Sample Questions for the Expert Level

Version 1.7

Gesellschaft fiir Technische Kommunikation — tekom Deutschland e.V.
RotebihlstraRe 64
70178 Stuttgart

As at: 25.07.2019



Contents

33 4o To [T 1 ] o TS
| Information on Educational ObjJectives ..........ccccuiiieeiiiiiiiiiiiiiiiiiniiieneeneneeennn,
] Information about Sample Examination Questions...........cccceeveeeennecceeeennees
Mandatory area 1: Context analysis ......cccceeeiiimniiiiiinniiiiiiiniiiiiieeiiie.
M1 1 Legal and normative requirements....ccc.ccecceeereenerennceeennerennenns
M1l 1.1 Legal reqUIrEMENTS ....cccviiiiiiiiiiiiiiiiiieieieieeieeeeeeeeeeeeeeeeeeeeeeeeeeesseessssssssssssssssens
M1 1.1.1 Risks and dangers associated with use of the product.......cccccceeeeviiiieeiinnnnnn.
e e 0 o e Yo [ Tt Y=Y Y PSS
M1 1.1.3 DUty ToinStrUCT. .o,
M1 1.1.4 Legal CONSEUUENCES ..coviiiieeiiieiieeeeeectitteeeeeeeeetbrreeeeeeseetnbreseeeeseesnsssaseeassesannses
M1 1.1.5 Copyright and right Of USE ......cceeeeeiuiiiiiiiii e
M1 1.1.6 Data ProteClioN....cccciiiiiiiiiiiiii
M1 1.1.7 Product cCOMPlianCe.....cooeviiiiiiiiieee e
M1 1.1.8 Legal reSEArCh ....ooiiiiiee s
M1l 1.1.9 Data protection and IT SECUITY ....ocuveviiriiieiiiie e
M1 1.1.10 Legal requirements placed on Document Management......cc.cccoecveenneen.
M1 1.2 Normative requUiremMents......ccccceveeeeeeeeeieiieeninniiiniiinieei.
ML 1.2, SEANAAIAS . .eiiiiieiieiiieeiee ettt sttt st sbe e st e sabe e st e sabe e et e e sabeenaeees
M1 1.2.2 SEANAArdization .....eeieiiiee e e
M1 1.2.3 In-house standardization in COMPANIEs ......coceercieeriieenieeniieeniee e,
M1l 1.2.4 Conformity with standards.........ccoecveeieiiiiiiniiee e
M1 1.2.5 Researching information on standards ........c.cccevcevriieinieiniieenieenieeen,
M1 2  Target Groups and Country Specifics ......ccceeeirrrrnniinirnnnniinnnn.
M1 2.1 LI 1 =C5L A o TN T o 13
M1 2.1.1 Documentation-relevant target group characteristics.......ccccceeevverrcreeesinnenn.
M1 2.1.2 Characterization of target SrouUpPS.....ccccccveiiviieee e

LA‘\ kom Sample Questions for the tekom Competence Framework — Expert Level, Version 1.7

© 2019, Gesellschaft fiir Technische Kommunikation — tekom Deutschland e.V.



M1

M1

M1
M1
M1

M1

M1

M1

M1
M1

M1

M1

M1

M1

M1
M1
M1

M1

2,13

2.1.4

2.2
221
2.2.2

223

4.1
411

4.1.2

4.1.3

4.1.4

4.1.5

4.2
4.2.1
4.2.2

4.2.3

Target Broup analysis «..ueeeeiieiieiie e e 18

B Trends in USErs' DENAVIONS...........c.cveeeeeeeeeeeeee e 18
Country-Specific ReQUIrements..........ccccecevvrcrsrrssrssssssnnnnnssssssssssssssssssssssssnes 19
Technical FEQUITEMENTS ....ccceeiee et e e e e re e e e s rreeeeaes 19
Culturally specific aspects of the target group .......ccccovveeeeeieeciiiiieee e, 19
Legal and normative requiremMents .......ceceeviieeeieeniieeniiee e siee e 20
Products and Technologies .......cccceeeirrrnniiiiieniiiinnnnninnnennnnn. 20
1Y =T - 20
Products and TechnolOgies..........ccuuieiiiiiiiiiiiiiiiiiiiiiiiiiieieeeeeeeeeeeee. 20
ProdUuCt @NalySiS....cccce et e e et e e e e 20
Analysis of use of Product.......ccceevveiiiiiniiin e 21
Product features and information product.........ccccevvieiiniiieiniiieneee, 21
Product tEChNOIOZY ..cccuveiiiiieiiiiiieee e e 21
ComMPEtitor @NAlYSIS.....eiieriiieeriiee ettt 22
1Y 1T - N 22
TYPES OFf MEAIA...cci it e e errae e e e e ean 22
Publication media and output devViCes ........ccceeeeciierirciiee e 23
Media StaNdards.......ooceerrieeiie i 23

Sample Questions for the tekom Competence Framework — Expert Level, Version 1.7 3

Q kom © 2019, Gesellschaft fiir Technische Kommunikation — tekom Deutschland e.V.



Mandatory area 2: PIanning......cccivueeiiiiiinniiiiiiiniiiiiinniiiiieesniismissessssmseen 24

M2 1

M2 1.1
M2 1.11
M2 1.1.2

M2 1.1.3

M2 1.14

M2 1.1.5

M2 1.1.6

M2 2

M2 2.1
M2 211

M2 3

M2 3.1
M2 3.11

M2 4

M2 4.1
M2 411

LA‘\ kom Sample Questions for the tekom Competence Framework — Expert Level, Version 1.7

Support for the Product Life Cycle and Phases of Information

[DTV11 10T 0Ty 4 =T 4 ) P 24
Product life cycle SUPPOrt.......cccciiiiiiiiiiiiiiiiiiiiiiniceeeeeeeeeeeeseeeeeesesseeeessssseenens 24
Basic principles of product life cycle.......ccuuvieeiiiocieee e 24

Dovetailing the development of information products with product

(o 1o VZ=T [T oY 5 0 =Y o | SO UUP 24
Planning information products when product are launched................... 25
Planning information products in the event of product changes ........... 25

Planning the correction of information products (without any
modifications to the ProduCt).......ccueieeciiiieciiicccee e 25

Dovetailing the development of information products with other

DUSINESS UNIES 1eeivieeiieiiiieeiee ettt st sbe e s e 26
Basics of Planning of Information Creation ...........cccccceeaeenneee. 26
Information creation planning .........cceeeeveeeiiiiiiiiiiiiiininininiin. 26
Basic principles of information planning ........cceccvveieciee e, 26
Basics of Project Management..........cccceeeiiinenniiinnnnnnininnnnnnn 27
Project Management........ccceeeeeeeeeieieeeeeneeennnenenneneeeeeeermemeeeemmmemmesmeessesssssssnen 27
Basic principles of project management ........cceccvveeiecieeeecieee e 27
ATCRIVING...ieeiiiiiiiieierreeerteeeereneerteneereanereesserenseesensesennsessnnnnne 27
ATCRIVING . rsssssssssssss s s s s s s s s s s s s s s ssssssssssssssssssssssssssssssnnnnnns 27
Project arChiVing ....ooeeiiieeeee e e e e e e 28

© 2019, Gesellschaft fiir Technische Kommunikation — tekom Deutschland e.V.



Mandatory area 3: Concept Development.......ccccciiiieeiiiiiieiiinininniiiie. 29

M3 1 Documents and Information Architecture........ccccccerrrvnnnnnnnnee. 29
M3 1.1  Information Products ........ccccceeeeiiiiiiiisnnneniiiiiissnsnneeinssssssssnneessssssssssssssssssns 29
M3 1.1.1 Internal and external documentation .......ccccccevviiiiinniiin e 29
M3 1.1.2 Types of information Products ..........eeeecuveeiiieee i 29
M3 1.1.3 Function of information Products .........ccccevuieeeiiiie e 30
M3 1.2 Information Archit@Cture .........cceeeeeeeeeiieiiiiieniniininninieiienie. 30
M3 1.2.1 Developing the information architecture........cccccoveevecieeevciee e, 30
M3 1.2.2 Structuring the information.........ceceeriieniiiiiiie e 30
M3 1.2.3  IMEtadata cooceeeeeeeiiee ettt sttt e et e e saae e e sareee s 31
M3 1.2.4 INteGration CONCEPT......ciiiiiieeeee e 31
M3 1.3 Y o o L S 32
M3 1.3.1 Retrievability of information .......c.cceeeeeiiiice e 32
M3 1.3.2 Availability of information products..........ccocceerieiiiiinieiniieniee e 32
M3 1.3.3 Allocation of information to the product........cccceevvieeiniiiiiinieeieees 33
(1Y 1 J N |V, 114 s Vo Yo £ N 33
1Y 1 J 00 SO |V =1 o o £ 33
M3 2.1.1 Standardization Methods.........cceviviiiiiniiii i 33
M3 3  Content Management .....cccccoiiieiiniiiiiiiecicninieiiecnenieniencenen. 34
M3 3.1 Information fIOW .......ccciviiiiinmeriiiiiiiiinerenincnneees s sassee s s e 34
M3 3.1.1 Component-based content management and modularization........................ 34
M3 4 Component-based Content Management Systems................. 34
M3 4.1  Tools for creating content .......ccccciiiiiiiiiiiiiiiiiiiiiiiiiiinisisssssssssssssssssssssssssssssnns 34
M3 4.1.1 Tools for creating CoNtENT .......coiiiieiiiiiee e e e e e 34

LA‘\ kom Sample Questions for the tekom Competence Framework — Expert Level, Version 1.7 5

© 2019, Gesellschaft fiir Technische Kommunikation — tekom Deutschland e.V.



