. Smooth transitions display the logic
and flow of the material and aid the reader’s comprehension.
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5.

Present new and complex data slowly. Ease the rcader into a

new or complex subject and allow the reader 1o become familiar
with new concepts in small steps. Clearly describe and explain

the new subject before beginning instructions or procedures.,

Start a warning or caution with a simple and clear
command. SEAN cannot tell if a warning commnand is simple
and clear—it can only tell if the words are allowed. If an
instruction or precedure is important enough 1o be labeled as a
wamming or caution, give the command careful consideration so
that it can be interpreted in only onc way.

Add a brief explanation to a warning or caution to give a
clear idea of possible risk. SEAN cannot tell whether you
cxplain your wamnings and cautions. You need 1o be sure that if
the subject or instruction is important enough to warrant a
warning or caution, you explain enough about the instruction so
that any risk is clear and apparent.

Keep to one topic per paragraph. SEAN cannot tell whether
a paragraph contains more than cone topic. The reader is less
likely to be confused if you focus on one subject at a time.

Always start the paragraph with the topic sentence. SEAN
cannot recognize a topic sentence. Starting the paragraph with
the topic sentence lets the reader know what the paragraph Is
going to explain and helps with the flow and readability of the
text.

For more discussion on these and other SE rules, see the Using SE
section in the SE Handbook.
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SE Style

Writing an SE document with style, or flair, may seem an
impossibility because of the restrictions of SE grammar. Most of the
obstacles are associated with the writer's leaming curve: once you
have some cxperience with the SE writing process, the possibilitics
for writing stylistically satisfying documents will become¢ apparent.

How SEAN Can Help

SEAN forces you 1o think about writing SE when it spots incorrect
phrases and constructions and flashes them on the screen. If you see
your errors flashed before you often enough, eventually you will stop
making those errors. As your awarcness of good SE writing
increases, there is bound o be a decrease in mistakes. Implied in
SEAN's use is ils eventual disuse, SEAN trains as it works. While
you will have to continue running SEAN as a check on your SE
documents, evenwaliy SEAN's use will be limited to confirming the
correctness of your documents.

Limitations and Possibilities

SE makes harsh demands of its wrilers. SE rules restrict normal
wriling style by limiting your vocabulary, forbidding rhetorical
devices such as analogy, and severely curtailing verb lenses and
voice options. Even the word count of sentences and the lengths of
paragraphs are limited.
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The most promising initial approach Lo writing stylistically pleasing
SE is 1o address the sense and sound of the sentences and
paragraphs. A carcful, logical ordering of your text helps the smooth
procession of ideas, and this in turn greatly aids the user's
comprehension. Each thought should be complete, and the words
and sentences should flow casily.

To get the greatest use of SEAN's unique abilities, apply your effort
to logic and clarity, to the hierarchical structure and the scgmentation
of topics and ideas. These are the arcas where your intclhigence and
sensibilities are irreplaceable.
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Using SEAN
Introduction to Using SEAN

This section tells you how to use SEAN 1o prepare and analyze an
SE file. If you are not an experienced computer user or if you want
to quickly leamn the basics of SEAN's capabililics, begin with the
SEAN tutorial in the next section,

In this section you will find:

Conventions

Naming files

Installing SEAN

Starting SEAN

Setting SE rules

Analyzing a file

Creating or editing a text file
Writing a text analysis to file
Printing a file
Troubleshooting

Exiting.

Conventions

This manual follows certain conventions 1o help you recognize keys,
screen messages, and instructions,

Boldface is used for the names of the functions and to indicate a
particular key to press.

Example: Press F3.
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Keys

lialics show the exact wording of on-screen messages.

Example: Please enter text lile name. Input tex! file name.

The Select instruction directs you to choose a function from the main
menu, You may sclect a function in one of two ways:

1. Use the arrow keys to highlight the name of the
function you wish 1o use, then press Enter.

2. Type in the letter that is capilalized in the
function’s name.

The Enter key instructs the computer to proceed with a command.
Depending on the keyboard, this key is sometimes marked Return,
or with a small arrow pointing o the left (J), with both the word and
the arrow on the same key.

