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1 Tell Me About
This section provides an overview of the system followed by a description of its related features and capabilities, conventions, terms and concepts. 

Tell the intended audience about the AIS by describing its primary features and conceptual layout, conventions and important terms and concepts (if any exist).

1.1 Overview
This section describes the [insert AIS acronym] and its purpose.  

If relevant, include in the description any changes or updates made to the AIS.
1.2 Features

The following lists the key features of the [insert AIS acronym] and includes a brief description of each feature.

Key Features:

· [Insert name of feature]- [briefly explain the feature]

· [Insert name of feature]- [briefly explain the feature]

· [Insert name of feature]- [briefly explain the feature]

For example:

· Banner - Customize the banner to display one line of text.

1.3 Conventions
Below is a list of the main document conventions used in this document.

Main Conventions:

· [Insert name of convention]- [provide an example]

· [Insert name of convention]- [provide an example]

· [Insert name of convention]- [provide an example]

For example:

· Individual words or phrases stressed are in bold type - Click the OK button to continue.

2 Getting Started
This section describes how to get started using the [insert AIS acronym].  It identifies the software version and hardware environment, and access information.

2.1 Software Version

The software version of the [insert AIS acronym] covered in this user manual is identified as follows:

· [insert Software Name and Version]

Provide for the end-user information on how to determine which version number of AIS they are running, if relevant to operating the AIS.  For example, in Microsoft Word, the software version number is accessible from the Help menu under About Microsoft Word option.

2.2 System Requirements

The following are the minimum and recommended requirements needed to operate the [insert AIS acronym].

System Requirements:

· [Insert name of requirement]- [product name]

· [Insert name of requirement]- [product name]

· [Insert name of requirement]- [product name]

For example:

· Operating System - Windows NT 4.0.

2.3 Access Information

The list below contains access information end-users need before running the [insert AIS acronym].

· [insert information, e.g., System Passwords]

· [insert information, e.g., Access Authorization]

· [insert information, e.g., User name and Passwords]

3 How Do I…?

This section provides detail step-by-step instructions on how to use the [insert AIS acronym] to carry out specific automated tasks that includes the use of screen shots as needed. 
  

3.1 Start Process

This section contains the steps to initiate the start process for the [insert AIS acronym]. 

Starting the [insert AIS acronym]
To start the [insert AIS acronym]:

1) [insert initial step]
2) [insert step]
3) [insert step]
3.2 Work Process

This section contains the steps for using a specific [insert AIS acronym] process, feature, or function.  

For example:

To fill out a patent form:

1) Select the arrow tool (
The arrow tool allows you to select a button, a checkbox, or an item from the list.

2) After selecting an item, press the Enter key.

3) Click the Exit button.

In addition, if several individual screen shots are used, also provide a high level diagram that depicts an overview of the AIS work process.  This will provide the end-user with an illustrated view that captures the conceptual scope of AIS work process, feature, or function in conjunction with its step-by-step aspects.  Moreover, the software procedures should identify and follow the flow, functions, and features of the AIS.
3.3 Shut Down Process

This section contains the steps to initiate the shut down process for the [insert AIS acronym]. 

Shutting down the [insert AIS acronym]
To shut down the [insert AIS acronym]:

1) [insert initial step]
2) [insert step]
3) [insert step]`
4 Getting Help

This section provides help information for the [insert AIS acronym].

4.1 Solutions to Common Problems

This section contains answers to the most common technical support questions and problems. The list below identifies these known problems for operating the [insert AIS acronym].  Each problem identified is followed by an explanation of the problem and some possible workarounds or solutions, if any exist.

· [Problem - briefly describe a solution]

· [Problem - briefly describe a solution]

4.2 Getting More Help

This section provides available help resources if the above-mentioned source fails to address the questions or problems while operating the [insert AIS acronym].

4.3 Help Desk

If any problems or questions arise, call the Help Desk at (703) 305-9000.  The Help Desk hours of operation are as follows: Monday through Friday, 5:30 a.m. to 12:00 a.m., weekends and holidays, 5:30 to 10 p.m.

� A screen shot (also called a screen capture) is a copy of the screen's contents that can be saved as graphics file or copied into a document or graphics editor.  
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