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[bookmark: _Toc197829729][bookmark: _Toc197841083][bookmark: _Toc197843493][bookmark: _Toc197829728][bookmark: _Toc197829722][bookmark: _Toc195064435][bookmark: _Toc195070087][bookmark: _Toc195494114][bookmark: _Toc195500023][Style: Heading 1] Overview
[Style: Body Text Arial] The Overview describes the overall objectives, functions, and/or tasks that the procedure is designed to accomplish and the circumstances under which the procedure should be used. Please note that you may not be required to utilize all of the sections below. Please however keep in mind that you will always wish to retain at least the Overview, Main Steps, and Support sections. This Template is intended for use with Microsoft Word 2007.
[Style: Heading 1] Areas Of Responsibility
[Style: Body Text Arial] The Areas Of Responsibility list the departments, units, offices, and individual positions of those who have responsibility for daily control and coordination of the procedure; the authority to approve exceptions to the procedure (if applicable); and the implementation of the procedure (including responsibility for any required electronic or written forms). This also sets forth the scope of their responsibilities under the procedure, the areas subject to discretionary modification (if any), and the responsibility for implementation. This section is not required.
Getting Started
[Style: List Bullet] Hardware Requirements
Software requirements
Security Authorization
Download Information
This section is not required.
Process Overview
[Style: Body Text Arial] The Process Overview is used if there are multiple processes and it may assist the user to receive an overview of these processes which will be covered next. This section is not required.
[Style: List Number] The first major process that will be covered.
The second process that will be covered.
The third process that will be covered.
Etc.
Main Steps
[Style: Body Text Arial] The Main Steps section details the steps of the guide itself.  You may want to add a summary here of what you will be covering in these steps, especially if there are several different actions that need to be taken, or if you did not include a Process Overview.
[Style: Heading 2] How to Use Lists (Main Step #1) 
1. [Style: List Number] Step 1
1. [Style: List Number] Step 2
[Style: List Bullet_Whole List Indented] You can use bulleted or numbered secondary steps.
[Style: List Bullet_Whole List Indented] Secondary step 2
[Style: List Number_Whole List Indented] Secondary step 1
[Style: List Number_Whole List Indented] Secondary step 2
[Style: Heading 3] Sub-task of 5.2
1. You can also use the Heading 3 style to insert smaller sections or sub-tasks into main steps.
1. Step 2
[Style: Heading 3] How to Insert Images (Main Step #2)
1. If the numbering continues from the previous section instead of starting over at #1, you can right click on the number and select the “Restart at 1” option.
1. Below is an image.  When inserting an image, please be sure to assign it the Screen Shot 01 style. This will automatically center the image and designate it as an image for a screen reader.
[image: ]
After inserting the image, right click it and select Size, then select the Alt Text tab.  You must include alt text describing what the image is a screenshot of.
Using Body Text Instead of a List (Main Step #3)
[Style: Body Text_Arial] When there is only one step you can use the Body Text_Arial style instead of a list. 
How to Insert a Hyperlink
When using hyperlinks, please make sure to add alt text, so a screen reader can describe the link. You can do this via the steps below:
1. Highlight the entire link.
1. Right click the highlighted text then select Hyperlink.
If you are editing an existing link then click on the Edit Hyperlink option instead.
Click on the ScreenTip button.
Enter a short description of what the link is.
This is what will appear as the alt text when mousing over the link.
Click OK to submit the text.
Click OK to close the Hyperlink menu.
Example: http://www.csueastbay.edu
How to Insert a Table
Below is a table that can be used. You must make sure that the column headings are repeated. To do this apply Repeated Header Rows use the following steps.
1. Select the Row
1. Right click > select Table Properties
1. Go to the Row tab
1. Check the box for ‘Repeat as header row at the top of each page’
	Column Heading 1
	Style: Table 01_Header
	Style: Table 01_Header

	Style: Table 02_Body. Use this style to add text to the table.
Style Table 03_Bulleted List
Style Table 03_Bulleted List
	Style: Table 02_Body. Use this style to add text to the table.
Style Table 03_Numbered List
Style Table 03_Numbered List 
	Style: Table 02_Body. Use this style to add text to the table.

	Style: Table 02_Body. Use this style to add text to the table.
Style Table 03_Bulleted List
Style Table 03_Bulleted List
	Style: Table 02_Body. Use this style to add text to the table.
1. Style Table 03_Numbered List
Style Table 03_Numbered List 
	Style: Table 02_Body. Use this style to add text to the table.



Aesthetics
1. In cases where the guide appears broken up between pages, you have the option of including page breaks to clean up the content for users who intend to print it.
You especially want to take this approach in order to group sections of associated content together.
1. When using images please resize or crop them to be as small as possible while remaining legible.
1. When using images, you also have the option to add borders using the following steps. This is particularly useful for images with light backgrounds.
Right click the image.
Select Format Picture.
Select Line Color > Solid Line
Support 
Additional CSU East Bay documentation can be found at: www.csueastbay.edu/training
Send questions to the Service Desk via a ticket at: www.csueastbay.edu/servicedesk
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