The Esc key is a quit key. You may leave the function you are
using at any lime by pressing the Esc key. This key returns you to
the main menu. You may then either select another function or exit
the program,

Pressing Ese while in the main menu screen takes you out of SEAN
(see Exiting).

Two keys perform special actions when you using a SEAN function.
They do not operale from the main menu screen, They are labeled
with F and a number, and are referred to in the manual as function
keys. These keys may be in the group at the lefl side, or across the
top, of your keyboard,
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The F2 key calls up a dircciory of the files in the drive you specify.
I you forget the name of the file you want o analyze, you can sec a
list of the files on your disk by using the F2 key.

Pressing F2 displays the message:

Please enter the directory path. A\, BA or C)
Path;

At the prompt you may enter the path for the directory you wish to
examine, This function displays a list of the files, but does not allow
you to call a file to the screen,

To cxit the dircctory, press the Esc key.

The F3 key automatically loads a file. Pressing F3 displays the
message:

Please enter text file name. Input tex file name:

Al the prompt you may enter the file name for the file you wish 0
load.,

Naming Files

In some of its functions, SEAN asks for a file name. Files names
must conform to DOS file name conventions. If you are creating a
new file, the name may be up to eight characters, plus a period and a
three-characler extension.

There are some limitations 1o observe when creating file names. Not
all of the characters on the keyboard may be used, because some are
reserved for DOS commands. These characters are:

"IN[]:;]e>+=.,
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Do not use any of these characters in file names except the period,
which is used to separate the first part of the name from the
exlension.

It is a good idca to write down the names of your files for later
reference. If the name is not self-cxplanatory, be sure 1o include a
briel description of the file’s contents.

For more information on naming files in DOS, refer to the manual
for the word processing program you are using.

Saving Files in ASCII

SEAN can only analyze a file formatied in ASCIL. For instructions
on how 1o save a file in ASCII, refer to the manual for the word
processing program you are using,

Installing SEAN
SEAN is only intended for use on IBM or IBM compalible
computers. SEAN must be installed on a PC that has at least a 286

processor and at least 640K RAM. To run SEAN you must install
MS DOS version 3.1 or higher,

1. To instali SEAN on your computer’s hard drive, first inscrt the
SEAN disk in the A drive.

2. Change to the A drive by typing A and press Enter.
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Type INSTALL and press Enter,

This action instrucls your computer to automatically install the
SEAN program in drive A onto your hard drive and 1o create a
subdircctory for it. The screen displays this message:
Installing SEAN to hard drive

When the message disappears and the A:\ prompt reappears,
rewm (o the C drive by typing C: and press Enter,

To access SEAN, type SEAN and press Enter.

You are now in SEAN, and the screen displays the SEAN main
menu.

Starting SEAN

1.

If SEAN is already installed on your hard drive, at the C:\
prompt, type SEAN,

This action brings up the SEAN program and the screen
displays the SEAN main menu.

If your computer does not have a hard drive, first insert your
DOS disk into drive A and load it.

After loading DOS, remove the DOS disk.

Insert the SEAN disk in drive A.
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To access the program, type:
SEAN and press Enter,

The computer then loads SEAN and the screen displays the
SEAN main menu.

Setting SE Rules

The Set SE Rules function lets you analyze a file for specific rule
infractions by tuming sets of rules on or off. When you first enter
SEAN all the sets of rules are tumed on. Use the Set SE Rules
function 1o turn off any rules you do not want SEAN to use during
an analysis.

These scts are:

Non-SE words
Noun clusters
Passive voice
Sentence length
Paragraph length
Word substitution,

When all sets are turned on, SEAN analyzes for all programmable
rules.

Selecting the Function

1.

