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About me

| am a patient teacher. Before changing my career to a technical communicator, | am great to
put into positions to train new employees and explain the principles of job. | excel at explaining
hard concepts into simple terms so most people can understand.

| work well in team environments and I’'m very dependable. | have experiences from
construction, environmental science, cheese cleaning, and healthcare. In all these
environments I've excelled because | like to take the hard jobs. The hard jobs are the most
frustrating, but also the most satisfying jobs to complete. | speak up for team members when
asked and | want them to succeed.

Some other fun stuff about me. | have a cat that | adore, | make my own hot sauce, and | take
horrible internet quizzes to determine my personality colour (mine is blue).
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Seneca

User Guide

Tools used: Adobe FrameMaker, Adobe Acrobat

This project involved writing a user guide for an open-source software. | worked alone on this
project. The goal was to create a user guide using plain language.

To do this | needed to familiarize myself with the software. | became the Subject Matter Expert
and was able to create a user guide for users that needed to know the basics.

| was able to change poorly written instructions into more manageable pieces of information. |

was able to transform something like this:

‘Working with Styles

Why would someons want fo use styles, or why might they be a good idea? Just what are styles in Scribus?

There are two main calegories of styles in Scribus, which you will see if you bring up the Style Manager dialog with Edit > Styles. The first is Line Styles, wihich will be
discussed elsewhers in | es.html Warking with Linss & Line Styles. The other kind of style applies to text layout. and you will see that this has fwo subtypes,

Paragraph Styles and Character Styles You will also see that there are defaults for each of these These default settings come in part from the default font settings in
File = Preferences > Tools for text frames, but you can also edil the default styles here in the Style Manager.

Paragraph Styles are applied fa an entire paragraph of text, as the name impliss, whils Character Styles il bs applied to a collection of letters, words. or sven
of text of the paragraph sty

It gets even a bil more confusing since a paragraph style will always contain a characler style within its
definition.

The why of styles is a matter of convenience. but also of easily achieving a consistent look in a document. For a newsletter. one may want to always use a precise
collection of font atiributes for headings, the body of the text, sidebars. whatever elements your newslefier may contain. Another convenience with styles is that. once
you have applied them, if you edil a style later, the changes will automatically be applied wherever that siyle is used. Furihermore, siyles can be imported from other
Scribus documents, or you may clone a style fo slightly modify it for some cther purpose. Lastly, if you use CpenOfiice. org and save in ODT format, you can import and
automatically create any styles in Scribus that you may have created in Witer

With this brief introduction, lets start by making some paragraph styles.

Paragraph Styles

® O stvie Manager

) | When you open the styles dialog. it may have the appearance you see here or be
expanded. We'll imagine that we want fo create two styles for a newsletter, one style for
headingslitles, and another for body text. We want headings to stand out from the body

Name

+Line Styles

- Paragraph Styles
Default Paragraph Style
- Character Styles

Default Character Style

text, and the body text should be pleasing 1o the eye and have easy legibility — we viil
not spend time on the pros and cons of font chaice in various settings, since many
factors may be involved.

New v Clone
Character Style | pejete
Line Style
Paragraph style
New v Clone Edtizx
Import Delete Click the New buiten for the drop-down list and select Paragraph Style. The default
name will be Mew Styfe. Inifially, the Properties tab will be aclive, and as you can see,
Edit >> this has seftings for various atiributes of our glyphs in relationship to lines, other
paragraphs, the margins and tabulators, but nothing about the font itself
@ O St Hanager 5 @
e
=
e sy5s IR
=
sige |Perenes  chiscar sty | shomas
 CT— ... -
Default character style Ditancas nesl WAt Optical Margns
& FedUnespocing w1500t & & here
e caisits
2 ~wemony
" ows At iy
[ FReset v Defaut
Der.CY Advanced settings.
- M Space Width 10000 % 5
from Tewt- [0.00 ¥
g Eerion
win 10000 % 5 Max: 10000% 5
A
L ~ | postion: 0.00 gt S e char
Jk 10 e, 200
e R Gere
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Seneca