Mandatory area 4: Content Creation......ccccccceieeireeireecreecreeiereeranerasereneresseesssenssensssnserassses 35
M4 1 Information procurement and SOUrCES......cccceeeueereenereennereanenne 35
M4 1.1 INfOrmMation SOUICES .....cccvvvvuereiiiiiiiisinnreiiinsssssnneeesssssssssnnesssssssssssnnnns 35
M4 1.1.1 Higher-level information .........ccoeuviiiiiiiiic e 35
M4 1.1.2 Product-specific information........ccccevvieeiiiiiieniececec e 35
M4 1.1.3 Internal or eXternal SOUICES .....ccovuiieiiiiieeeeiiee ettt 36
M4 1.2  Acquisition and selection of information.........ccccceiiiiiiiiiiiiiiiiiiiiiiiiiniiiininnnn. 36
M4 1.2.1 Organizational @SPECES ..ceevuviiiiiiiee e 36
MA  1.2.2  MELNOAS ..eeiiiiieiie ettt sttt st st st e st e sat e e sabeesareas 36
M4 1.2.3 Selection of iNformMation .........cceeeviiiiiiii e 37
M4 2 Textand tables..... i eeee s eneaene 37
M4 2.1 Concept Development.........cccccccvivirininssssissssnsnsssssssssssssssssssssssssssssssssssssses 37
M4 2.1.1 Text deSIZN CONCEPL ..uuiriiiciieeerciieeeittie e ettt e ertre e st eeeesetreeesnreeeesnsreeeenseeesnreeeas 37
M4 2.1.2 Table CONCEPT ...ttt e e e e e et e e e e s e e abraeeeaeeeennnes 38
M4 2.1.3  LayoUL CONCEPL cooiiiiiieiiie e, 38
M4 2.1.4 Concepts for safety notes and warning messages.......ccccevvveeeeecvveeeeceeeessnveenn 38
M4 2.2 Content Creation........cccccvvvviiiiiiiiiiiiii s aaaasaaaaaaes 39
M4 2.2.1 Basic principles of information processing and imparting knowledge............ 39
M4 2.2.2  TeXt CreatioN oo e e e e e s e e e s 39
M4 2.2.3  Table Creation .oo.uii et st e s 39
M4 2.2.4 Creation of safety notes and warning messages .........ccccvveeeeeeeeeiiiirieeeeeeeeeennns 40
M4 2.3  Tools for creating content (text and tables) ......cccccveviiiiiiiiiiiiiiiiiiiiiiiiiiiinnnnn. 40
M4 2.3 1 TeXt AITOIS cueiiiiiiieeiiiie ettt e st e e s rabe e e e sbae e s saeeeesareeean 40
M4 2.3.2 DTP PrOBrams ccccieiiiiiiiiieeeeeeeeeeee e 40
M4 2.3.3 Tools for generating PDF files......cccuvvieiiiii it 41
M4 2.3.4 Help AULhOFING TOOIS (HAT) ...eveeeeeeeeeeeeeeeeeeeeeeeseeeeeeseeeeesseseees s s e 41

Sample Questions for the tekom Competence Framework — Expert Level, Version 1.7 6

& tekom

© 2019, Gesellschaft fiir Technische Kommunikation — tekom Deutschland e.V.



M4

M4
M4
M4

M4
M4
M4

M4
M4
M4

M4

M4

M4

M4

M4

M4

M4

[\

M4
M4

M4

M4

M4

M4

M4

M4

Q kom © 2019, Gesellschaft fiir Technische Kommunikation — tekom Deutschland e.V.

3 Graphics and IMAgES ......ccceeueerenerrenierenerenneerenneeeenseeeenersannnns 41
3.1 (70T Lol=T o 0 =T 4 ] o TN 41
200 000 R C1 =T o o 1ot ol T =] ] RS 41
3.1.2  IMABE CONCEPL oot 42
3.2  Content creation (Graphics and IMages) .......ccccceecrceneeneeneeennnensnsensnnnsnsnnnnnns 42
3.2.1 Creating GraphiCs oo e a e e 42
3.2.2  Creation Of IMagES...cocuii ittt st e e s s e e s aba e s 42
3.3  Tools for Content Creation (Graphics and Images) ... .43
3.3.1 Graphics and iMage editors ......cccuueieieieiciiiiiee e e 43
3.3.2 Tools for recording screenshots and screen seqUENCES........cccceeeeeeecvvvreeeennn. 43

4  Integration and Editing.....ccccceereerenirenirieireeirienrencieecreeeennenan 43
4.1 Content Integration.......cccceeeeiiiiiiiiiiiiiiiiiiiiiinrer e 43
41.1 In-house docuMENtAtION ....cccvviiiiriiee e 44
4.1.2 Supplier's documentation ........cccovceiriiiniee i 44
4.1.3 Service provider's documentation ..........ccccvvriiiiiiiiie e 44
41.4 Certificates and declarations.........ccocveevieiiiiiniennieeee e 45

5 QUAlity ASSUFANCE ...cuuiieeeiireeireenireeenereneserensesensserensesesasesennnens 45
5.1 Quality Assurance of the Information Product Content...........cccccueeeeennneee. 45
5.1.1 Basic principles of Quality ASSUraNCe......ccccevvuierieiiiieniee e 45
5.1.2 Quality Assurance for text, illustrations and structure..........cccccceeevecvnvvennenn.n. 46
5.1.3 Checking content is factually correct ......oocvvvieiniiinieeniiereeeeseeeeen 46
5.1.4 Supplier's documentation ........cccceevieeeriiiee e 46
5.1.5 Service provider's documentation .......c.cccevieriieinieenie e 47
5.1.6 Certificates and declarations.......c.cueeiiiieeinieieciec e 47
5.1.7 TS cvuvureeeteesestse sttt 47
5.1.8 APPIOVAL eeiiiiiiie e et e e reeenaa 48

Sample Questions for the tekom Competence Framework — Expert Level, Version 1.7 7



M4 6 Media Production for Print Media .....cccccoeevveerencrncrnrencencrennee. 49

M4 6.1  Print Media . ...ccovevvrnereiiiiiiiiinnneeniininiisnneeesiisssssssnnsessssssssssssssssssssssssssnsssssssas 49
M4 6.1.1 Typesetting and [ayout (DTP) ....ceeecurieeeeciie et e e e e e 49
M4 6.1.2 PDF gENEration ...ccciiiiiiiiiiiece e, 49

LA\ kom Sample Questions for the tekom Competence Framework — Expert Level, Version 1.7 8

© 2019, Gesellschaft fiir Technische Kommunikation — tekom Deutschland e.V.



INTRODUCTION

Introduction

This document contains sample examination questions the likes of which can be used in the
examination. They are intended for orientation purposes only and do not claim to reflect all topic areas of the
tekom competence framework.

| Information on Educational Objectives
In accordance with the qualification levels of the European Qualification Framework (EQF), the educational
objectives “® Knowledge, ® Knowledge/Comprehension, © Skills/Application” have different characteristics

regarding content depth, scope and cognitive processing level of the educational content. The following
describes the educational objectives that apply to different qualification levels.

Modeled after Bloom’s Taxonomy of Educational Objectives:

— Verbs indicating the acquisition of knowledge (® Knowledge) are: invoke, specify, list, note, enumerate,
describe (data, facts), determine (data, facts), represent, define, name, depict (data, facts), complete,
reproduce

— Verbs indicating the acquisition of comprehension (® Knowledge/Comprehension) are: select, justify,

describe (correlations), determine (contexts), classify, explain, clarify, formulate, contrast (data, facts),
identify (correlations), arrange, depict (correlations), transmit, distinguish, illustrate, summarize

— Verbs indicating the acquisition of skills (© Skills/Application) are: deduce, produce, be able to apply, carry
out, evaluate, edit, assess, calculate, demonstrate, discuss, perform, create, find out, interpret, indicate,
design, solve, plan, compare, use, associate

Professional Level

— @ Knowledge (EQF 4): Reproduction of factual knowledge, terms, simple definitions, data, events or rough
representations of theories, remembering and reproduction of facts, terms, concepts and answers.

Example of an educational objective: “To know the definition of product safety”
— © Skills/Application (EQF 4): Ability to use facts, application of methods, implementation of processes.