Select Set SE Rules from the main menu.
The Set SE Rules option menu appears and the screen displays

the six rules, each followed by a shaded box containing the
word ON or OFF.
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Below the block of rules, the screen prompts:

Please type the rule number (‘0' for back to the main menu):

Urite a tewt analysic to Fila
FI-Directary F3-Load Flle ESC-Abort

SC FPulas Salting (Ons/DFIM
1.ron=5L uordse On 4, gentence langth On
Z.moun cluster On S.paragragh length On

3, paxuive volice Dn 6, word substi)tutionda

Pleaze Lype the rule nusber (°9' for dock to main mmau))

Figure 1

Turning Rules Off or On

1. Type in the number of the rule you want to wm on or off and
press Enter.

The word in the box changes from ON to OFF or from OFF to
ON. You may tum any or all of the rules on or off. SEAN
analyzes only for the rules that are wrmed on.

2. Repeat this step for each rule you wish to tum on or off.
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Returning to the Main Menu

SEAN will not automatically return to the main menu from the SE
rules option menu. To return o the main menu:

1. Press 0 and Enter.

The main menu appears on the screen.

Analyzing a File
The Analyze a text on screen function allows you Lo se¢ a step-by-
step analysis of the document. SEAN analyzes your document on
screen and shows you its comments at the bouom of the screen.
This function lets you move through the analysis at your own pace
by allowing you o press any key when you are ready lo move on.
If you do not wish to see the analysis on screen and simply want a

print out of the file with the editing comments inserted, see Writing
Text Analysis to File in this section.

Running the Analysis
1.  Select Analyze a texi on screen from the main menu,

The screen will look like this:
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rz-Directory

Analyzw a Luxt on zcreen
F3-Load Flie

ESC-Abort

Figure 2

The screen prompls:

Please enter the text file name.

File name:

3.  Type in the name of the file (including any exiensions) that you

To retrieve a file for SEAN 10 analyze, select the Load File
option at the top of the screen by pressing the F3 function key.

want SEAN 1o analyze; press Enter.

Note: Remember that the file to be analyzed must be an ASCII
text file (see What SEAN Does: SEAN Overview).
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The screen then prompis you 1o name the output file:

Please enter the output file name.
File name:

Type a name for the new file that SEAN creates. press Enter.

This new file will include the text with the analysis comments
inserted.

Note: The output filename must conform to DOS file naming
rules (see Naming a File).

SEAN then loads your file and begins 1o analyze your
document.

A new screen appears. The top half of the screen displays the
first line or two of your document. SEAN positions a carat (*)
under the first incorrect word it comes 1o.

Al the botiom of the screen, under the division bar labeled
Analysis of Text, SEAN displays a comment indicating the rule
broken.

The screen looks like this:
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Comlent of tLawl
otify the navigator of any change Ln Tlight, Like change in altitude,
courze, ar alrspeed, [f change in [light plan is mads, consult the navigator.

Analyzie of text
vy Pankive volew “lg Fode’

ESC-Abort »» Press any key.

Figure 3

‘S, After you have noted the error and are ready (0 move on, press

any key o continue,

SEAN then positions the carat under the next rule violation.
The comment for this new violation is displayed at the boliom

of the screen.

6. Press any key 10 move on to the next occurrence.

7. Repeat step 6 until SEAN has analyzed the entire document.
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Exiting the Analysis

1. When all the text is analyzed, SEAN automatically retums you
to the SEAN main menu,

2. To exil at any lime during the analysis, press Esc (sce Exiting).

This action returns you to the main menu,

Creating or Editing a File

Edit a File is a word processing function that enables you (o create a
text file or edit a text file directly on the screen. Whether you are
creating a new file or ediung an existing one, the steps for entering,
adding, and deleting text are the same,

Entering Text

Edit a File offers you an uncluutered screen that resembles the blank
sheet of paper you insert in a typewriter. When you type, characters
appear at the position of the cursor, just as they do when you use a
typewriter. To begin a new line of text, insert a carriage return by
pressing Enter; the cursor wraps flush to the left margin.

Pressing Enter moves the cursor from the line it is on 1o the left
margin of the next line. Without the Enter keystroke, characters
form one long line of text, disappearing off the left edge of the
screen as you type. The disappearing characters are not deleted, just
hidden because the screen can only visually display 78 characters at a
ume.
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Since the screen is roughly the width of a slandard size page
(8-%"- 11-%" press Enter every 78 characters. The printer can only
print the text that is displayed on the screen,

Edit a File tracks the position of the cursor on the reference line at
the top of the screen, The reference line informs you where your
cursor is in relation to the page displayed on the screen.