Into this:

To open the style manager Character properties
1. Goto Edit. Character properties change how the font looks. There are three sections to the charac-

2. Select Styles. ter properties tab explained in Table 4:1.

mem—— -

Style Manager Basic Formatting Formats the font by:
- Family (Example: Arial, Times New Roman)

- Style (Example: Italic, Bold)
+ Size
| + Spacing
e Char[?ec:.df::y:\e:radrr st Advance Formatting Formats the scaling of the font to make text wider or taller.
Colors Changes the color of the font.

Table 4:1 Character properties
cer

Creating a character style

Import Delete
Create character styles using the style manager.
Edit >> To create a character style
Figure 4:1 The style manager window 1. Open the style manager.
Ty pe S Of Sty Ie S 2. Select New > Character style.

The character properties tab opens. See Figure 4:2.
Use the style manager to create your own styles. The style manager modifies two types
of styles:
+ Paragraph styles
+ Character Styles
Character styles
Character styles change the font of your text. Use character styles to change only a few

selected words at a time. Apply the character styles to change the highlighted text in your
document.

P h styl
aragraph styles =

Paragraph styles change an entire paragraph of your document rather than just a few
words. Paragraph styles include character properties and paragraph properties. Use Properties  Character Style
paragraph styles to format your document and keep paragraphs consistent.

Based On: -
Paragraph properties Distances and Algnment Optical Margins
ﬁ Fixed Linespacing 15.00 pt |3 © None
Paragraph styles can change the character properties and paragraph properties. There M = O Both Sides
are five sections in the paragraph properties tab explained in Table 4:2. o.00pt =] Rl
" oot [ O Right Only
. D r l Reset to Default
Distances and Aligns the text of the paragraph ) Drop Caps
Alignment Adds spacing above or below the paragraph. S Advanced Settings
Optical Margins Qut-dents certain |etters and punctuation into the o B : Min, Space Width: 100.00 % :
margins to align the text border visually. n 0000in % SR
Drop Caps Makes the first letter of the paragraph larger than
the res of the paragraph. Used for indexing. Glyph Extension
Advance Settings Changes the width of the of the paragraph by
changing the width between words. = -
Mini 100,00 %51 Max: 100,00 %y
Tabulators and Adds indents to specefic lines in the paragraph.
Indentation
Table 4:2 Paragraph properties Tabudators and Indentation
eft  ~ Positon: 00000l = -
Creating a paragraph style P l " 2 o s B
L1 L1 L1 L1 L A
Create paragraph styles using the style manager “F oo0000n T :
To create a paragraph style W& 0.0000in T
1. Open the style manager
<< Done Apply Reset

2. Select New > Paragraph style.

The paragraph properties tab opens. See Figure 4:4 Figure 4.4 Paragraph style properties tab

3. Name and format the paragraph style.

4. Select <<Done once complete.
Your style is now in the style manager.

Note: You can edit your style at any point in time after it is created.
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Seneca

Technical Description

Tools Used: Microsoft Word, Corel PaintShop Pro

This project involved taking a piece of hardware and write the technical descriptions. The goal
was to inform users of the product features and specifications in two pages. My cats inspired
me for this project as seen below.

