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1.0
GENERAL INFORMATION

NOTE TO AUTHOR:  highlighted, italicized text throughout this template is provided solely as background information to assist you in creating this document.  Please delete all such text, as well as the instructions in each section, prior to submitting this document.  ONLY YOUR PROJECT-SPECIFIC INFORMATION SHOULD APPEAR IN THE FINAL VERSION OF THIS DOCUMENT.
The User’s Manual provides the information necessary for the user to effectively use the automated information system.
1.1
System Overview

Explain in general terms the system and the purpose for which it is intended.  The description shall include: 

· Major functions performed by the system

· Describe the architecture of the system in non-technical terms, (e.g., client/server, Web-based, etc.)

· User access mode, (e.g., graphical user interface)

· Responsible organization

· System name or title

· System code

· System category:

· Major application:  performs clearly defined functions for which there is a readily identifiable security consideration and need

· General support system:  provides general ADP or network support for a variety of users and applications

· Operational status:

· Operational

· Under development

· Undergoing a major modification

· General description

· System environment or special conditions

1.2
Project References

Provide a list of the references that were used in preparation of this document in order of importance to the end user.

1.3
Authorized Use Permission

Provide a warning regarding unauthorized usage of the system and making unauthorized copies of data, software, reports, and documents, if applicable.  If waiver use or copy permissions need to be obtained, describe the process.

1.4
Points of Contact

1.4.1
Information

Provide a list of the points of organizational contact (POCs) that may be needed by the document user for informational and troubleshooting purposes.  Include type of contact, contact name, department, telephone number, and e-mail address (if applicable).  Points of contact may include, but are not limited to, help desk POC, development/maintenance POC, and operations POC.

1.4.2
Coordination

Provide a list of organizations that require coordination between the project and its specific support function (e.g., installation coordination, security, etc.).  Include a schedule for coordination activities.

1.4.3
Help Desk

Provide help desk information including responsible personnel phone numbers for emergency assistance.

2.0 SYSTEM SUMMARY

This section provides a general overview of the system written in non-technical terminology.  The summary should outline the uses of the system in supporting the activities of the user and staff.
2.1
System Configuration

Briefly describe and depict graphically the equipment, communications, and networks used by the system.  Include the type of computer input and output devices.

2.2
Data Flows

Briefly describe or depict graphically, the overall flow of data in the system.  Include a user-oriented description of the method used to store and maintain data.

2.3
User Access Levels

Describe the different users and/or user groups and the restrictions placed on system accessibility or use for each.

3.0
QUICK START GUIDE
This section provides a general walkthrough of the system from initiation through exit. The logical arrangement of the information shall enable the functional personnel to understand the sequence and flow of the system.  Use screen prints to depict examples of text under each heading.
3.1
Logging On (Gaining Access to the System)
Describe the procedures necessary to access the system, including how to get a user ID and log on.  If applicable, identify job request forms or control statements and the input, frequency, reason, origin, and medium for each type of output.

3.2
System Menu

This section describes in general terms the system menu first encountered by the user, as well as the navigation paths to functions noted on the screen.  Each system function should be under a separate section header, 3.2.1 - 3.2.x.

3.2.x
[System Function Name]

Provide a system function name and identifier here for reference in the remainder of the subsection.  Describe the function and pathway of the menu item.  Provide an average response time to use the function.

3.4
Exiting the System

Describe the actions necessary to properly exit the system.
3.5
Special Instructions for Error Correction

Describe all recovery and error correction procedures, including error conditions that may be generated and corrective actions that may need to be taken.

3.6
Caveats and Exceptions

If there are special actions the user must take to insure that data is properly saved or that some other function executes properly, describe those actions here.  Include screen captures and descriptive narratives, if applicable.

4.0
FUTURE ENHANCEMENTS
4.1
Future Functionality
This section describes and depicts some of the features that your client may have ask for, but your team didn’t get a chance to develop AND any features that your team identified as pertinent to the future sustainability of the system.
4.2
Similar Systems – Additional Functionality
Research and describe additional systems features. List at least three systems (outside of RU) that contain features that your should possess in the future.
4.3
Maintenance Capabilities
Describe all how future maintenance of the system should happen.