Line refers to the position of the cursor on the vertical axis with each
character position equivalent to a number; the first position being
one. Col refers o the cursor's position on the horizontal axis with
the position equivalent to a number; the first position is also one,

!leunn. Require your navigator to glve position reports at \nt!ﬂa!!-

You should s totally gure to get the airplame to jvx destisation, Tharalore
it Iy your duty to knou your position at all tiresx,

Lncourage your navigator 10 use &z rany ravigation rethods az possible az @
reans of double—checking.

Figure 4
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Adding and Deleting Text

Unlike a typewriter, Edit a File allows you to make additions or
deletions to your ext without retyping the document

The default setting for ¢ntering text is the insert mode; as characters
are entered, the existing text reformals o accommodate the addition.

Edit a File also gives you the option to swilch from the insert to the
typcover mode. Press Insert and the word Typeover replaces /nsert
at the top of the screen.

This mode allows new characters that you enter 1o type over and
replace existing characters. If there is nothing but blank space you
will not notice the typeover mode, but if there are existing characters,
they will disappear when you type.

To delete characters, press either the Backspace key or the Delete
key, The Backspace function moves the cursor from the right to
left, erasing characlers as it moves. Characters located after the
cursor move one space [o the left with each character deletion,

The Delete function works differently. The cursor does nol move
when you press Delete; instead, the characiers move. Press Delete
and the characler at the cursor is deleied, moving the next character
Lo its place,

Moving from Character to Character
The arrow keys move the cursor on the screen in four different
directions: left, right, up, and down, Press the Left Arrow (&) or

Right Arrow (—) key to move the cursor one space 1o the left or
right accordingly.

78



-l SN N N .

Press the Down Arrow (1) or Up Arrow (T) key to move the cursor
up or down one line of the document. With this method of scrolling,
you can examine a document carcfully line by line and reformat as
you add or delete text.

Combined with other keys, the arrow keys can quickly move the
cursor to the next word or o the end of a line or document.

Moving From Word to Word

To move the cursor from one word to the first letter of the next word
(left or right), hold down the Cirl key; then press the appropriale
Left Arrow or Right Arrow key.

The difference between Ciri-Left and Cirl-Right is that if the cursor
is at any character other than the first character of a word, Cirl-Left
moves the cursor 1o the beginning of that word rather than to the
beginning of the preceding word., Cirl-Right always moves the
cursor 1o the first character of the following word regardless of the
cursor’s location,

Moving to the End of a Line or Document

Sometimes you may want 1o move the cursor from a position within
a line to the end of the line or edge of the screen.

To quickly move 1o the left end of the line, hold down the End key,
and then press the Left Arrow key; to quickly jump to the right,
hold down the End key, and then press the Right Arrow key.

To quickly move to the top of a file, hold down the Ctrl key, and
then press the Home key; the cursor moves the top of the file. To
move 10 the end of a file, hold down the Ctrl key, and then press the
End key; the cursor moves 10 the end of the file.
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Using Edit a File to Create a File

1.  Sclect Edit a File from the main menu.

Simplifted Englich Uritar's Aid
Sy=ierm Yarsion |

Aralyxe & texi on screen
Urite 8 text enolycix to file
Sat SE rulex

rint a text ]
eXiL

Figure 5

The Edit a File screen displays the title line, Edit a Text File,
at the top of the screen, with the reference line directly below.
The reference line displays the special function options: F2-
Directory; F3-Load File; Esc-Abort (see Keys, Screen
Messages, and Instructions).




F2-Dirsctory

Edit m taxt file
Fi-Lood File

ISC-Adert

Figure 6

.

Press F3.

The screen prompts you 1o create a file name:

Please enter the text file name. Text file name:

Type in a file name; press Enter.

The message disappears, leaving the screen clear for

composition.