®
; rogen 6-Button Control Panel
Progeny 6L Automatic Pet Feeder 'ge y :
1. Mic Records voice message
2 up Increases selection
Features 3. set Mociifies clock and
meal sizes
« Holds six litres of pet food. 4 lock Display 6-Button
«  Feeds pets up to four different mealtimes per day. (ot e
N . deactivated. Press to
+  Specify meal sizes to fit your pet's needs. wnlock.
= Dsitributes equal amount of food in two bowls at the same time. 5. Down Decresses selection
6. Feed Manual feeding button
ud
U Retease
Physical Specifications
Food Tark Colour Black
5 Dimensions 7.5LX 7.5W x 15.5H
Warning inches
Food Tank Buckie
Contro Panet ) Bowl Diameter 4.5 inches
« Do not submerge feeder base in water at Maximum feeder 6 Litres
anytime. This may damage electronic s
Food Chute Qutlet components. Remove the Lid, Food Tank, and  weight 3.3 pounds
S8 Powe: Connector removable bow! holders when cleaning. Meal Sizes 140 Portions
Feader Base
Handwash only. (1 portion = 7 grams)
e Bl « Do not use wet, canned, or moist food.
ks = Do not place any foreign objects in the pet Power Specifications
feeder. Power DC 5V power adapter,
= Do not place anything on top of the pet feeder. 3x alkaline D batteries
Components s Do not operate the appliance if it has a Power Adapter Ac100-240V input,
damaged power cord or plug. DC 5V output
Lid Serves as the :\asure.a[lhe fn.nd tank. Working Currant Avg. 80 mA
Lid Release Pull back to release lid for adding pet food. Ern e 53mm power socket
Food Tank Stores dry pet food. Detaches for easy cleaning. Operating 20°C 10 85°C
Food Tank Buckle Secures the food tank to the feeder base. Temperature
Control Panel Displays text and images. Programs the pet feeder.
Food Chuta Outlet Opening in the feeder that dispenses food into bowls.
USB Power Connector Connects the pet feeder to the power adapter.
Feeder Base Holds the food tank and bowls.
Removable Bow! Holder Removable piece which attaches to the feeder base.

Inspiration from left to right: Steve, George, and Vader
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Seneca

Style Guide

Tools Used: Canva, Figma

This 80-page document covered the branding guidelines of a student’s hometown. We address
inconsistencies in writing style and determine an accurate active voice. We establish formatting
rules, and which visual elements to use. Collaboration between myself and two other students

made this a fun project to complete.

August 2, 2023

ofhe
Town of Tillsonburg

Style Guide

Andrew Veinot, Diffany Wang, Jackson Pegg

“Tllsonbiriy

Tsorbir

Tillsonburg Logo Print Media
Logo Th Tilsonburg i using our Iagos o maintain branding Frint e if fomt. ANl headi in Gill S2ns MT. Body text must be Arial. Do not bold Arial for emphasis. Uise Arial
consistency. Black when bolding in the bady text

InPerson — —, Haadin
s
L ] * - s S
Staff a the Gommunity - Font size changes based an the
Gentre and Annandale hes

nan: ding
Figure 1.1: Blus-an white. an biue lage. NHS can provide in- « Colour of font changes besed on
person assistance during the heading
The blue on-white and white-onblue logo: Only use the bl pite loga on white business hours + Minimum fort size 10
backdraps. ite-on-biue | nd allimages. + Capitalize each noun
What you need:
White-onbi ; . i Body
&) Whireonslueiogo o Q fmage + Cash/debit, cheque of . ;;_‘E_‘ . 0
s | Ty credit card + Minimum fort size
Tty . Coursenamear + Bold text Arial Black
’ e > '!q ’ e 2 'ﬂ Course Gode
- Y-
BT -y Ly |
o Fore 1.5 Earacuca llogo Fore 1.& cmctmealToge 9
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My Work

Standard Operating Procedures

Tools Used: Google Docs

During Covid-19 | had the opportunity to work at a start up lab. | worked with state-of-the-art
technology. The problem being that it was so new we didn’t have SOPs for the equipment. My
colleagues and | read through the user manuals and experimented with the equipment to
create SOPs so new employees could understand how to operate the equipment.

From this:

I 6. Run

p
4
Run

"‘ A
Cepboard B

< |

Back =

E
|
H

Main

Rl Froosm Total: 9

1 2 3 4 § 6 7 § 4

“Done” directly to go to next step.
)
Run
e

<

Back

o

Main

Program  ABCOEFGH1) ! HIEAEL

Plate No. 3
)

0l
Run

Ready?