Examples of an educational objective: “To be able to correctly formulate warning messages”, “To know the
process as well as the different phases of information development”

Expert Level

- Knowledge/Comprehension (EQF 5):
Knowledge: Reproduction of factual knowledge, terms, simple definitions, data, events or rough
representations. Remembering and reproduction of facts, terms, concepts and answers
Example of an educational objective: “To know the definition of HTML”

Comprehension: Formulation and explanation of issues in one's own words, representation of theories,
constructs and laws, understanding correlations, organization, comparison, interpretation, description,
reproduction of main ideas regarding facts, terms, ideas and concepts in own words.

Example of an educational objective: “To understand the advantages and disadvantages of modular
information development”

LA‘\ kom Sample Questions for the tekom Competence Framework — Expert Level, Version 1.7 9
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INTRODUCTION

— © Skills/Application (EQF 5): Ability to use facts, application of methods, implementation of processes,
autonomous problem solving, even in new situations.

Examples of educational objectives: “To be able to develop a structuring concept”, “To be able to conduct
an analysis for product use”

| Information about Sample Examination Questions

Sample examination questions are categorized by blocks.

Mandatory area 1: Context Analysis | Mandatory area

P1 1 Legal and normative requirements | Topic

P1 1.1 Legal requirements I Sub-topic

P1 1.1.1 Risks and dangers associated with the product jl Block

Risk assessment I Sub-block

Every sample examination question has an educational objective and a degree of difficulty.

Question Educational Degree of
objective difficulty

What are the criteria for a risk assessment? Name 3 criteria. ® *ok

How is the formulation of safety notes and warning messages related to -

risk assessment? Explain the correlation.

Which media trends will change technical documentation in the coming 10
years? Name 3 media trends and apply each trend to technical © *k
documentation in 1 to 2 sentences, using examples.

What are the types of danger that can be caused by a product? Classify *
these and give an example.

Legend

* The verbs marked yellow (e.g., name, clarify) indicate the educational objective. The allocation of possible
verbs to educational objectives is provided under I Information on Educational Objectives, Pg. 9 in this
document.

¢ Educational objectives ® Knowledge and © Skills/Application for the Professional Level qualification

* Educational objectives BKnowledge/Comprehension and © Skills/Application for the Expert Level
qualification

* Degrees of difficulty: * 2 easy | ** 2 medium | *** 2 difficult

@ : kom Sample Questions for the tekom Competence Framework — Expert Level, Version 1.7 10
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MANDATORY AREA 1: CONTEXT ANALYSIS
M1 1.1 LEGAL REQUIREMENTS

Mandatory area 1: Context analysis

Class recommendation

— Professional: 1.5 coins (45 hours)
— Expert: 3 coins (90 hours)

M1 1 Legal and normative requirements

M1 1.1 Legal requirements

The legal requirements placed on an information product affect, among other things, the risks and hazards
associated with the product, product safety, duty to instruct or compliance. Only some of the legal
requirements and obligations that apply when placing products on the market are a direct result of legal
provisions. Court decisions continue to be hugely significant. The legal provisions for information products are
derived from the legal provisions for the condition of products and are also designated as the “duty to
instruct”.

All the legal requirements that apply to an information product are determined and documented as a result of
an analysis. These requirements are stated in concrete terms during the concept development phase.

M1 1.1.1 Risks and dangers associated with use of the product

Educational Degree of
objective difficulty

Which 3 measures does a risk assessment suggest to consider for an
optimal reduction of risks associated with the use of the product? Describe *E
the measures in chronological order.

How is the drafting of safety notes and warning messages related to the risk

assessment? Please explain. o
What is the difference between safety notes and warning messages? *k
Draft a warning message using an example of your choice. © *k
How is risk assessment related to target group analysis? Please explain. *k
Name the signal words to indicate possible harm to persons. Why should -

they never be used to indicate possible damage to property?

Lﬁ\ kom Sample Questions for the tekom Competence Framework — Expert Level, Version 1.7 11
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M1 1.1.2 Product safety

MANDATORY AREA 1: CONTEXT ANALYSIS
M1 1.1 LEGAL REQUIREMENTS

Question Educational Degree of
objective difficulty
Which is the preferable approach: Preventing risks by design or by "
instruction? Please explain.
Is there a need to warn it the hazardous situation is obvious for the user? .
What does the obligation to monitor the products placed on the market .
include?
Explain the importance of health and safety law. What are the
consequences if the market surveillance authorities deem your product as *
dangerous?
Why is it so important to know the applicable product health and safety law
of the target market? What are the consequences if your product is not *k
compliant?
M1 1.1.3 Duty to instruct
Question Educational Degree of
objective difficulty
Explain the importance of defining the intend use of a product. Has the -
technical writer also to consider the foreseeable misuse?
Why has a product to be accompanied by instructions for use? Name 4 -
reasons and explain them briefly.
Name and explain 4 aspects of “Design and structure of instructions” that .
are defined in standards or guidelines.
M1 1.1.4 Legal consequences
Question Educational Degree of
objective difficulty
Explain the difference between product health and safety law on one hand o
and product liability law on the other hand?
Which are the possible consequences in terms of product health and safety
law and in terms of product liability law if the instructions for use are not *kE
complete? Explain in 2 to 3 sentences.
What is the object of contract law? How does the contract law reflect to o
technical documentation? Explain by using an example.
Can contractual agreements overrule the health and safety law .
requirements for your product?
LA k Sample Questions for the tekom Competence Framework — Expert Level, Version 1.7 12
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M1 1.1.5 Copyright and right of use

MANDATORY AREA 1: CONTEXT ANALYSIS
M1 1.1 LEGAL REQUIREMENTS

Question Educational Degree of
objective difficulty

What does a copyright notice indicate? Explain in 2 to 3 sentences. wk

What needs to be checked and specified if you put an image files on the *

Internet? Explain in 1 to 2 sentences.

Are websites also protected by copyright law? Rk

M1 1.1.6 Data protection

Question Educational Degree of
objective difficulty

What does “automated processing” mean in the context of data -

protection? Explain the correlation.

Explain the difference between data protection and IT security with 2-3 o

sentences.

Name 3 examples for personal data of an individual person. Are they still "

considered as personal data if they are pseudonymized?

Explain the difference between pseudonymization and anonymization. In -

which case data can’t be considered as personal data anymore?

Name 3 goals which shall be ensured through data protection legislation. "

In which context could personal data be handled in the technical

documentation department or a service provider for technical *k

communication? Give 3 examples.

M1l 1.1.7 Product compliance

Question Educational Degree of
objective difficulty

What does it mean to place a product on the market? Explain the concept -

in the context of technical communication in 3 to 4 sentences.

Which role does technical documentation play within the context of the EC

conformity assessment, the EC declaration of conformity and the CE *ok

marking? Please explain.

Which role do certified bodies play within the concept of CE-marking? ol

Lﬁ\ kom Sample Questions for the tekom Competence Framework — Expert Level, Version 1.7 13
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M1l 1.1.8 Legal research

MANDATORY AREA 1: CONTEXT ANALYSIS
M1 1.1 LEGAL REQUIREMENTS

Question Educational Degree of
objective difficulty
. . . 5
Which resources are suitable for doing a research of the legal framework? *
Is there any obligation to conduct research on standards? Explain in 1 to 2 -
sentences.
Who can help you to find the applicable legislative health and safety ok
requirements of the target market for you product? Name at least one
example.
Where can you get information about the applicable health and safety *
requirements within the European Union?
M1l 1.1.9 Data protection and IT security
. Educational Degree of
uestion - cees
Q objective difficulty
What must companies ensure when it comes to data protection? Explain in -
2 to 3 sentences.
In the process of creating information products, where do aspects of data "
and IT security come into play? Explain in 2 to 3 sentences.
Name 3 common methods to ensure IT security. *
Is the data protection legislation applicable to company secrets? Explain "
why yes or why not.
With respect to which aspects has a technical documentation department -
to take into account IT-Security measures?
M1 1.1.10[=04 Legal requirements placed on Document Management
Question Educational Degree of
objective difficulty
What is the difference between backup and archiving? Explainin 2 to 3 -
sentences.
What does it mean to make archiving compliant with audit requirements? -
Explain in 2 to 3 sentences.
What are the economic consequences of poor document management? .
Name and explain 3 consequences briefly.
LA k m Sample Questions for the tekom Competence Framework — Expert Level, Version 1.7 14
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MANDATORY AREA 1: CONTEXT ANALYSIS
M1 1.2 NORMATIVE REQUIREMENTS

M1l 1.2 Normative requirements

National and supranational standards specify further requirement placed on information products in concrete
terms. A standard contains a definition of the requirements placed on technical equipment, components,
system modules and technical interfaces, processes and procedures.

Standards do not have any legally binding status because they are produced by private standards bodies rather
than by government legislation. They are essentially applied on a voluntary basis. Nevertheless, the application
of standards may be made mandatory by legal regulations. The following requirements placed on Technical
Documentation as a result of technical standards are liable to constant change at both national and
international level.

All the normative requirements that apply to an information product are determined and documented as a
result of analyzing applicable standards. These requirements are stated in concrete terms during the concept
development phase.