Type in your text
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Press Esc 10 cxit.
The screen prompts you  verify exiting:
Do you wish to save the changes? (y.n).

If you want w0 save your file, type Y for yes. If you do not
want to save your file, type N for no.

Responding Yes automatically saves your file to the hard drive.
After typing Y or N, SEAN retums you to the main menu.
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Using Edit a File to Edit

1. Select Edit a File from the main menu.

Sirmplitied Englixh Urtter’s A3d
Syxtam Version |

Analyz® & Lext on =creen
Urite a2 Lext analysic to file
Set SC rulws

rint a text {ile
mXit

Figure 7

The Edit a File screen displays the tide line, Edit A Text File,
with the reference line directly below. The reference line
displays the special function options: F2-Directory; F3-Load
File; Esc-Abori (see Keys, Screen Messages, and
Instructions).




Edit a toxt fila
FZ-Directory Fiload File ESC-Abort
Figure 8
2. Press F3.

The screen prompts you to type in the name of the file you
wish to edit:

Please enter the text file name. Text file name:

3. Type in the name of the file; then press Enter,

Your file appears on the screen.

4, Edit the file.
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5. Press Esc to cxit the Edit a File option,
The screen prompls you to veri{y exiting;
Do you wish to save the changes? (y.n).

6. If you want to save the changes 1o your file, type Y for yes. If
you do not want 1o save the changes to your filc, type N for no.

Responding Yes automatically saves your file to the hard drive,
replacing your original file with the file on the screen. After
typing Y or N, SEAN retums you (o the main menu,

Writing a Text Analysis to File

The Write a Text Analysis to File function is a short-cut method of
analyzing and saving a file. Unlike Analyze a File, it analyzes
without displaying the analysis comments on the screen. This
process is much quicker than when the analysis process is displayed.
When the file prints out, the analysis and commenits are on the
printout.

Use the Write a Text Analysis to File function when you want a
file analyzed, but do not need Lo se¢ the analysis process.

Selecting the Function

1. Select Write a Text Analysis to File from the main menu.

The Write a Text Analysis to File screen displays a title bar at
the top, with a reference line directly below.
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The reference line offers the options FF2- directory; F3- load
file; and Ese- abori.

2. Press F3.

Entering File Names

Once you have the function screen, SEAN promplts you (o type in the
name of the file you wish o analyze:

Please enter the text file name. Input text file name:

1. Type the name of the file 10 be analyzed and press Enter (sce
Naming Files).

The screen now prompts you to enter a name for the file after it
is analyzed:

Please enter the output file name. Quitput file name:

The output f1le name may have the same name as the input file,
but it must have a different three-letier extension.
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Urite a tewl aralycic to Milne
FZ-Directory F3Load Flie £3C-Rbort

Flaszs sntar Lhae texl Tile nasa,
Input teut lle narmm 0+ TLST.DOC
Please snter Lha guiput file nare,
Outpur file nare 1 TEMT,OUT

Figure 9

2. Type the name of the analyzed file and press Enter.
The screen displays the message:
Text is analyzed, please wait.

SEAN analyzes the text, saves it (o a file, and automatically returns
1o the main menu screen,
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Printing a File

The Print A File function lets you print your files. You may print
any file that is stored in SEAN'S memory.

Be surc a printer is attached to the terminal and is tumed on.

Selecting the Function

1.

Select Print A Text File from the main menu,

The Print a Text File screen displays a title linc at the top,
with a reference line directly below.,

The reference line offers the options F2- direciory; F3- load
file; and Esc- abort.

Starting the Printout

1,

Press FJ.

The screen prompts you (o type the name of the file you wish
to print:

Please enter text file name. Input text file name:

If you have forgotten the name of the file you wish to print, you
may call up the directory of files by pressing F2. You cannot
print from the directory. When you find the name of your file
make a note of it and press Enter. SEAN returns you 10 the
main menu.




If you did not go to the directory, proceed to the next siep. If
you used the F2 funcuion to check the direclory, vou must begin
again by selecting the print function from the main menu.

