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Welcome

Dear Instructor,

We are happy to have you on board for this amazing project that we 
expect to greatly change and benefit the work habits of our employees.

This guide is designed as a helping tool in order to facilitate this workshop 
and serves you as a manual that you can review for preparation.

All the information provided is destined to be used by you effectively as 
you prepare, conduct and conclude this activity.

This workshop comes as a solution for the lack of technical 
documentation for our engineers and developers.

In case of any inquiries or problems you encounter:

Contact us

1

mailto:ijermki.chaymaa@gmail.com


§ About the workshop
• Workshop description
• Target Audience
• Workshop Goal
• Workshop Outcomes

§ Preparation for the workshop
• Instructor’s Checklist

§ Instructions for the workshop

§ After the workshop

Table of
Contents

2



Workshop
Description

• This is a two-hour workshop designed to present the new technology 

that CI Company will use in order to facilitate technical documentation to 

engineers and developers.

• CI Company is a tech company that hires a large number of software 

engineers that are expected to document the software processes they 

go through when they are coding, this is what we call technical 

documentation. This process is a task that demands a lot of efforts from 

our employees, since they need to allocate some extra time outside of 

the tasks they have to do as software engineers in order to document 

the steps they go through for other engineers to understand the cognitive 

procedure that they follow when programming.
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Workshop
Description

• The workshop focuses on introducing this smart speaker called Techna that the 

employees can use in the work environment. This new product specially created for 

CI Company functions like Smart home speakers, such as Amazon’s Alexa or 

Google Home. Techna is equipped with a database that allows software engineers 

to record technical documentation and have access to it whenever they want. In 

simple words, when a software developer wants to document the process he/she 

went through when coding, he/she simply has to call Techna with an introduction 

sentence, such as: “Hi Techna!”. Once the machine answers, the employee asks to 

start recording the documentation. The product already knows the steps therefore, 

it starts by saying: “Step one” and all the engineer has to do is enumerate the 

processes he/she went through while the smart speaker is recording in an audio 

and written format for other employees to have access to later on.
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Target
Audience

§ Three highly-experienced software engineers.

This sample is expected to experience difficulty explaining advanced procedures in 

simple terms for less experienced developers.

§ Three mildly-experienced software engineers.

This sample is expected to find least difficulty during the procedure since they are aware 

of the process and can understand the other two audiences the best.

§ Three newly-hired software engineers.

A sample of software engineers and developers that are aware of the notion of technical 

documentation, but lack experience doing it. However, the biggest challenge for them is 

actually understanding the processes of old systems.
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Workshop
Goal

The goal of this workshop is to allow participants to be aware of 

this new product that will be introduced to them, get familiar with it 

and apply the different tasks to it, in particular how to use it to do 

technical documentation. At the end of the workshop, the 

participants will be able to effectively use Techna, easily use it for 

technical documentation and efficiently find the software processes 

that they need in order to conduct a certain task.
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Workshop
Outcomes

§ Get familiar with Techna by knowing its abilities and instructions 

of use.

§ Use Techna for technical documentation by recording it.

§ Be able to find the technical documentation needed for any task.

§ Successfully complete the group activity in the workshop.

§ Feedback provided by the participants that proves whether the 

solution meets their needs.

7



Workshop
Setup

Ideally, for this workshop, the most suitable setup would be a 

group seating that can accommodate the 9 participants. It should 

be inside the work office, such as a meeting room, so that the 

participants won’t have to move or look for the location of the 

workshop.
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Instructor
Checklist

Instructor Pre-Workshop Checklist

o Confirm the workshop date, time, location, and number of 

participants.

o Send a reminder/confirmation email to the participants.

o Confirm that special accommodations have been arranged for any 

participant with a disability.

o Verify the functioning of the smart speakers.

o Verify Internet access and guest login information.

o Prepare the snacks that will be presented to the participants 

during the workshop.
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Workshop
Instructions
I

Þ Arrive early to have enough time to prepare and organize the workshop.

Be in the office 30 minutes before the beginning of the workshop to ensure that everything 

is ready and functions well.

Þ Make sure that the room is ready for the participants.

Verify if there are enough chairs for all participants, if there are snacks and drinks that they 

can consume during the two-hour workshop, make sure that the arrangement is done in a 

way that the participants will not need to move when they have any activities, especially the 

group activity so that time is not lost.

Þ Verify the functioning of the smart speakers to avoid technical problems during the workshop.

Repeat the instructions that you will give to the speakers during the workshop to make sure 

that they function well and answer to tasks asked to them.

Þ Prepare the material in a convenient way for you and the participants: at least one smart 

speaker for every group of 3 people and one for the instructor.
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Workshop
Instructions
II

Þ Prepare the cue cards needed during the presentation: product and activity presentation.

Þ Start on time after making sure that all participants are present.

Þ Introduce yourself and welcome them to the workshop.

Take a 5-minute to do it and make sure that they are comfortable in their seats, that there is 

no noise that would disturb the session and inform them that they are allowed to snack or 

drink during the workshop.

Þ Introduce the topic with the issue of technical documentation – 15 minutes max.

Make sure to tell them that the company is aware of the issue and the obstacles they go 

through when trying to conduct this task. 

Present scenarios that software engineers go through when trying to find technical 

documentation of an old system or trying to document a system. 

Present different alternatives that the company thought of in order to find a solution for the 

issue with problems that arose after every suggestion. 
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Workshop
Instructions
III

Þ Have a discussion about smart home speakers – 10 minutes.

Ask the participants whether any of them has one at home, if they are satisfied with it, whether 

or not the speaker helped them in certain tasks.

Þ Introduce the smart speaker Techna – 15 minutes.

Introduce Techna as a product that the company created specifically for technical 

documentation. Techna’s main abilities are:

• Enumerate the steps that need to be followed to document software development 

processes.

• Record audio files when user gives it the command “Start recording” or “Start technical 

documentation”.

• Convert audio files into a written format to have access to both formats.

• Allow access to the technical documentation of other systems written by others.

Þ Allow the participants to get familiar with Techna and test its limits– 10 minutes.
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Workshop
Instructions
IV

Þ Introduce the activity and conduct it – 30 minutes.

The engineers need to conduct these tasks: 

1. Ask Techna to provide the steps for technical documentation and confirm 

whether they are right or not.

2. Ask Techna to record the documentation of a system in audio format. 

3. Ask Techna to provide that documentation in an audio and readable format and 

verify if it is exact and accurate. 

Þ Ask participants to give some oral feedback – 5 minutes.

On the workshop, the room, the activity. It is not mandatory, but only for participants who 

wish to give any comments on the experience and whether they are looking forward to 

using Techna in the future.

Þ Allow the participants to file an evaluation form – 15 minutes.
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After the
Workshop

1. Make sure that the participants complete the workshop evaluation.

2. Post your contact information, if desired.

3. Collect the evaluations.

4. Greet the participants and thank them for their presence and 

participation.

5. Organize the room and pack the smart speakers.

6. Note down the attendance and the evaluation score of the workshop.
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Thank you


