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What would happen if that employee quit without providing notice? Key individuals can be found in any
company, but it is vital that you not become dependent on a particular person to operate your business. Not
only does an operations manual save you from relying too much on individual employees, it also serves to
guide and reinforce the training of new employees and allows for the self-taught, cross training of existing
employees. In this Quick-Read you will find: Tips on a functional layout for your operations manual. What
elements to include. If written correctly, it should guide someone unfamiliar with your company through the
day-to-day procedures for operating your business. This should not be confused with an employee handbook, a
much smaller document addressing conditions of employment, corporate culture and acceptable behavior
policies. Divide your manual into sections that coincide with the departmental organization of your company.
This will facilitate employee contributions during the writing process and allow easy access to information
once the manual is in circulation. Include a table of contents that lists subsections. Have authors create the
document using the same word-processing software. Common software will not only make it easier to
construct the manual now but it should also ensure the document can be easily modified in the future. Always
have a hard copy of all the versions at a safe location. Number the sections and then the pages within sections.
For example, page 4 of section 10 would be numbered " The popular word-processing programs provide this
page numbering option. On each page, add a footer indicating when the page was last modified. Photocopied
pages frequently lie around, and an outdated one could do much damage. You can also include an appendix
for interim additions or changes, so that you will not have to edit and reprint the manual to include periodic
alterations. Content Operations manuals typically include four types of information: Locations of items, e. In
most cases, you can obtain detailed emergency procedures from your landlord or from community groups.
You will have to personalize some of the text, such as a gathering point in the event of a fire, but most of the
information will already be prepared for you. Make two additional copies of your emergency procedures
section to keep at reception and in the staff room for easy access. Document how to re-establish your business
following a fire, theft or earthquake. Having a plan prepared in advance will help you restore normal
operations quickly and thus prevent significant revenue loss. The manual needs to state just what a substitute
or replacement worker might need â€” not the obvious procedural details. A sure way to devalue the manual is
to trivialize it with too much detail. Your phone system, for example, probably already comes with a user
guide. Reference the phone system guide in your operations manual, including the title and the version
number, for replacement purposes only. Project Manager The office manager, operations manager, or
communications manager is typically responsible for writing the operations manual. Regardless of who is
assigned the task, be sure the writer has good writing skills, is organized and is attentive to details. The writer
must be able to present the processes in a manner that allows someone unfamiliar with your business to
perform the task. If you do not already employ such a person, consider outsourcing the project. If you
outsource, there is no need to hire a professional: Regardless of who writes the manual, understand that it is
not a one-person project. You are creating a company-wide document and will need input from all
departments. The project manager should create a list of general how-to questions. Then, whichever employee
is currently responsible for a given task should record how to do it. Then the project manager or writer can
formalize it. Testing Once your operations manual is complete, try it out. Have an employee or the project
manager follow the steps for a particular activity in another department. Testing will help you ascertain the
accuracy and ease of use of the manual before you need it. Its value has little to do with the size of the
company. It took eight months to complete the manual, including drafting and testing the written procedures.
They saw it as extra work. She realized that, because the project had not been adequately explained to the
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other managers, they had not relayed its importance to their department staffs. I would definitely recommend
that any company taking on an operations manual project make it known to the staff how important the
document is, and ask for their full cooperation. Discuss with your staff the importance of an operations
manual. Staff may feel threatened if asked to document everything they do. Explain the benefits of an
operations manual: New staff will become productive more quickly. Staff can learn how to do the work
required of other positions if interested. Begin by writing job descriptions. Ideally, have the employees write
the descriptions and then review them with their respective managers. For each department, list a series of
tasks to be documented and assign them to individuals based on the job descriptions. Tell staff to add to the
list if a procedure has been overlooked. Have the project manager perform the task according to the written
procedures. It is better to test the documentation immediately, rather than wait until it is needed. Update the
operations manual every two months or so, depending on how quickly job activities change in your company.
Interim additions can be placed in an appendix. Kent Bowen and Marilyn E. Matis Harvard Business School
Publishing, This case describes how the five founders built their business from operations earnings and how
they established "best practices" operational processes to run their firm successfully. Useful ideas for
accounting and auditing department procedure manuals. Consider starting the procedure-manual project with
accounting procedures to get a good complete model in place for other departments to follow.