2. Type the name of the file you want to print and press Enter,

The screen prompts you:

Name of list device [PRN/:

Print a Lext flla
FZ-Dirwctory Fi-Load File ESC-Abort

Flease mntar Lho Lext flle rere.
lnput text file name ' TIST.DOC
tdarm of list device [(PRM):

Figure 10
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3. Press Enter.

The printout begins and the main menu automatically appears on the
screen.

Troubleshooting

Occasionally you may accidentally press the wrong key. When this
happens, SEAN displays an error message and tells you how 10
proceed.

Directory Error

If you use F2 1o ask for a directory that is not available, the screen
displays this message:

Disk read error on directory .
Drive door may be open.
Reiry, cancel or ignore (ricli):

First check the drive door. If it is open, close it and press r o retry
the’ process.

If you retry and still get the error message, press ¢ (o cancel, and
begin again with the proper directory designanon.

When you press ¢ to cancel, the funclion screen retums, displaying
the message:

Error: illegal directory name.
>>Press any key to continue.
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If you press i lo ignore, the function screen returns, displaying the
message;

. . .

Error: illegal directory name.
>>Press any key lo coniinue,

Pressing any key rctums you to the main menu. Select the function
you want to use and continue with the process.

Function Key Error

If you are in a function screen and press a function key other than F2
or F3 while selecting from the reference line, the screen displays the
message:

Illegal function key.
Please iype any key to continue,

Pressing any key returns you to the main menu. Select the function
you want to use and continue with the process.

File Name Error

When SEAN asks for the file name of an existing file and you enter
the name of a file that does not exist, the screen displays this

message:

Text file does not exist.
>>Press any key lo continue.

Pressing any key returns you to the main menu. Select the function
you want 1o use and continue with the process.




File Name Character Error

Exiting

When you are creating a file name and use onc of the characters that
are reserved for DOS commands, the screen displays this message:

Error. illegal file name.
Text file does not exist.
>>Press any key (o continue.

Pressing any key retums you to the main menu. Select the function
you want to use and continue with the process, using allowed
characters for the file name.

At times you may want to exit your current screen and retum to the
main menu or quit the SEAN program altogether. In most cases you

exit a screen by pressing Esc. In some cases there is more than one
way 10 exit a screen.

To Exit A Function

You may exil any function from any screen al anytime. To do this,
press Ese.

This action returns you to the main menu.
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To Exit SEAN

You can only exit SEAN from thc main menu. If you are in a

function screen when you want to quit, first return 1o the main menu
(see: To Exit A Function). When you are at the main menu, you
can quit the SEAN program two ways:

L.

2

3.

Select eXir and press Enter.

This action returns you to DOS, and the screen displays a DOS
prompt such as CA.

OR
Press Ese.
The screen prompts:
Are you sure? (y/n):

If you have changed your mind and do not want to exit SEAN
yet, type N and press Enter,

. This action returns you to the SEAN main menu.

If you are sure that you want to exit SEAN, type Y and press
Enter,

This action rewrns you to DOS and the screen displays the
DOS prompt.
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SEAN Tutorial

The Simplificd English Analyzer (SEAN) helps you write a
document that adheres to the rules of SE, This tutorial displays the
functions of SEAN and shows you how 1o usc the program (o
analyze a document,

The tutorial is written in two major sections: SEAN Features and
Use of SEAN, The first section describes SEAN and some of the
program's features.

The second section tells you how to open each option of the SEAN
menu, describes the function of the option, gives examples of what
the option does, and allows you o do practice exercises with each
option of SEAN.

SEAN Features

SEAN analyzes documents for conformity to SE rules. It is not
intended 1o be an editor or spelling or grammar checker.

. When SEAN perceives a violation of a programmed SE rule, it calls
your attention 10 it. SEAN also points out when a non-SE word is
used. The program is able to identify non-SE words because it
contains 1500 words in its SE dictionary.

