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Sunbury Downs College
IT Applications, 2007

Unit 4

User Documentation
This comprises Help and instructions for the end-user. It includes:
· manual of instructions for installing software

· manual of instructions for using the software to input and manipulate data, output information, store, retrieve and delete ie the ipsteps.

· FAQ

· Tutorials

· Quick start guide

It may be made available to the user:

· In print, or hard-copy  and/or

· On-screen 

Printed documentation is sequential in nature and must be structured so that the instructions follow a logical sequence of operations. It must have a table of contents and an index so that the user can find required information easily.

On-screen documentation can take advantage of hyperlinked text so it doesn’t need to be sequential. Often, this type of documentation is presented in alphabetical order of topic or software function.

On-screen documentation may be presented in multimedia form, presenting both text and images. It could include videos or animations.

On-screen documentation is documentation that is accessed from the computer and viewed on the computer screen. 

It may be made available through these media:

· On a CD/DVD ROM

· In-built into the software application and installed on the HDD when the software is installed

· Via the Internet – the documentation is stored at the software provider’s website location 

On-screen documentation may be:
· An electronic form of a printed manual – low-end use of the capabilities of the technology
· Hyperlinked text-based manual

· Multimedia manual, tutorials, examples

It may be accessed by:

· Clicking a Help button

· Opening the Help files on a CD/DVD

A high-end use of the technology’s capabilities is when the Help is

· Context sensitive – a user needs help when using a function or object may click the ? key or press F1 and instructions relevant to that function are displayed.

The basics of good user documentation

1. It must be logically structured

2. It must be well-written ie correct spelling, grammar

3. It must be well-formatted 

· Consistent use of Styles for Headings (levels)

· Consistent use of font types, sizes, styles

· Good use of white space

4. It must comply with the conventions for the form eg text or multimedia 

5. It must be easy to use

· Contents page

· Index

· Links to each section to allow quick access to the required information

· Well-formatted – good use of white space, consistent use of Headings, text sizes, and font types and styles

6. It must be appropriate for the user. You must consider these factors, at least:
· Age – children may need larger fonts, use of images, and color

· Education level – people with tertiary education can read more complex sentences than year 9 students

· Culture – be careful not to offend 

· Computer experience – raw beginners need more step-by-step instructions than experienced computer users

· Multimedia experience – people with little experience of computers may have no knowledge of hyperlinks

· Access to Internet – if your user is likely to not have ready access to the Internet, there is no point putting the Help on the Internet or you must offer an alternative.

There is more but we will start with the above 4 points. The next exercise will introduce the remaining features of well-designed user documentation.

© C.Taylor, Jun 2007