Start

2/31 23:59

QU

4N

[Lome |

Press on the box “A1" (Row A, column 1) to enter the sample

ID. After inputting the sample ID, a blue line will be appeared
above the box. The total number of input sample 1D is shown
on the top of the table. When this is completed, press “Done”
to continue. If you do not want to record sample ID, press

Place the reagent
plates to the
corresponding
plate holder as
shown on the
touch screen.
Press "Done” to
continue

or "Back” to go
to the previous
page.

After placing all
of the plates, a
"Ready” message
will be shown on
the touch screen.
Press "Start” to
initiate the
program or press
“No" to return to
the "Guide” page.
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My Work

Policy and Procedures

Procedure ERS12 [ Ppage1of3

Version: 1.1 l

Section: Equipment, Reagent

and supplies

Subject Title: TanBead Maelstrom 9600 Plate Setup and Operation
and Maintenance

Prepared by: Lab Technicians,

Revision Date: Sep 2021

I

Policy and Procedures

Procedure ERS12 [ Ppage2of3

Version: 1.1

Section: Equipment, Reagent

and supplies

Subject Title: TanBead Maelstrom 9600 Plate Setup and Operation
and Maintenance

Lab technologist

Approved by: Lab Director Review Date: Sep 2021

Principle/purpose:

RNA is extracted from the sample using a magnetic bead/extraction/purification
method. The collected cells are lysed in a buffer, releasing the contents into the buffer
solution. The free RNA will bind with magnetic beads in solution and then the beads are
washed to purify. The RNA is then eluted from the beads in an elution buffer. The pure
RNA sample can then be used to set up PCR to specifically identify the presence or
absence of specific sequences within the RNA.

Responsibility:
Lab Technicians/MLT’s
Reagents:

Tanbead Maelstrom Proteinase K(PK): Digest proteins and remove contamination from
nucleic acid preparations. PK rapidly denatures nucleases which may cause degradation
of RNA prep

Maelstrom plates: series of deep well plates containing wash buffers 1 and 2, magnetic
beads and elution buffer.

Maelstrom Setup

Turn on the Maelstrom.

enter in user code |l /8 v en the maelstrom boots up.

From the main menu, select “Run”.

On the “Choose Program” screen, select the “Seegene” program (it is usually
auto-selected). Select “Done”.

The next screen confirms the program being run, and the user. If both subject fields are
consistent, press “Done”.

On the next screen, there are two subject fields that say “Kit Lot” and “Tip Lot”

Eall ol ol o

“n

o

TE: This document s Uicontralied When Printe
Ay documents ppearing in paper form that are not stamped in red “MASTER COPY are not controlled and shouid be checked against the
document an the server prior ta use.

Prepared by: Lab Technicians, | Revision Date: Sep 2021
Lab technologist
Approved by: Lab Director Review Date: Sep 2021

7. Skip these steps by selecting enter. Lot numbers are recorded on the worksheet not in
the Maelstrom file.
8. Press “Done”
On the Plate Setup screen, press done. This will bring up the procedure for plate
placement on the maelstrom.
. Follow the onscreen prompts. Make sure that the cut out corner on the plate is facing
outwards relative to the centre of the maelstrom and seated securely.
. On the Elution Buffer (EB) plate, write down the current date, the run number, and
operator initials before placing the plate in the Maelstrom.
12. Close the door and press start. The nucleic acid extraction will begin.
13. On the Run Worksheet enter the lot numbers of the PK, and Negative Control, Positive
Control, Lot number of Plate, Maelstrom Extractor used, Tech initials.
14. Once the extraction is complete, place the EB plate onto the STARIet for PCR setup.
15. Follow PCR Setup SOP.

o

5]

Maelstrom Daily Maintenance

1. Clean the device after every use to avoid damage or contamination of samples.

2. Discard liquid waste from plates into the Biohazard Liquid waste bin and discard the
plastic plates into the biohazard waste.