3 BN, BN EN SN BN SN am am Ew

SEAN also contains a unique feature, a Reverse Thesaurus, which
suggests the SE synonym for words that arc not in the SE
vocabulary. This featre makes SEAN easier 10 use, because you do
not have to look up a synonym each time you use a non-SE word in
a document. O

T .’- N '-"l-" a
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Other [ecatures of the program allow you to save an analysis to disk
for later cditing, print a paper copy of an analysis, or cdit a text file
while using SEAN.

Using SEAN

SEAN's menu contains several oplions:

Analyze a Text on Screen,
Save an Analysis to Disk,

Set SE Rules,

Edit a File,

Print Analysis to Printer, and
eXit.

Therc are two ways to select a function from SEAN's menu. The
first method is to use the Up Arrow or Down Arrow Keys (0 move
the highlight bar over the option you want and press Enter. The
second method is to lype the capitalized letter of the option,

Example: Select Save an analysis to disk by using the Down
Arrow key to highlight this option, or by pressing S.

Take a few minutes to familiarize yourself with the menu options and
the different ways of choosing them.

Analyzing a File
SEAN will analyze a text file for adherence to thirtcen of SE's

programmable rules. Type A to enter thc Analyze function. At the
File Name? prompt, type SAMPLE.DOC 10 load the sample text file.
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SEAN analyzes the first iwo lines of text that appear on the screen.
SEAN positions a carat (*) under a word causing an ¢rror,  An crror
message indicating the nature of the infraction, such as noun clusier
or ilfegal word use, appears on the lower half of the screen. Note
the mistake for later correcuon and press the Enter key (o continue
the analysis. The text scrolls automatically when the cursor reaches
the bottom of the screen.

In the sample scntence, notice that the first word, pressurize, is
highlighted.

Example: Pressurize refueling system and check that outer
wing tank overflow lights illuminate.
{Incorrect Verb Form)

The error message at the bottom of the screen indicates the type of
error SEAN has encountered, Make a note of the error and press the
Enter key Lo continue analyzing the senience.

When the analysis of the text is complete, SEAN automatically
reurns to the main menu. You may now choose to use the
Dictionary function to look up acceptable synonyms for illegal word
use errors or use the Edit function to correct or amend the text.

Save an Analysis to Disk

Select the oplion, Save an Analysis to Disk, from the SEAN main
menu. Press the Enter key, and SEAN saves the file you are
working on to the disk and directory you specify.
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Although SEAN docs not confirm that the file is being saved, you
can check the directory to see that the file is present. Select Analyze
a text on screen. Press F2 1o see a directory of files on the
appropriate disk. The name of your file will be there if SEAN
correctly saved it

Example: Earlier you named your file SAMPLE.DOC. When

you press F2 and name the comrect drive letter and
subdirectory (if applicable), you will see
SAMPLE.DOC listed among the file names.

Now press Esc to retum to the main menu and bypass the analysis
routine.

Exercises

1.

Set SE Rules

Save the SAMPLE.DOC analysis you did earlier in this wtorial.
For extra practice, try analyzing that same text file several more
umes, each time giving your output file a different name.

After saving each analysis, check the drive and subdirectory you
chose 10 be sure the file is there.

Select Set SE rules from the main menu. You will see a screen
entiled SE Rules Setting (On/Off). There are six options on this
screen:

1. Non-SE Words,

2. Noun Cluster,

3. Passive Voice,

4. Sentence Length,

5. Paragraph Length, and
6. Word Substitution.
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Each option is followed by a shaded box that contains either the
word On or Off. When you choose this option for the first time, all
the boxes should be marked, On.

To tum an option on or off, type the number of the option and press
Enter.

Example: To tum on the option 1. Non-SE Words, type 1 and
press Enter.

Each of these options corresponds to a group of programmable SE
rules. These rules deal with the aspect of SE that each option covers.
For a complete list of SE rules, read the SE Tutorial.

Non-SE Words

This option is used to flag words that are not in the SE vocabulary.
When this option is on, SEAN suggests SE words for non-SE words.

Howeuver, if this option is on and the Word Substitution option is off,
SEAN flags any non-SE word as unrecognized. Tumning the Non-SE
Words option off makes SEAN ignore non-SE words.

Example: Be sure that your compass reading maliches that of
the navigator.