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By Alyssa Gregory 7 Tips for Writing an Effective Instruction Manual In your day-to-day work, you might
find that there are times when you need to provide a client with documentation that walks them through a
process or teaches them how to do something they may be unfamiliar with. Here are seven tips to help you
create a comprehensive yet coherent instruction manual. Get out of your own head: When you begin to
prepare instructions for processes you know inside and out, you will need to consciously take a step back and
approach the material from a new angle. Start at square one by assuming the audience will have zero
knowledge of the subject matter. Make sure you know exactly what your manual needs to cover in order to
avoid information overload or confusion that can come from too many details. This is especially important
when the process is complex or has a lot of different parts. Before jumping in and creating steps, create a
high-level outline of what the document will cover, including main and subsections. This will help you make
sure your process makes sense and that each section of the manual is consistently structured. Make it easy to
understand: Lists are a great way to outline steps for doing something because they can help people move item
by item in the way you intend. Focus on using only as many words as necessary to get your point across.
Screenshots, diagrams and even videos are a great way to beef up your manual and make it easier to
understand. Keep the formatting of these supporting materials consistent and to the point to avoid
overwhelming the reader. Give it a test drive: Or better yet, have someone else who has never seen the
material before run through the instructions. Take their feedback and use it to fine tune your manual. Plus,
with some material, it may also make sense to offer the client a hands-on walk through to ensure your
instructions accomplish what they need to accomplish. And keep in mind that learning styles vary, so one
client may be able to run with the same instructions that confuse a different client. Being flexible in your
format and delivery can help make sure the instructions work for the recipient. Do you ever provide clients
with written instructions? What advice do you have?
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Expertise level beginner vs. Denote importance by using contrast, colour, shading, emboldening etc. Work
with real users to identify likely key words these can be learned during usability testing. Provide a key word
index using the terminology of the user. Ensure that the index includes likely synonyms. Provide a glossary of
technical terms. Include a genuinely useful trouble-shooting section. Use colour-coding to aid navigation.
Make the quick start guide readily accessible. Avoid unnecessarily cross-referencing to other parts of the user
manual. Avoid duplicate page numbering in multi-language guides better still, avoid multi-language. Clearly
display the help-line number. How to give instructions Clearly this is the primary role of the user manual. It is
critical that the instructions are easy to read and are understandable by all users. Many user manuals have
instructions that are incomplete, incorrect, or simply have no bearing on the actual product. Here are some
guidelines to help make instructions easy on the user. Provide step-by-step sequences in the correct order.
Follow the timing and sequencing of the actual operations. Provide visual stepping stones e. Step 1, Step 2 etc.
Use everyday words and terms: Explain what a function or feature is for in basic practical terms as well as
"How to" instructions. Check that the instructions match the actual product. Explain symbols, icons and codes
early. Do not assume the user has prior experience or product knowledge. Usability test the instructions
alongside the product using naive users not designers or product experts. Write in the present tense and the
active voice. Write the steps to task completion while doing the actual task on a real product. Have an
independent user then follow the steps literally with the product and check that: It is easy to work through the
task from start to finish. It is easy to break out of task and get back in. It is easy to jump into the user manual
half way through a task. How to design individual pages in the user manual In addition to effective instructing,
the use of colour, the text and fonts used, and the icons and graphics can all either make for an easy experience
or can derail the user. Here are some suggestions. Ensure that font size is adequate use at least 12 point font.
Ensure high text-to-background contrast black on white is best. Avoid using multiple font styles. Font weight
can be used sparingly to denote importance. Use colour coding consistently. Provide plenty of white space
between sections and around images and paragraphs. Provide a section or margins for the users to make their
own notes. Use consistent layout from page to page. Avoid using saturated blue for text and small detail, and
never use blue on a red background. How to design the physical manual User manuals are used in many
different kinds of environments: Here are some basic guidelines to ensure your user manual will survive actual
use. Ensure that the user manual can lie flat on a work surface when opened. Consider the environment of use
and if necessary provide a robust user manual. Consider whether the user needs to hold the user manual and
work at the same time. Provide durable covers and pages. Consider whether the user manual needs to resist
water, oil, dirt, grease etc. Interested in this topic? Find out more on our 3-day, user experience immersion
seminar. About the author Dr. Philip Hodgson bpusability on Twitter holds a B. He has over twenty years of
experience as a researcher, consultant, and trainer in usability, user experience, human factors and
experimental psychology. His work has influenced product and system design in the consumer, telecoms,
manufacturing, packaging, public safety, web and medical domains for the North American, European, and
Asian markets. If you liked this, tryâ€¦.