3. Wipe surfaces with 70% ethanol.

4. If required, clean the magnetic rods with lab grade H20, never use an alcohal solvent to

clean magnetic rods.
5. In order to sterilize the instrument at the end of day, select the UV lamp program and
set for HH:MM and turn on.

References: TAN Bead Nucleic Acid Extractor, Maelstrom 9600 User Manual

'NOTE: This document i U
Any documents appearing in paper form that are not stamped in red “MASTER COPY are nof controlled and shouid be checked against the
document on the server prior to use.

coniralied When Printed

This resulted in higher confidence from staff using the equipment, less operator errors, and

shorter training times.
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My Work

Software Training Modules

Tools Used: Google Docs, Adobe Premiere Pro

This project involved writing standard operating procedures and creating videos for the start-
ups brand new software EpiTech. | worked closely with developers to release updated videos
and procedures. Working with subject matter experts and clients let me address pain points
and give feedback to the product manager.

EpiTech was a website that let doctors register patients, lab technicians process samples,

medical lab technicians verify results, and patients view their results. There were two problems.

Clients didn’t know how to use EpiTech, and lab staff couldn’t understand the product

managers instructions. My task was to create 2-minute onboarding videos for doctors and

other clients. This created free time for the product manager to focus on the product instead of

onboarding clients.

My SOPs were also the preferred documents because | included troubleshooting tips. Until lab
staff heard | was making videos. Then they requested | make videos for them for each release.

Version:1.0

Prel6 [ Page1of8

Revision Date: 09/2022

Section: Preanalytical Subject Title: Registering Samples into Epitech

Approved by: Lab Director Review Date: 09/2022

teach staff the best methods for registration and how to troubleshoot certain errors.
Responsibility: All Staff
Instructions:
Creating a Batch
1. Loginto Epitech

2. Navigate to the “Samples” section of the sidebar and select “Batch Management.”

collection facility” to change to the appropriate facility. Finally click “Add Batch”

lab. Then select the appropriate test under batch type. Lastly click save.

v

NOTE: This docur

Pre16 [ Page 508
Version:1.0

Section: Preanalytical Subject Title: Registering Samples into Epitech

Revision Date: 09/2022

Approved by: Lab Director Review Date: 09/2022

Purpose: All staff should know the correct method and format to Register samples into EpiTech. This will

3. Select the correct client (Rexall, Pharmasave etc.), then select the correct facility, click “switch

4. Anew screen will appear. Name the batch with the Date, and other identifiers such as facility
name. If you are going to register samples for a client indicate that the batch was created by the

. This will take you to a new page with the batch ready for samples to be added to it.

Any documents appearing in paper form that are not stampet
dacument on the server priar to use.

‘should be

3. A new page will load with blank fields except for the email address and phone number. They will
be greyed out indicating that a subpatient is being added.

4. Follow steps 2to 7 in "adding a specimen to a batch” as above. Click “add patient.”

Adding Existing Subpatients
1. A subpatient can also be added without adding the primary patient if it already exists in our
system.
2. Typein the Health card number or passport number. And select “confirm match and autofill”
prompt
3. A new prompt appears above the Patient Information detailing that previous email address it
was attached to.

4. If the email address will remain the same, select “yes” this means the patient will remain a
subpatient and the results can be accessed by the email address mentioned above. If “no”, a
new email address will need to be provided. This will update the patient information and the
new email address will be saved. Any new results will be sent to the new email address. The
patient will no longer be a sub patient.

Troubleshooting/Errors
1. Clicking “Add Patient” doesn’t do anything?
a. chances are one of the mandatory fields was missed. Scroll through the information to
see if you missed anything
2. Cannot add a specimen to a batch but the patient information was updated/saved?

NOTE: This docu
Any documents appearing in paper form that are not stampy
documer

ot controlled and should be cheeked against the

erver prior
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Thanks!

Cat Documentation

Tools Used: Treats

Thank you for taking the time to read through my portfolio. | look forward to working with you

in the future.

Enjoy these other attempts of getting a good picture of my cats.
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