M1 1.2.1 Standards

Question Educational Degree of
objective difficulty
What is the difference between standards and directives? Explain the *
: :

difference and name 2 corresponding examples each.
Name and briefly explain two differences between ANSI Z535 and ISO 3864. -
M1l 1.2.2 Standardization

. Educational Degree of
Question objective difficulty
Are there standards that are valid globally? Explain your answer giving 2 -
examples.
Name 2 international standardization organizations and two national *
standardization organizations.
What is a Type A standard? Explain in 1 to 2 sentences and give an example. *
Briefly explain the process of developing an international standard. *E
Which elements form the entire title of a standard? *
Explain the difference between a horizontal standard and a vertical -

standard? Give an example for each.
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M1l 1.2.3 In-house standardization in companies

MANDATORY AREA 1: CONTEXT ANALYSIS
M1 1.2 NORMATIVE REQUIREMENTS

Question Educational Degree of
objective difficulty
I -
In what areas are factory standards applied? Explain in 2 to 3 sentences. *
Which is the difference between a factory standard and a specification? Are -
they in competition with each other? Explain in 2 to 3 sentences.
Is a style guide a factory standard? Explain the connectionin 2to 3 -
sentences.
M1l 1.24 Conformity with standards
Question Educational Degree of
objective difficulty
What is the role of checklists in standards? Name and explain it. *
What is the purpose of a requirement specification? Explain in 3 to 4 .
sentences.
How can you ensure conformity with a standard if the standard does not .
include a checklist? Explain how you would proceed?
Name at least 3 verbal forms which express requirements in standards. "
Who is allowed to assess conformity with a standard? *E
Explain how conformity can be assessed though a desk research and which .
prerequisites have to be fulfilled.
Name at least three empirical methods to assess conformity and explain .
them with 1-2 sentences.
M1l 1.25 Researching information on standards
Question Educational Degree of
objective difficulty
Which online platforms for researching international standards do you
know of? Name 2 options and give an advantage and disadvantage of each. *ok
Name 2 options for researching international standards. *k
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MANDATORY AREA 1: CONTEXT ANALYSIS
M1 2.1 TARGET GROUPS

M1 2 Target Groups and Country Specifics

M1 2.1 Target Groups

Target group descriptions characterize the users of an information product in a given usage situation. Every
information product must be easily understandable and usable for its target group. One must know the
information product’s target group and its requirements in order to achieve this. The characteristics of the
information product can be determined and derived from this starting point.

Relevant features describe target groups and usage situations. Various methodological approaches make it
possible to follow a systematic procedure when analyzing target groups and their usage situation.

A target group analysis produces specific guidance on how to develop a product.

M1 2.1.1 Documentation-relevant target group characteristics

Question Educational Degree of
objective difficulty

What is the relation between text comprehensibility and target groups? .

Name 3 aspects that explain this relation.

What characteristics do you use to describe a usage environment as part of -

a usage context analysis? Name 3 characteristics and explain these.

How can you determine a target group’s awareness level for technologies? -

Explain in 3 to 4 sentences.

M1 2.1.2 Characterization of target groups

. Educational Degree of

Question - .g.
objective difficulty

How can target groups differ? Name 3 aspects and point out the -

differences.

Why is it important to consider the usage environment in technical
documentation? Explain in 3 to 4 sentences using the example of “service © Rk
documentation for excavators”.

Why is it important to know the awareness level for technologies when

k%
creating information products? Explain in 3 to 4 sentences.
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MANDATORY AREA 1: CONTEXT ANALYSIS
M1 2.1 TARGET GROUPS

M1l 2.1.3 Target group analysis

Educational Degree of

Question objective difficulty

Which analysis methods do you know to identify prior knowledge and
requirements of a target group with respect to an information product? *ok
Name and describe one method.

What are the differences between various methods of target group
analysis? Name 2 methods and one advantage and one disadvantage of *kx
each.

From which sources can you collect empirical data for a target group
analysis? Name 4 sources and explain which source you would choose for © ol
which purpose.

M1 2.1.4 [M4 Trends in users' behaviors

Educational Degree of

Question objective difficulty

“Usage of media, and especially the Internet, exceedingly serve to retreat

into personalised worlds. This trend will characterize media usage in 2024,

among other things”. WDR mediagroup published this trend. What does © Rk
this trend mean for technical documentation? Explain in 3 to 4 sentences

using the example of a “excavator maintenance manual”.

Which requirements do users place today on the technical documentation
of washing machines, for instance? Name and deduce 3 requirements.

© * %k

Several studies show that the reading skills of users are declining. How does
this affect the creation of technical documentation? Deduce consequences © **
in 3 to 4 sentences.
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MANDATORY AREA 1: CONTEXT ANALYSIS
M1 2.2 COUNTRY-SPECIFIC REQUIREMENTS

M1 2.2 Country-Specific Requirements
Information products for different countries and markets must meet country-specific requirements. These
include:

- Technical requirements
- Culturally-specific aspects of the target group
- Legal and normative requirements

Taking these requirements into account in the information product is relevant when it comes to placing the
product on the market, product compliance and usability. Information on this can be obtained directly from
destination countries, from technical requirements and product specifications, from contracts or by research.

The resulting requirements placed on information products must be taken into account during concept
development and be implemented when the product is produced.

M1 2.2.1 Technical requirements

. Educational Degree of
Question - iy
objective difficulty
Which country-specific technical requirements influence the design of an "
information product? Name and explain 3 requirements.
You are responsible for the instructions for use for an electric toothbrush.
The product will be marketed internationally. What do you need to .

consider when designing the device description? Explainin 2 to 3
sentences.

Are there different technical requirements for the German, American and
Chinese markets that influence the design of an information product for a *ok
washing machine? Describe in 2 to 3 sentences.

M1 2.2.2 Culturally specific aspects of the target group

Question Educational Degree of
objective difficulty

What are the requirements of international target groups on the creation of *

technical documentation? Name 4 requirements and explain them.

What makes technical documentation neutral to specific cultures? Name 4 .

aspects and explain them.

What culturally specific differences in information processing can you
expect from an international target group? Name and describe 3 possible *k
differences.
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MANDATORY AREA 1: CONTEXT ANALYSIS
M1 4.1 PRODUCTS AND TECHNOLOGIES

M1l 2.2.3 Legal and normative requirements

. Educational Degree of

Question - i
objective difficulty
Describe 2 country-specific requirements on information products. *E
Name and explain 3 country-specific standards or guidelines in the context "
. :

of technical documentation.
What is the purpose of country-specific standards and guidelines? Discuss -

in 3 to 4 sentences.

M1 3  Products and Technologies

M1l 4 Media

M1 4.1 Products and Technologies

Before developing an information product, the characteristics of the product and the resulting requirements
placed on the information product must be determined. Conversely, the information product may result in
requirements being placed on the product.

An information product must describe all relevant functions and conditions for users. The product structure
and possible versions which must be taken into account in the information product are determined when
analyzing the product. The use of a product in every phase of the product’s life-cycle is another aspect of
product analysis. The product technology that is used is also investigated and conclusions are drawn regarding
its degree of familiarity and the expected knowledge of users. Allowance must be made for possible
interactions between the information product and the product. The features of the product, such as a display,
have, for instance, an influence on how an information product can be provided.

The results of this process step must be taken into account during concept development and be implemented
when the product is produced.

M1 4.1.1 Product analysis

Educational Degree of

Question objective difficulty

What is product analysis? Define the term and name the objectives of a

product analysis. Using an example, explain when during the information *kE
development process you carry out a product analysis.

Which outhmes of a p_ro_duct analysis are important for technical o
documentation? Explain in 2 to 3 sentences.

What is the procedure for a product analysis? Describe the procedure in 3 © o

to 4 sentences using an example.
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MANDATORY AREA 1: CONTEXT ANALYSIS
M1 4.1 PRODUCTS AND TECHNOLOGIES

M1l 4.1.2 Analysis of use of product

Question Educational Degree of
objective difficulty

What methods do you know that can be used to analyze product use?

Name 2 methods and, giving an example, explain the possible results of the © **

methods.

Describe a method you know to analyze product use. Briefly explain the o

associated planning, execution and evaluation.

Using an example, explain in 3 to 4 sentences how you can use the results © ok

of a product use analysis for the concept of an information product.

M1l 4.13 Product features and information product

. Educational Degree of
uestion - cees

Q objective difficulty

Name and explain 3 specific requirements on electronic information "

products.

Name and explain 3 possible product features that can influence the .

concept of an information product.

Using an example, describe in 3 to 4 sentences how an information product .

can place requirements on a product.

M1l 4.1.4 Product technology

Question Educational Degree of
objective difficulty

What potential consequences from an analysis of applied product

technologies can you derive for the concept of the information product? © kX

Explain 2 consequences, using an example.

How do you determine whether a particular product technology is already -

known in the market? Explain your approach in 3 to 4 sentences.

What methods of determining the awareness level for a product technology

do you know? Name 3 methods and describe one method in 3 to 4 *

sentences.
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MANDATORY AREA 1: CONTEXT ANALYSIS

M1 4.2 MEDIA

M1l 4.1.5 Competitor analysis
Question Educational Degree of

objective difficulty
What is a competitor analysis? Explain the term and its relation to technical *
documentation.
What methods of analyzing competitors do you know? Name 3 methods -
and explain one method in 3 to 4 sentences.
How does a competitor analysis benefit technical documentation? Explain .

in 3 to 4 sentences.

