Callouts and Sidebars
Short Callouts
These design elements attract the reader's attention. The content of these elements is relevant to the main topic of discussion, but is set off from the normal text, either to emphasize importance or to provide additional information that must be noticed. These include the following:

	Note: Supplemental, useful, but nonessential information.
	Tip: A special type of note, identifying how best to perform a task, configure things to work together, and so on.
	Important: Essential information that the reader must not ignore, skim, or otherwise miss.
	Caution: Identifies potentially dangerous situations. Example: “Caution: 60,000 volts.”
	Warning: Identifies situations that might cause harm to the user or other person, loss of substantial amounts of data, damage to the device being documented, loss of substantial time or money, harm to software running on the device, and so on.


These elements can be very helpful to the reader, if not overused. Too many notes, for example, might suggest that you need to reorganize the material or better fit it into the body of the document. In general, try to keep them to less than five or six lines long; a sentence or two is just right. The exception to this is the sidebar.

You can use cautions and warnings in tables, but avoid using special formatting or graphics in tables. Use the word caution or warning in bold font before writing the text that you are calling out in the table. Avoid using tips or notes in table cells; place them immediately after the table. 
Sidebars
Use sidebars for added information not essential to the body of the document. Only use sidebars on the rare occasion that this ancillary information assists the reader with understanding the rest of the material. For example, a historical piece of information that affects how something works or can be used. 

You might also use sidebars for information that doesn’t readily fit into the document but is necessary to understanding the material being covered. For example, a set of guidelines on how to use something being discussed; in this case, it’s useful to use the word “Example” in the sidebar heading. Other useful sidebars are guidelines, sample scenarios, checklists, and so on.

In general, sidebars should be no longer than 3/4 of a page in length. If you have a sidebar that is longer than one page, consider whether the information is truly ancillary, necessary to the chapter, or if you can point to it as a cross-reference.
Graphics for Special Elements
You can use an icon for these elements, a sidebar (a line drawn in the white space beside the text), colored (or gray in black and white printing) text or background, or other means of calling attention to the callouts.