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When printing this page, you must include the entire legal notice. This material may not be published,
reproduced, broadcast, rewritten, or redistributed without permission. Use of this site constitutes acceptance of
our terms and conditions of fair use. This page provides resources for grades instructors and students For
resources specifically created for grades students, see the other resources in this section. For access to all
OWL resources, click here. Please click on the links below to access Full OWL resources that may also be
useful grades instructors and students: Process Starting the Writing Process - This resource contains tips for
instructors and students on beginning writing. Prewriting - This section explains the prewriting invention stage
of the composing process. It includes processes, strategies, and questions to help you begin to write.
Developing an Outline - This resource describes why outlines are useful, what types of outlines exist,
suggestions for developing effective outlines, and how outlines can be used as an invention strategy for
writing. Paragraphs and Paragraphing - The purpose of this resource is to provide some basic instruction and
advice regarding the creation of understandable and coherent paragraphs. Overview - This section provides
answers to the following research-related questions: Where do I begin? Where should I look for information?
What types of sources are available? Searching Online - This section covers finding sources for your writing
online. It includes information about search engines, Boolean operators, web directories, and the invisible
web. It also includes an extensive, annotated links section. Evaluating Sources of Information - This section
provides information on evaluating bibliographic citations, aspects of evaluation, reading evaluation, print vs.
Internet sources, and evaluating online sources. Quoting, Paraphrasing, and Summarizing - This resource will
help you become more comfortable with the uses of and distinctions among quotations, paraphrases, and
summaries. This handout compares and contrasts the three terms, gives some pointers, and includes a short
excerpt that you can use to practice these skills. Avoiding Plagiarism - This resource offers advice on how to
avoid plagiarism in your workâ€”there are few intellectual offenses more serious than plagiarism in academic
and professional contexts. Rhetoric and Logic Creating a Thesis Statement - This resource provides tips for
creating a thesis statement and examples of different types of thesis statements. Establishing Arguments - This
section discusses the thesis statement and explains argument in writing, which includes using research to
support a thesis. Logic in Argumentative Writing - This resource covers logic within writingâ€” logical
vocabulary, logical fallacies, and other types of logos-based reasoning. Rhetorical Situation - This presentation
is designed for instructors to use with students to introduce a variety of factors that contribute to strong,
well-organized writing. This presentation is suitable for the beginning of a composition course or the
assignment of a writing project in any class. Different Kinds of Essay Genres Writing a Research Paper - This
section provides detailed information about how to write research papers including discussing research papers
as a genre, choosing topics, and finding sources. Writing About Fiction - This resource covers major topics
relating to writing about fiction. This covers prewriting, close reading, thesis development, drafting, and
common pitfalls to avoid. Writing About Literature - This material provides examples and description about
writing papers in literature. It discusses research topics, how to begin to research, how to use information, and
formatting. Writing About Poetry - This section covers the basics of how to write about poetry. Including why
it is done, what you should know, and what you can write about. Writing Definitions - This resource provides
suggestions and examples for writing definitions. Style and Language Adding Emphasis in Writing - This
handout provides information on visual and textual devices for adding emphasis to student writing including
textual formatting, punctuation, sentence structure, and the arrangement of words. Conciseness - This resource
explains the concept of concise writing and provides examples of how to ensure clear prose. A Lesson in
Writing Concisely - This handout provides steps and exercises to eliminate wordiness at the sentence level.
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Sentence Variety - This resource presents methods for adding sentence variety and complexity to writing that
may sound repetitive or boring. Sections are divided into general tips for varying structure, a discussion of
sentence types, and specific parts of speech which can aid in sentence variety. Using Appropriate Language This section covers some of the major issues with appropriate language use: Punctuation - This resource will
help clarify when and how to use various marks of punctuation. When speaking, we can pause or change the
tone of our voices to indicate emphasis. When writing, we must use punctuation to indicate these places of
emphasis. Proofreading Your Writing - This section provides information on proofreading, finding and fixing
common errors. Commas - This resource offers a number of pages about comma use. Citation Annotated
Bibliography - This resource provides information about annotated bibliographies. MLA Modern Language
Association style is most commonly used to write papers and cite sources within the liberal arts and
humanities. APA American Psychological Association is most commonly used to cite sources within the
social sciences.
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Inherent in many web page designs, therefore, is information to help a user perform an action. For example, if
you design a button that must be clicked to reach a desired goal, such as placing an item in a shopping cart,
then shadowing the button so it appears to be raised will help your audience understand that the shape is a
clickable object. In addition to these types of visual cues, we often write instructions to assist users in knowing
what to do next. These instructions guide the eyes and minds of the individual to look at the appropriate place
and to take the appropriate action. Mental Models Designing and writing the instructions that are part of the
user interface design is both an art and science, involving copywriting and design skills as well as an
understanding of how people use mental models. Mental models are a generalized idea of how things work.