M1l 4.2

Media

Information products can be made available to the user using various media. When creating an information
product, a decision must be made as to which types of media are most suitable under the given underlying
conditions. Use by the target group, the product that is to be described, how the information product can be
displayed on the various output devices and which media standards can be used are all factors that are

relevant to this decision.

The results of this process step are used for media planning.

M1 4.2.1 Types of media

Question Educational Degree of
objective difficulty

Name 3 different static types of media or forms of presentation and

describe how they can be applied in instructions for use in one sentence *E

each.

What are dynamic types of media or forms of presentation? Name 3 types

of media or forms of presentation and explain one meaningful application o

in instructions for use.

What is the advantage of interactive types of media or forms of

presentation when compared to static types of media or forms of -

presentation in the context of repair instructions? Describe in 2 to 3

sentences.

é

kom
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MANDATORY AREA 1: CONTEXT ANALYSIS

M1 4.2 MEDIA

M1 4.2.2 Publication media and output devices

Question Educational Degree of

objective difficulty

Name 3 publication media and the corresponding output formats, and "

explain one intended use case each for technical documentation.

What are input devices? Name 2 devices and explain 2 advantages and

disadvantages from the point of view of excavator maintenance personnel. *Ex

What are output devices? Name 3 different output devices and describe a

meaningful use case for a type of media or form of presentation for each kX

output device.

M1l 4.23 Media standards

Question Educational Degree of

objective difficulty

Name and explain 3 different technical standards for encoding content. "

Which media standards for audio content do you know? Name and explain o

2 standards.

Name and explain 2 media standards for interactive content. ok
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MANDATORY AREA 2: PLANNING
M2 1.1 PRODUCT LIFE CYCLE SUPPORT

Mandatory area 2: Planning

Class recommendation

— Professional: 0.5 coins (15 hours)
— Expert: 1 coin (30 hours)

M2 1  Support for the Product Life Cycle and Phases of Information
Development

M2 1.1 Product life cycle support

Information products offer the user assistance in various phases of a product’s life-cycle, e.g. installation,
commissioning, use, maintenance and disposal.

Distinctions are made between planning the creation of an information product based on product
development, product changes and the need to modify an information product without modifying the product.
The content of an information product is inextricably linked to information from other business units, e.g.,
Development, Marketing, Training and Customer Service. In order to create information products effectively
and efficiently, the need to coordinate timings with these other business units must also be taken into account.

Project planning results are used in the next phases.

M2 1.1.1 Basic principles of product life cycle

Educational Degree of

Question objective difficulty

What are the different phases of a product life cycle? Name 3 phases and a
specific documentation type for each phase, and describe the potentials for *kE
re-using content between the 3 documentation types.

Name and briefly describe the different product life cycle phases. *

What is the correlation between the product life cycle and technical

%k
documentation? Explain the correlation.

M2 1.1.2 Dovetailing the development of information products with product
development

Educational Degree of

Question objective difficulty

How can the development process of the information product be linked
reliably to the development process of the actual product? Name and *E
describe 2 possibilities.

Why should the creation of the information product occur in parallel to the
development of the actual product? Name and describe one reason.

*

What can happen if the product specification does not correspond to the
developed product? Describe the consequences in 3 to 4 sentences, taking ol
into account the information development process.
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MANDATORY AREA 2: PLANNING
M2 1.1 PRODUCT LIFE CYCLE SUPPORT

M2 1.1.3 Planning information products when product are launched

Question Educational Degree of
objective difficulty

Explain 3 different reasons for changes to technical documentation after -

publication in one sentence each.

Who will primarily make during the execution of the creation process of © *

technical documentation? Describe in 2 to 3 sentences.

Who can make changes to the documentation during product *

development? Describe in 2 to 3 sentences.

M2 1.14 Planning information products in the event of product changes

. Educational Degree of

Question N i
objective difficulty

What is “versioning”? Define the term and explain it using an example. -
How can documents or information objects be versioned? Describe 2 © "
possibilities.
How can changes made to the product or to technical documentation (for
example, in a tacit acceptance procedure) be communicated? Describe your © *Ex

approach.

M2 1.1.5 Planning the correction of information products (without any
modifications to the product)

Question Educational Degree of
objective difficulty

How do you prioritize corrections or change requests for documentation? © ok

Name and explain 3 criteria.

In which situations do you need to change the technical documentation © -

when the product itself does not change? Name 3 examples.
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MANDATORY AREA 2: PLANNING
M2 2.1 INFORMATION CREATION PLANNING

M2 1.1.6 Dovetailing the development of information products with other business
units

Educational Degree of

Question objective difficulty

Suppose you want to offer digital information products to your users in the
future. Which departments of the company do you need to get on board Hokk
and why? Explain your approach in 3 to 4 sentences.

What role does Sales play for technical documentation? Explain the

connection in 3 to 4 sentences. ®
What is e-commerce? What role can e-commerce play in technical
documentation? Define e-commerce and explain its role in 3 to 4 **

sentences.

M2 2  Basics of Planning of Information Creation

M2 2.1 Information creation planning

The requirements placed on every information product differ in each project. This is why planning the creation
of information for individual detailed tasks must be set up specifically. This includes defining how the process is
organized and which resources are needed in order to achieve implementation.

It includes defining how the process is organized, which resources are needed in order to achieve
implementation, what knowledge the executing employees must have, which interfaces must be taken into
account and which requirements have to be met in order for all the individual sub steps in the information
development process to run smoothly. The basis of planning is usually provided by empirical values obtained
from previous projects.

The entire information development process (time, tasks, contents and workflow) is devised in advance during
information creation planning.

M2 2.1.1 Basic principles of information planning

Educational Degree of

Question objective difficulty

What does information development mean in the context of technical
documentation? Define the term and describe the relevance of information *
development for technical documentation.

What are the time-critical phases in information development? Name 2 o
phases and justify your choice.

Which roles are involved in the different phases of the information
development process? Name 5 roles and describe the tasks that these roles
carry out.

* %k %
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MANDATORY AREA 2: PLANNING
M2 3.1 PROJECT MANAGEMENT

M2 3  Basics of Project Management

M2 3.1 Project Management
Project Management involves organizing, executing and monitoring the information product’s development

process and process steps, working tasks and resources.

This is where project details are specified and planned. The required Project Management techniques and tools
are also described.

The result of Project Management highlights the scope and effort required for the information product creation
project and is implemented in subsequent phases.

M2 3.1.1 Basic principles of project management

Question Educational Degree of
objective difficulty

Who are the stakeholders in a documentation project? Name 3 -

stakeholders and give a brief outline of their tasks in a project.

What is the difference between a functional specification and a

requirement specification? Explain how these two concepts are different. *

Which industry-specific, standardized guidelines do you know for
requirements specifications and their handling? Explain the guidelines in 2 © kX
to 3 sentences using an example.

M2 4  Archiving

M2 4.1 Archiving

All the relevant project information, project results and information products must be archived in order to
complete a project. Electronic archiving enables non-modifiable, long-term retention of electronic information.
Various concepts and organizational schemes are adopted in order to ensure systematic archiving. Electronic
archiving is assisted by various tools, the functions they provide and their components.

All the project results and project-relevant information are archived as a result of this process step.
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MANDATORY AREA 2: PLANNING
M2 4.1 ARCHIVING

M2 4.1.1 Project archiving

Question Educational Degree of
objective difficulty

Which storage media are suitable for archiving? Name 3 media and explain © o

in 1 to 2 sentences the advantages and disadvantages of each.

What is archiving? Define the term in brief and explain the need for .

archiving using 2 examples.

What is the purpose of archiving as opposed to data backup? Explain in 2 to .

3 sentences.
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MANDATORY AREA 3: CONCEPT DEVELOPMENT
M3 1.1 INFORMATION PRODUCTS

Mandatory area 3: Concept Development

Class recommendation

— Professional: 2 coins (60 hours)
— Expert: 3 coins (90 hours)

M3 1 Documents and Information Architecture

M3 1.1 Information Products

Different information products may differ fundamentally in terms of their characteristics and function. The first
task when developing a concept is, at the highest level, to define which type of documentation is involved,
which type of information product is being created and what its communicative function is. The product life-
cycle is an important starting point for this purpose. For each phase of the product life-cycle, the user needs
different information that has to be documented for the user.

The concept for information products defines the features and characteristics of the information products.

M3 1.1.1 Internal and external documentation

. Educational Degree of
Question - s
objective difficulty
What is the difference between internal and external documentation? o

Describe the difference and give 2 examples for each.

Which documents can be considered external documentation? Explain the
term “external documentation” and give 4 examples of external
documentation.