In this sentence, the word compass is a non-SE
word, With the option tumed on, SEAN would give
the message, Do not use the word COMPASS.

Additionally, if the Word Substitution option is on,

another message appears: Replace COMPASS with
DEVICE THAT TELLS DIRECTION.
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Noun Clusters

This option is used to flag noun clusiers. A noun clusier is a group
of three or more nours in an unbroken string. When this option is
on, SEAN flags noun clusiers. When the option is off, SEAN
ignores noun clusters.

Example: Computer printer paper guides are used to hold
paper in place during printing.

This sentence contains what SEAN would perceive
as a four-noun cluster, computer printer paper
guides. With the option on, SEAN would give you
the message, Senlence contains a noun cluster.
Noun clusters not aflowed. Rules that apply to this
option may be found in the SE Tutorial (see Using
SE: Rule 7).

Passive Voice

When this option is on, SEAN noles the use of passive voice. When
the option is off, SEAN ignores occurrences of passive voice.

Example: Make sure the engine has stopped before you begin
work on the propeller blade.

There are two examples of passive voice in this
sentence: make sure and has stopped before you
begin. With this option on, both of these phrases
would be flagged by the message, Passive voice.
Do not use passive voice.

SE rules that apply to this option may be found in the SE Tutorial
(see Using SE: Rules 14, 15).
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Sentence Length

This option tells you when sentences contain 100 many words.
Generally, SE calls for sentences 1o be less than 20 words long.
When Sentence Lengih is on, SEAN flags seniences that are too long,
tells you how long cach sentence is, and asks you 1o break the
sentence. When the option is off, SEAN ignorcs sentence length.

Example: Use the left-hand ratchet wrench to loosen the
securing bolt holding the propeller in place, making
sure that you do not round off the shoulders of the
bolt head.

This sentence contains 30 words. When the
Sentence Length option Is on, SEAN reporis the
message, This sentence contains 30 words. Break
the sentence, it is loo long.

SE rules that apply Lo this option may be found in the SE Tutorial
(see Using SE: Rule 17).

Paragraph Length

Usually SE and SEAN require that paragraphs be kept to a maximum
of six sentences each. When Paragraph Length is on, SEAN flags
paragraphs that have 100 many seniences. When the option is off,

SEAN ignores paragraph length. SE rules thal apply to this option
may be found in the SE Tutorial (sec Using SE: Rules 27, 28).

Word Substitution

This option is used in conjunction with.the non-SE Words option
mentioned earlier in this section (see Non-SE Words), When this
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option is on, SEAN offers SE oplions to non-allowed words. When
this option is off, SEAN does not offer options 0 non-allowed
words.

Exercises
1.  Aliernately tumn the various SE Rule Settings on and off. Study

the cffects that uming on or off onc or more settings has on
SEAN's analysis of a document,

2. Rewrile the sentences used in the ¢cxamples above so that they

conform to the specific rule they violated.

3. Rewrite the sentences used in the examples above so that they

conform to all the SE Rules.

4.  After the sentences arc all rewritten, imagine them as being in

one paragraph. Would SEAN allow you o leave it as one
paragraph?

102




Revisions

2. (Poor) Verify the reading on your device that tells direction
with the navigaior.

{Beiier) Verily your heading with the navigator.
The guides for the printer paper hold it in place during printing,
Wait for the engine to stop. Then work on the propeller,

The securing bolt holds the propeller in place. Loosen the bolt
with the left-hand rachet wrench. Do not round the shoulders of
the bolt head,

3. Rewriting the sentences as they appear in the revision for
Exercise 2 will satisfy the SE Rules.

4.  No, the paragraph contains seven sentences. The rules of SE do
not allow you to keep this as a paragraph (even if it did make
sense).

Editing

The Edit function can be used to cdit a text file on screen or
creale a new decument in the SEAN program. To continue the
example, press E 1o enter the Edit function. The text file you have
loaded appears on the screen.

Use the cursor keys to move the cursor o the first correction you
wish to make. SEAN inserts rather than overstrikes text, so place the
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