They are an efficient and speedy cognitive mechanism. This means people will apply their stereotype or
mental model of similar websites to how your website works. If Things Go Wrong This is one of the main
reasons user interface instructions are so important. People have an unpleasant experience when their mental
models are inaccurate or incorrect. It causes frustration, user errors and a failure to accomplish a goal. Writing
easy to understand instructions and presenting them aesthetically can ward off these types of problems. Good
instructions will guide website visitors, even if their mental models are imprecise or erroneous. Text and type
are so finely integrated into website design, that it seemed appropriate to include this topic on a site that
focuses on understanding graphics. On the other hand, you have nothing without an audience, so site visitors
are of primary importance. When you know the characteristics of your audience, you can imagine them and
direct your words to them. Notice the example above. Balance brevity with getting the point across Finding
balance is always an issue. When writing user interface instructions, include enough detail so users know
exactly what to do, but not so much detail that it becomes difficult to process the information. People can only
process small amounts of information at one time. You can help the situation by writing instructions in plain
and simple language, which should help visitors accomplish their tasks efficiently and quickly. Try to use
short sentences when possible. For example, this sentence could easily be broken into two: Remove irrelevant
information This guideline goes along with the brevity advice above, but is often best to do at the end of the
writing process. At the end, you look at your writing from a different perspective. Deleting extraneous and
superfluous details will tighten up the final copy. Some might think the instructions above include irrelevant
information. Are there some words or phrases that could be removed? Select the most effective and accurate
words The task of writing accurately involves a subtle discrimination between words with similar meanings.
Usability research shows that people scan a web page rather than read it. Thus, your wording should
communicate effectively while someone is on the fly and barely paying attention. Use words that promote
clarity. Speaking of precision in word choice, when you look at this menu on the right, do you understand the
difference between Explore and Browse? Write in the active voice The active voice is crisp and clean and will
move people to take action. The passive voice makes readers yawn. Compare this sentence in both voices:
Place the instructions aesthetically Designing user interface instructions can be a challenge. You must
determine where they belong in the visual and information hierarchy. Plan for text during the initial phases of
design. The leading or vertical spacing between related sentences should be large enough to enable legibility
yet close enough to show the sentences are associated. When there are several steps, keep each step separate
by increasing the line spacing. Number the instructions if they are complex or will be perceived as such. Select
a typeface that enhances legibility Think hard about the type as a design element. Use a typeface and style
coherent with the rest of the site design. Consider the size of the font. Avoid bit-mapped text whenever
possible, so that users can enlarge the text if necessary. Use graphics if they will help you communicate Yep.
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A graphic provides support and makes text comprehensible, as in this explanation of where to find your
account number on a magazine label. It might help your visitors have a pleasant or humorous experience. Just
ensure that your between-the-lines message can never be interpreted as a put-down. For example, the
instructions above help visitors feel better. Make Your Instructions Accessible This guideline was suggested
by a reader and should have been included from the start. Some basic accessibility guidelines for writing user
interface instructions are to: Test your instructions Test instructions with sample audience members, people
outside of your office and with no prior knowledge of what it is you are doing. Note any difficulties they have
and revise the instructions. Repeat the process until people accomplish the task without problems. Please share
your guidelines in the Comments section. If you like this article, share it!
Chapter 6 : 7 Tips for Writing an Effective Instruction Manual â€” SitePoint
Note: Citations are based on reference standards. However, formatting rules can vary widely between applications and
fields of interest or study. The specific requirements or preferences of your reviewing publisher, classroom teacher,
institution or organization should be applied.

Chapter 7 : R.S. Technologies Police Report Writing Software
Keep in mind that you may need to review and update the manual periodically, especially if it's something that focuses
on a third-party application or other system you do not control.

Chapter 8 : The Best Way to Write a Macro in Excel - wikiHow
When writing user interface instructions, include enough detail so users know exactly what to do, but not so much detail
that it becomes difficult to process the information. People can only process small amounts of information at one time.

Chapter 9 : Welcome to the companion site for Business Communication: Concepts, Cases, and Applicatio
Instructors' workshops on training fundamentals In an ideal scenario this manual on training fundamentals (TOT manual)
would be supplemented with a workshop on training fundamentals.
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