What tasks do internal technical documents fulfill? Name 3 different tasks

%k

and mention an information product for each task.
M3 1.1.2 Types of information products
Question Educational Degree of

objective difficulty
What is the difference between instructions for use and an operation o
manual? Explain the difference using 2 examples.
What are the differences between the different types of technical
documentation? Name 3 distinguishing aspects of different types of .
technical documentation. Specify the characteristics of 4 types of technical
documentation.
What is the correlation between product, target groups and documentation .

type? Explain the correlation.
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MANDATORY AREA 3: CONCEPT DEVELOPMENT
M3 1.2 INFORMATION ARCHITECTURE

M3 1.1.3 Function of information products

Question Educational Degree of
objective difficulty
Explain the term “text function”; name and explain 3 different, basic text "

functions.

What is the difference between content and function at the information
product level? Explain this difference using examples for different *kE
information products.

What is the difference between the type of an information product and its

* %k
function? Define and explain the terms “type” and “function”.

M3 1.2 Information Architecture

The information architecture specifies which contents are incorporated in the information product with which
structure, which function and at what depth. The fundamental principles for the information architecture, such
as target group analysis and usage situation, are evident from the context analysis.

The way in which other contents are to be integrated, e.g., into supplier’s documentation, must also be
defined. Necessary meta data for managing contents must be defined.

The information architecture provides the structural and content-related concept for developing information
products.

M3 1.2.1 Developing the information architecture

Question Educational Degree of
objective difficulty
What is information architecture? Define the term and describe its role in *

technical documentation.

Name the difference between these three tasks: (a) structuring

information, (b) modularizing information, and (c) standardizing © *k

information. What are the respective results of these stages?

What difficulties can arise when using an information architecture in the

further information development process? Name 2 difficulties and describe © kX

how you will tackle them effectively.

M3 1.2.2 Structuring the information

Question Educational Degree of
objective difficulty

What is the structure for step-by-step task instructions? Demonstrate the © -

structure using an example.

What techniques can you use to structure large volumes of content? Name -

and describe one technique.

How can you classify information? Name 3 different information classes -

and describe their characteristics.
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MANDATORY AREA 3: CONCEPT DEVELOPMENT
M3 1.2 INFORMATION ARCHITECTURE

M3 1.2.3 Metadata

Question Educational Degree of
objective difficulty
What is metadata? Explain the term in 3 to 4 sentences using an example. © o
Why is metadata important for technical documentation? Explain in 3 to 4 "
sentences.
Name 5 examples of metadata in the context of a maintenance manual. © .
Name the actual metadata and then give an example of its content.
M3 1.24 Integration concept
Question Educational Degree of
objective difficulty
Which aspects does a checklist for supplier documentation include? Name 3
%k k ok

aspects with 2 sub-aspects each. For example: Aspect (1) Language; Sub-
aspect (1a) Original language/Project language, (1b) Foreign language
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MANDATORY AREA 3: CONCEPT DEVELOPMENT

M3 1.3 Access

M3 1.3 ACCESS

Straightforward, quick access by the user is an essential prerequisite for effective, efficient use of an
information product and its contents. This is why, before starting to create an information product, it is
necessary to define how such access is to be made possible and what methods and technical options are to be
used. It must also be ensured that the information product and its contents can be allocated to the respective

product or product function in an error-free manner.

The concept for access defines accessibility and hence the usability of the information product.

M3 1.3.1 Retrievability of information

Question Educational Degree of
objective difficulty

“Always use the same term for a particular fact, be it an activity or an

object. Avoid using words with similar meanings, so-called synonyms”. © .

Discuss this statement in the context of search engine optimization in 3 to 4

sentences.

In which situations is a list of abbreviations useful? Describe 2 use cases. -

Which references are not permitted in external technical documentation? © .

Explain 2 examples in 3 to 4 sentences.

M3 1.3.2 Availability of information products

. Educational Degree of

Question _— .g.
objective difficulty

What minimum content must instructions for use contain? Briefly describe "

the minimum content.

Is it sufficient to provide instructions for use for download on the Internet? -

Explain in 2 to 3 sentences using an example.

Which requirements must the content of information products meet so

users can use them in the best possible way? Describe 4 requirements. ol
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MANDATORY AREA 3: CONCEPT DEVELOPMENT
M3 2.1 METHODS

M3 1.3.3 Allocation of information to the product

. Educational Degree of

Question - i
objective difficulty

What criteria do you use to select the appropriate documentation medium? -
Name 4 criteria and explain them.
From a user's perspective, which information is difficult to understand
when it is transmitted digitally? Explain one scenario in 4 to 5 sentences. Hkk
What are the limitations of printed information? Explain one scenario in 4 -

to 5 sentences.

M3 2 Methods

M3 2.1 Methods

Methods are especially important in order to standardize contents, composition and creation processes.
Established methods include, e.g., controlled language, document templates or DTDs. Various technologies and
software-supported processes can assist implementation and application.

The particular methods that can be applied for particular information products are defined in the
methodological concept.

Information concerning standardization through terminology can be found in the separate description of the
support process.

M3 2.1.1 [ standardization methods

. Educational Degree of

Question N )
objective difficulty

What preparations must be carried out before you can introduce © o
standardization? Explain in 3 to 4 sentences.
Is the style guide an internal or external document? Give reasons for your "
answer.
How does a “Controlled Language Checker” work? Describe in 3 to 4 .

sentences.
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MANDATORY AREA 3: CONCEPT DEVELOPMENT
M3 3.1 INFORMATION FLOW

M3 3 Content Management

M3 3.1 Information flow

There are various methods of creating an information product efficiently and, in doing so, taking into account
the different requirements placed on an information product as well as differences between various
information products: Component-based Content Management, Information Management and Document
Management.

The concept for the information flow must ensure that content and documents can be easily found and re-
used.

M3 3.1.1 Component-based content management and modularization

Question Educational Degree of
objective difficulty

What do you call the procedure for cross-media publication? Name the

term and describe the procedure for implementing cross-media © *Ex

publication.

What is the difference between module-based documentation creation and .

document-based documentation creation? Explain 3 differences.

Why is it important to choose a well thought-out naming convention for -

modules? Give 2 reasons.

M3 4 Component-based Content Management Systems

M3 4.1 Tools for creating content
Special-purpose tools are used for creating contents depending on the media types to be produced and the
target formats.

Contents are integrated into an information product in the following media production process phase.

M3 4.1.1 Tools for creating content

Educational Degree of

Question objective difficulty

What are the different types of content management systems and what are
the differences between them? Name 2 different types and explain the *E
differences between them.

What are the pros and cons of XML-based content management systems?
What are the alternatives? Name 3 advantages and 3 disadvantages and 2 ol
alternatives. Give reasons for your answer.

What are the differences between a document in markup language and a

%k k
PDF file? Name 3 differences and explain them.

@ kom Sample Questions for the tekom Competence Framework — Expert Level, Version 1.7 34

© 2019, Gesellschaft fiir Technische Kommunikation — tekom Deutschland e.V.



MANDATORY AREA 4: CONTENT CREATION
M4 1.1 EXINFORMATION SOURCES

Mandatory area 4: Content Creation

Class recommendation

— Professional: 7 coins (210 hours)
— Expert: 8 coins (240 hours)

M4 1 Information procurement and sources

M4 1.1 Information sources

Information from in-house company or external sources is needed in order to develop an information product.

It is necessary to know what sources there are and what information they can supply. The reliability of the
relevant source and the quality of its information must be estimated.

As a result of this process step, the sources which are available for acquiring information are known.

M4 1.1.1 Higher-level information

. Educational Degree of
Question N )
objective difficulty
Which information sources provide the necessary information for your
technical documentation? Name and describe 5 company-internal sources. *
How do you organize a maintainable sophisticated and efficient information
procurement process for technical documentation to ensure you include © .

every information source? Explain your approach in 4 to 5 sentences.

Which information sources can you use to determine high-level topics for
which you must procure information for your technical documentation? *k
Name and describe 4 different sources.

M4 1.1.2 Product-specific information

Question Educational Degree of
objective difficulty
What is a product analysis and what is a task analysis? Define both terms. *

What is a task analysis? Define the term and name the objectives of a task
analysis. Using an example, explain the stage of the information © *oE
development process at which you carry out a task analysis.

How is a task analysis carried out? Describe the process. *x
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M4 1.1.3 [MInternal or external sources

MANDATORY AREA 4: CONTENT CREATION
M4 1.2 ACQUISITION AND SELECTION OF INFORMATION

. Educational Degree of

Question _— i
objective difficulty

Which analyses are useful at the start of the information development -
process? Name 3 analyses and give reasons for your answer.
Which external information sources can facilitate information
procurement? Name and describe 3 sources. Elaborate on the advantages *ok
of the sources.
How can you assess information sources? Name and describe 3 possible -

criteria.

M4 1.2 Acquisition and selection of information

The information that is used as the basis for creating content can be obtained by using various methods. In
order to design this effectively and efficiently, an implementation process must be planned and organized and

the technologies that are used for this purpose must be made available.

Information thus acquired must be assessed for its relevance and selected accordingly.

This process step produces the information needed for content creation.

M4 1.2.1 Organizational aspects

. Educational Degree of

Question _— iy
objective difficulty

Which information procurement processes do you know? Describe one "

process and elaborate on the individual process steps.

