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Preface

Note: Provide a brief introductory sentence for the Preface.

Note: If you change the main headings for this Preface, then be sure to update the bullet list below.

Note: To update the cross-references in the bullet list:

1.  Choose Insert > Cross-Reference.

2.  Select the correct heading, and click OK.

T

his document 

Topics discussed are:

· How The Manual Is Organized
· Audience
· How to Use This Manual
· Related Documents 

· Your Comments are Welcome
How The Manual Is Organized

This manual is divided into <Number of Sections> sections:

· <Section 1>

· <Section 2>

<Section 1>

<Section 2>

Audience

Note: Identify the audience of the User Reference Manual.

This manual is written for

How to Use This Manual

Note: Describe how the manual should be used.  For example, should the user read it entirely before beginning to use the system (conceptually written information)? Or can the user find task topics to refer to as needed (task-oriented information)?

Related Documents

Note: List related documentation, such as product user manuals.

Your Comments are Welcome

<Company Short Name> values and appreciates your comments as a user of this manual.  As we write, revise, and evaluate our documentation, your comments are the most valuable input we receive.  If you would like to contact us regarding comments and suggestions on future releases of <Subject>, please use the following address or telephone numbers:

<Company Long Name>
<Contact Address>
<Contact Phone Number>
Email: <Contact Email>
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Note: To update the table of contents, put your cursor anywhere in the table, and press [F9].  

To change the number of levels displayed, choose Insert > Index and Tables.  Make sure the Table of Contents tab is active, and change the Number of Levels.

Chapter 
1
<Chapter Title>

T

his Chapter...

Note: Use this section to divide your document into chapters.  

The chapter number above is a Word Sequence field that automatically updates to reflect the correct chapter number when you have multiple chapters in your document.  

You can divide your document into sections by inserting a section break before each chapter.  You can also include the current chapter number in captions and page numbers using by inserting a field (Insert > Field…) with the contents:



Seq Chapter \c

For more information, search for “Sequence” in Word’s online help.

Topical Essay

Scope, Approach, and Methods

<Subject> allows you to...

<Subject> contains:

· <Feature component> Form

· <Feature component> concurrent program

Basic Business Needs

<Subject> provides you with the features you need to satisfy the following basic business needs.  The business needs to satisfy include:

· <Business Need 1>

· <Business Need 2>

· <Business Need n>

Major Features

<Feature 1>

Note: Describe the feature.

<Feature 2>

Note: Describe the feature.

Note: In the File menu, choose OM > Insert Icon and Text to insert attention-getting graphics like the one below.

	

	Attention:  


Definitions

Unique Term

<Definition>

User Procedures

In order to <Feature>, perform the following steps:

· <Step 1>

· <Step 2>

<Step 1>

Note: Describe step.

<Step 2>

Note: Describe step.

Technical Overview

Note: Use this section to describe the technical approach, high-level algorithms, process flows, and so on.  

Discuss possible solutions to technical challenges.  The detailed designs for forms and programs will provide the details for the general overview presented here.

The text here is sample text only.

Considerations

If any Oracle Applications tables change in future versions of Oracle Applications, components of this customization may also require changes to work correctly.  Evaluating the impact of such changes on custom programming is the responsibility of the organization, although the organization may contract additional consulting services to assist prior to upgrading.

<Form Title> - Form Description

Note: Create mockups of the forms using a graphic or design tool.  You can use embedded objects as well as screen prints.

<Form Title> Form

Use this form to 

Note: Describe the intended use of the form.

Prerequisites

Before you can use this form you must perform the following:

· <Step 1>

· <Step 2>

<Zone 1 Name> Zone

Use this zone to

For each field, use the center and right tabs to enter additional information about the field.

Include in the parenthesized list one or more of the following:

Optional

Required

Default

Display Only

QuickPick source

For lamp indicators, choose from:

EDIT

PICK

HELP

ZOOM

Field 1
(Optional, QuickPick source)
HELP

Enter...

Field 2
(Display only)
HELP

<Custom Application Name> displays ...

<Zone 2 Name> Zone

Field 3
(Required, Default)
EDIT ZOOM PICK HELP

Choose one of the following options:

First Option
Description of first option.

Second Option
Description of second option.  <Custom Application Name> displays this option as the default.

Use the Hanging Indent style or choose OM > Insert List Table (if the first column must wrap).

<Report Title> - Report Description

.........1.........2.........3.........4.........5.........6.........7.........8

.........1.........2.........3.........4.........5.........6.........7.........8.........9.........0.........1.........2.........3..

.........1.........2.........3.........4.........5.........6.........7.........8.........9.........0.........1.........2.........3.........4.........5.........6.........7.........8

Change the style to tty132 or tty180 for landscape and wide landscape reports.  Use zoom = 200% to edit 132 or 180 column report samples.

Delete the alignment scales that you do not need.

________________________________________________________________________________

<Organization Name>
Date: 01-Jan-92

<Left Title>
<Report Title>
Page:         1


<Report Sub-Title>
Heading 1   Heading 2

---------   ----------

<sample data here>


*** End of Report - <Report Title> ***

________________________________________________________________________________

<Report Title>
Use the <Report Title> report to ...

Report Parameters

Run the <Report Title> report from the Standard Report Submission form.  Enter the following parameters specify the desired reporting options.

Parameter 1
(Required, Default)
PICK

Select one of the following values:

Option 1
Description.

Option 2
Description

Parameter 2
(Optional)


Enter...

Report Headings

<Organization Name>
<Custom Application Name> prints the name of the organization running the report.

Date:

<Custom Application Name> prints the date and time that it ran the report.  The date is in DD-Mon-YY format and the time is in 24-hour format.

<Left Title>

<Custom Application Name> prints <whatever this is used for on this report>.

<Report Title>
<Custom Application Name> prints the name of the report

<Report Sub-Title>
<Custom Application Name> prints <whatever this indicates>.

Page:

<Custom Application Name> prints the page number for each page of the report.

Column Headings

Heading 1

<Custom Application Name> prints...

Include a description of each column or label on the report.  Provide enough detail so that a user of the report can understand how the data is derived.

Appendix A

Open and Closed Issues for this Deliverable

Add open issues that you identify while writing or reviewing this document to the open issues section.  As you resolve issues, move them to the closed issues section and keep the issue ID the same.  Include an explanation of the resolution.

When this deliverable is complete, any open issues should be transferred to the project- or process-level Risk and Issue Log (PJM.CR.040) and managed using a project level Risk and Issue Form (PJM.CR.040).  In addition, the open items should remain in the open issues section of this deliverable, but flagged in the resolution column as being transferred.

Open Issues

	ID
	Issue
	Resolution
	Responsibility
	Target Date
	Impact Date

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Closed Issues

	ID
	Issue
	Resolution
	Responsibility
	Target Date
	Impact Date
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