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Documents usability is determined by how well it fulfills the readers’ needs.  A good document allows the user to easily and quickly locate the needed information and successfully use and act on the information.
The workplace as well as the real world contains several different types of audiences.  Because every audience is different in the way they think, act and work, each audience expects the overall message of the document to be written in a way they understand the information best.
A good usable document connects with the audience by looking at the unique background, needs, and preferences.  Most of the time the audience you are writing towards knows less than you do, therefore they will ask themselves questions while they are reading the document so they can try to understand the document better.  They might ask questions like: what is the purpose of the document?  Why should I read it; what kind of information can I expect to get from the document?  Do I need to respond back to the document and if so how do I need to do that? 
When you write towards a specific audience you adapt the information in side the document to the audiences’ specific technicality level.  A highly technical document gives facts and figures that the audience needs; the document is focused more on highly specific terms and most of the time written in a highly technical way.  When writing a semi-technical document you need to identify the lowest level of understanding among your audience.  When writing for such a broad group it is better to have too much explanation than not enough.  Finally, when writing a non-technical document, focus on the people who only want the big picture instead of facts, figures, and technical terms.  People in the non-technical group expect the data to be translated into simple, easy to understand terms.  Ordinary people get board with highly technical terms and information; readers want enough information to be able to understand the document the first time.
When determining what kind of audience to write towards learn all you can about who will be using the document.  Is the document intended to inform, persuade, or instruct your audience?  Will the document need to be highly technical, semi-technical, or non-technical?  Learn why the audience wants the information; do they want to learn facts or understand concepts?  Will the document be used to inform the reader before making a decision?  Does the document need to include step-by-step instructions?  Will the setting the person or persons are reading the document under hinder their ability to completely understand what the document is trying to say?  Will the user(s) always have the document in front of them or will they have to recall the document from memory?  Before you start to write the document for the audience learn all you can about the way they want or need to use the document. 
Once you have your audience and the purpose of your document figured out you can design how the document should look.  The document needs to be arranged in a way so that it is easy for the reader to follow.  You do not want the reader to keep flipping pages to understand what the document is about; this will frustrate the reader and more than likely turn them away from reading the document.  When you have the document finished give it to a person knowledgeable in the subject you have wrote over and have them correct any mistakes.  Once all mistakes are corrected decide how the document will be published; will you put it onto CDs, a website, or a book?