Which technologies can you use to provide information? Describe 3

different technologies. Name one advantage and one disadvantage of each. ol

Which technologies can you use to procure information? Describe 3

different technologies. Name one advantage and one disadvantage of each. ol

M4 1.2.2 Methods

Question Educational Degree of
objective difficulty

In a research interview, when should one ask open questions and when .

should one ask closed questions? Name 2 use cases and justify them.

What is the difference between open and closed questions? Define the -

terms and name 2 advantages and 2 disadvantages of each.

What are funnel questions and how do you use them? Define the term, © "

name the objectives of this method and provide an example.
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MANDATORY AREA 4: CONTENT CREATION
M4 2.1 CONCEPT DEVELOPMENT

M4 1.2.3 Selection of information

Question Educational Degree of
objective difficulty

What are the characteristics of technical documentation that is based on © .

use cases? Name 3 characteristics and give reasons for your answer.

How do you determine the content of technical documentation? Describe o

your approach.

What criteria do you know to process and refine information? Name and "

describe 3 criteria.

M4 2 Text and tables

M4 2.1 Concept Development

The intelligibility, acceptance and fitness for purpose of information products depend largely on the way in
which their content is presented. Information products with a consistent look and uniform structure have a
positive impact on users and also improve the effectiveness and efficiency with which information can be

developed.
Information products can contain various types of media, e.g., graphics or audio.

A design and deployment concept in which the main underlying conditions and targets are defined must be
created for each type of media. These definitions are valid for several information products as a rule. An
editorial guide is a frequent form of such stipulations.

The content presentation concept defines the design of the information product in terms of media.

M4 2.1.1 Text design concept

Question Educational Degree of
objective difficulty

What criteria do you use to select a font for media-neutral information? © -

Name and discuss 2 criteria.

What should you keep in mind when selecting fonts for formulas? Name © -

and discuss 2 selection criteria.

Which different format types do you know for text processing? Name 3 © -

types and give one example for each.
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MANDATORY AREA 4: CONTENT CREATION
M4 2.1 CONCEPT DEVELOPMENT

M4 2.1.2 Table concept

Question Educational Degree of
objective difficulty

Are table columns part of the structure or the layout? Give reasons for your o

answer.

For which information can you use tables in technical documentation? Give © "

an example and explain why tables are useful in that situation.

Tables are often used in technical documentation, for example, to look up

information or for clear presentation of options or operating elements. .

What is the advantage of tables over running text for readers? Give reasons

for your answer.

M4 2.1.3 Layout concept

Question Educational Degree of
objective difficulty

What does “separation of content and layout” mean? Explain where and .

why this separation is used.

What is the difference between a layout on paper and a layout on a screen? .

Name 4 differences and explain them.

What defines a design concept? Describe in 2 to 3 sentences. © ok

M4 2.1.4 Concepts for safety notes and warning messages

Question Educational Degree of
objective difficulty

How can you indicate potential material damage? Use an example to © -

describe the structure of a corresponding warning message.

What are the 3 signal words for physical injury? Name the signal words in o

English and define the 3 danger levels.

Why should safety notes and warning messages be standardized? Give 3 © .

reasons.
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MANDATORY AREA 4: CONTENT CREATION
M4 2.2 CONTENT CREATION

M4 2.2 Content Creation

The contents of the information product are assembled from the procured, selected information based on the
concept development approach adopted. The created contents must take into account the specific
requirements imposed by the type of media used. Knowledge concerning information processing and imparting

knowledge is taken into account.

The contents for the information product that is to be created are available as a result of content creation.

M4 2.2.1 Basic principles of information processing and imparting knowledge

Question Educational Degree of
objective difficulty

Which characteristics impact the readability and legibility of a text? Name 3 *

characteristics and explain them.

What does “reader guidance” mean? Explain the term and describe how it © -

can be implemented.

What is the difference between data, information and knowledge? Define .

the 3 terms and establish the connection between them.

M4 2.2.2 Text creation

Question Educational Degree of
objective difficulty

What do you call the words “should” and “must” in the sample sentences

below?

“« H H ” *

— “Maximum power should be used for a short time only.

— “The spare fuse must be reordered immediately.”

M4 2.2.3 Table creation

Question Educational Degree of
objective difficulty

How do you process and prepare information for tables? Name and -

describe the individual steps of the procedure.

Name and describe 3 general requirements on data identification in tables. -

Which Gestalt laws or principles of grouping are used for tables? Name 2

Gestalt laws or principles of grouping and explain your answer in 3 to 4 © *ok

sentences.
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MANDATORY AREA 4: CONTENT CREATION
M4 2.3 TOOLS FOR CREATING CONTENT (TEXT AND TABLES)

M4 2.2.4 Creation of safety notes and warning messages

Question Educational Degree of
objective difficulty

What are the design elements in a standards-compliant warning message?

Select and name a standard and describe the design elements that it © ok

defines for warning messages using a concrete example.

Where can you place warning messages? Describe 4 placement options in © .

one sentence each.

How can warning messages be structured in a standards-compliant © .

manner? Describe the structure by using a concrete example.

M4 2.3 Tools for creating content (text and tables)

Special-purpose tools are used for creating contents depending on the media types to be produced and the

target formats.

Contents are integrated into an information product in the following media production process phase.

Special tools are used for content creation depending on the media types and target formats to be created.

In the subsequent process phase of media production, the content is integrated into an information product.

M4 2.3.1 Text editors

Question Educational Degree of
objective difficulty
What is a text editor? Describe its basic function and name 2 advantages *
and 2 disadvantages of a text editor.
What functions can a text editor not do? Describe 3 functions that a text
editor cannot perform in the context of technical documentation and offer © Hkk
a possible solution.
Which properties of a text can a text editor store and which can it not © *
store? Name 3 properties.
M4 2.3.2 DTP programs
. Educational Degree of
t
Question objective difficulty
What are the pros and cons of using XML? Give 3 arguments in favor of and ok
3 arguments against the use of XML and explain them.
What are the differences between a document in markup language and a ok
PDF file? Name 3 differences and explain them.
What is the difference between a text editor and a DTP program? Name © o

and describe 3 differences.
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MANDATORY AREA 4: CONTENT CREATION
M4 3.1 CONCEPT CREATION

M4 2.3.3 Tools for generating PDF files

Question Educational Degree of
objective difficulty

What do you need to keep in mind when creating PDF files that are

delivered digitally to customers? Name 3 aspects that are irrelevant for © Rk

print files.

What are some advantages of a proprietary tool for creating PDF files over © .

an open source tool? Name and explain 3 advantages.

How are PDF files generated? Describe the process. © ok

M4 2.3.4 Help Authoring Tools (HAT)

Question Educational Degree of
objective difficulty

What is a Help Authoring Tool? Explain in 2 to 3 sentences. *

What are the tasks and functions of Help Authoring Tools? Name and o

explain 3 different tasks or functions.

Where can Help Authoring Tools be used? Explain 3 use cases. © *k

M4 3  Graphics and Images

M4 3.1 Concept Creation

The intelligibility, acceptance and fitness for purpose of information products depend largely on the way in
which their content is presented. Information products with a consistent look and uniform structure have a
positive impact on users and also improve the effectiveness and efficiency with which information can be
developed.

Information products can contain various types of media, e.g., graphics or audio.

A design and deployment concept in which the main underlying conditions and targets are defined must be
created for each type of media. These definitions are valid for several information products as a rule. An
editorial guide is a frequent form of such stipulations.

The content presentation concept defines the design of the information product in terms of media.

M4 3.1.1 Graphics concept

Question Educational Degree of
objective difficulty
How can you establish a text-image reference in technical documentation? *
:
Name 4 aspects and explain them.
What do you have to bear in mind when using colors for international -

graphics? Name 2 aspects and explain them.
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MANDATORY AREA 4: CONTENT CREATION
M4 3.2 CONTENT CREATION (GRAPHICS AND IMAGES)

M4 3.1.2 Image concept

Question Educational Degree of
objective difficulty

What roles can images play in technical documentation? Name and explain o

3 different functions by using examples.

Which types of images do you know? Name 3 types of images and describe © o

their intended purpose in one sentence each.

What roles can images play in technical documentation? Describe 3 © .

different functions and their intended purpose.

M4 3.2 Content creation (Graphics and Images)

The contents of the information product are assembled from the procured, selected information based on the
concept development approach adopted. The created contents must take into account the specific
requirements imposed by the type of media used. Knowledge concerning information processing and imparting

knowledge is taken into account.

The contents for the information product that is to be created are available as a result of content creation.

M4 3.2.1 Creating graphics

Question Educational Degree of
objective difficulty

What is an exploded-view drawing? How can you integrate an exploded-

view drawing into technical documentation? Define the term and explain © Rk

the process in 2 to 3 sentences.

Which file formats for graphics do you know? Name 2 formats for 2

different output media and name one advantage and one disadvantage of Hokk

each.

Which graphics data from engineering can you meaningfully use in © -

technical documentation? Describe 2 different use cases.

M4 3.2.2 Creation of Images

. Educational Degree of

Question I )
objective difficulty

How do you add a caption to an image in technical documentation? Name 2 © N

criteria and give one negative and one positive example.

Which storage formats for images do you know? Name 2 different formats © -

and give one advantage and one disadvantage for each.

Name and describe 3 aspects that you need to take into account when © -

creating screenshots.
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MANDATORY AREA 4: CONTENT CREATION
M4 3.3 TOOLS FOR CONTENT CREATION (GRAPHICS AND IMAGES)

M4 3.3 Tools for Content Creation (Graphics and Images)
Special-purpose tools are used for creating contents depending on the media types to be produced and the

target formats.
Contents are integrated into an information product in the following media production process phase.

M4 3.3.1 Graphics and image editors

Question Educational Degree of
objective difficulty

What basic functions does an image editing software perform? Name 5 "

functions.

Which suitable image editing programs for technical documentation do you

know? Name 3 different programs and briefly explain an advantage of each *E

program.

What basic functions does a graphics editing software perform? Name 5 "

functions.

M4 3.3.2 Tools for recording screenshots and screen sequences

. Educational Degree of

Question - cepe
objective difficulty

What is the difference between a screencast and desktop sharing? Describe © .
in 2 to 3 sentences.
Which process is usually used to create a screen video? Describe the o
process in brief.
What do you need to keep in mind when creating screenshots in technical © "

documentation? Name 3 requirements.

M4 4  Integration and Editing

M4 4.1 Content Integration

An information project may comprise content originating from in-house and/or external sources. These
contents must be edited and integrated in accordance with logical, content-related conceptual principles in
order to achieve consistent presentation.

This process step produces all the contents for the information product in accordance with the requirements
and conceptual specifications for media production.
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M4 4.1.1 In-house documentation

MANDATORY AREA 4: CONTENT CREATION
M4 4.1 EX CONTENT INTEGRATION

. Educational Degree of
Question - i)
objective difficulty
What are the advantages of in-house documentation? Discuss 3 © -
advantages.
What are the disadvantages of in-house documentation? Discuss 3 © -
disadvantages.
Which factors characterize in-house documentation? Discuss 3 factors. © -
M4 4.1.2 Supplier's documentation
. Educational Degree of
Question - )
objective difficulty
What information do you need to provide to your suppliers in the context
of technical documentation? Explain 3 different types of information. *k
What content from suppliers do you need to incorporate into your
instructions for use in accordance with standards or guidelines? Discuss 3 © *k
types of contents.
M4 4.1.3 Service provider's documentation
. Educational Degree of
Question - cpps
objective difficulty
Describe an efficient communication process between manufacturer and
service provider in the context of information product creationin 3to 4 © Hkk
sentences. Elaborate on possible methods and tools.
Which documents should you submit to a service provider, and how, for the
purpose of technical documentation to ensure a smooth process to create *ok
information products? Name and explain 4 documents.
How do you organize an approval process for an information product that is
developed in cooperation with a service provider? Explain in 3 to 4 © *E
sentences.
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M4 4.1.4 Certificates and declarations

MANDATORY AREA 4: CONTENT CREATION
M4 5.1 QUALITY ASSURANCE OF THE INFORMATION PRODUCT CONTENT

. Educational Degree of

Question - i)
objective difficulty

Which certificates and declarations are part of the content of technical
documentation? Name 3 different certificates or declarations and describe Hokk
the content of the certificate or declaration in one sentence each.
Must a copy of the EU declaration of conformity be enclosed with the o
product? Explain this in 1 to 2 sentences.
When must an installation declaration be integrated into technical
documentation? What elements must an installation declaration contain? © *kE

Describe and explain this in 3 to 4 sentences.

M4 5 Quality Assurance

M4 5.1 Quality Assurance of the Information Product Content

Created contents must undergo Quality Assurance, e.g., by checking
- Text, presentation and structure,
- Content-related and factual correctness,
- Compliance with design and editing specifications,
- Information’s consistency with the product,

- Eliminated noise,

- The fact that external contents match the requirements defined from the outset.

Quality Assurance results in approved content which is suitable for use in the media production process.

M4 5.1.1 Basic principles of Quality Assurance

. Educational Degree of

Question - )
objective difficulty

What criteria can be used to assess the quality of technical documentation? *
Name 4 quality criteria and give reasons for selecting them.
What must be taken into account when several authors work on technical *
documentation? Name 4 aspects and explain them.
During the quality assurance of technical documentation, what content do
you verify, based on risk assessment? Describe the idea of risk assessment © o

in 4 to 5 sentences and give 2 aspects of risk assessment that impact
technical documentation.
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MANDATORY AREA 4: CONTENT CREATION
M4 5.1 QUALITY ASSURANCE OF THE INFORMATION PRODUCT CONTENT

M4 5.1.2 Quality Assurance for text, illustrations and structure

Question Educational Degree of
objective difficulty
Editing verifies that the technical documentation meets certain quality
criteria. Name 3 quality criteria and explain each criterion using a concrete © *ok
example.
Name and describe 5 aspects to consider during quality assurance of © -
images that were created by an international team.
M4 5.1.3 Checking content is factually correct
. Educational Degree of
Question - i)
objective difficulty
How do you check the content of technical documentation for factual
correctness? Describe the basic procedure and elaborate on 3 aspects in 3 © *k
to 4 sentences.
Which processes and systems ensure the correctness of technical .
documentation? Explain 4 processes or systems in 4 to 5 sentences.
How can you make review phases more effective? Discussin4to 5 © -
sentences.
M4 5.1.4 Supplier's documentation
. Educational Degree of
Question - cepe
objective difficulty
How do you verify supplier documentation? Describe the processin 3 to 4 .
sentences.
Which criteria does a quality checklist for supplier documentation contain? o
Name and explain 4 criteria.
Which quality features for supplier documentation do you know? Name
and explain 4 features for a product from the field of mechanical and plant © *k
engineering.
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MANDATORY AREA 4: CONTENT CREATION
M4 5.1 QUALITY ASSURANCE OF THE INFORMATION PRODUCT CONTENT

M4 5.1.5 Service provider's documentation

Question Educational Degree of
objective difficulty

What is a translation service provider responsible for? Name a standard

that defines this. Also name 3 requirements arising from this standard that © kX

are applicable to translation service providers.

Which criteria does a quality checklist for service provider documentation .

contain? Name and explain 4 criteria.

Which quality features for documentation service providers do you know?

Name and explain 4 features for a product from the field of mechanical and © *E

plant engineering.

M4 5.1.6 Certificates and declarations

Question Educational Degree of
objective difficulty

You are tasked to verify an EC declaration of conformity for completeness.

How would you go about it? Briefly describe your method and elaborate on © ok

4 check points.

You have to verify an installation declaration for completeness. How would

you go about it? Briefly describe your method and elaborate on 4 check © ok

points when doing so.

Which declarations and certificates belong into a technical documentation?

Name and explain 3 declarations and certificates. Also elaborate on the -

positioning or sequence of documents within the technical documentation.

M4 5.1.7 Test

Question Educational Degree of
objective difficulty

What does “usability” mean in the context of technical documentation? "

.

Define the term.

How do you ensure that usability tests add value for the information o

development process? Name and explain 2 aspects.

What is the correlation between usability and quality of information .

products? Illustrate the correlation by stating 6 criteria.
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MANDATORY AREA 4: CONTENT CREATION
M4 5.1 QUALITY ASSURANCE OF THE INFORMATION PRODUCT CONTENT

M4 5.1.8 Approval

. Educational Degree of
Question - i)
objective difficulty
Who is usually responsible for approving the technical documentation? -
Explain in 1 to 2 sentences.
How is the final correction pass organized? Describe the process. ok k
Describe a typical approval process for technical documentation? Describe © .
the process and the tasks it entails.
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MANDATORY AREA 4: CONTENT CREATION
M4 6.1 PRINT MEDIA

M4 6 Media Production for Print Media

M4 6.1 Print Media

Print media in the literal sense are hardcopy printed materials. However, because print production usually
requires a PDF file as an intermediate step, here we will deal primarily with creating PDF files. PDF files can be
used both for creating printed materials as well as for electronic publication. Depending on the printing
technology used, certain requirements must be met during the media production of a printed product.

Aspects of typesetting and layout must be taken into consideration when producing a print medium. When
creating a PDF, different parameters must be set depending on the display medium and output device. If the
generated PDF file is delivered in electronic form, for instance, aspects such as copy protection and security as
well as linking must be taken into account in the document.

This process step produces a PDF file which can be published electronically or non-electronically (e.g., printed).

M4 6.1.1 Typesetting and layout (DTP)

Question Educational Degree of
objective difficulty

Name 3 layout variants and, using an example, describe one use case for -

these in technical documentation.

Name and describe 4 elements of a design grid. *

What specifications are required to divide the available information space -

into a uniform grid? Name and describe 5 specifications.

M4 6.1.2 PDF generation

Question Educational Degree of
objective difficulty

Name 3 advantages and 3 disadvantages of PDFs. Explain them briefly. *

What must a PDF/A contain, what can a PDF/A contain, and what must it
not contain? Name 2 criteria about what it must contain, 2 criteria about
what it can contain and 2 criteria about what it must not contain.

* %

What must be borne in mind during PDF generation? Explain 2 potential

%k %k k
problems that may arise if this is not observed.
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