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Introduction
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Understand the difference between
a policy and a procedure.



» Procedure—HCQ

Best Practice 1: Understand the difference
between a policy and a procedure.



ONIlV €
procedures are allowed to acc
transactions.

Best Practice 1: Understand the difference
between a policy and a procedure.



given change to the

» Clerks will deposit the cash in the register drawe
after each transaction is completed.

» The manager on duty balances the receipts after each shift.

Best Practice 1: Understand the difference
between a policy and a procedure.
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In the field under your username,

In the field under your old password, enter your new password.
Retype your new password.
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Click the arrow button to save your new password.

Best Practice 1: Understand the difference
between a policy and a procedure.



Focus on only one policy and its
corresponding procedure in each section
of the document.



» Enhances readakb

Best Practice 2: Focus on only one policy
and its corresponding procedure in each
section of the document.



Organize each policy and procedure
[o]e[[eX=1/\2



» Start

Best Practice 3: Organize each policy
and procedure logically.



Write clearly and concisely.



» Use active voice.

» Limit the page length of each policy and procedure.

Best Practice 4: Write clearly and
concisely.



Create a policy and procedures
template that’s easy to use.



» Train anyone creating pa
template.

Best Practice 5. Create a policy and
procedures template that’s easy to use.



Use existing Word documents.



» Import multiple Word dc

» Continue working with your Word documents in Woro
Doc-To-Help.

Cool feature 1.
Use existing Word documents.



Take advantage of Doc-To-Help features in Word!

B ] Smith Construction Policies and Procedures.docx - Word Sign in [Eal — *
File Home Insert Design Layout References Mailings Review View ACROBAT Doc-To-Help @ Tell me what you want to do Q;_ Share [

nE " — [Fim | | " sa [ — Y iE Collapsible Section (=
o B MBS L8 7 E P .
- ) : ) - — ) I%Clear Formatting ] [ZF HTML Help Cantral
Add Rename Delete 1 2 3 4 Body Link Inline Keyword Group Link Topic  Conditional Variable Margin  Image Add  Sort

Text Text Tag Properties Text 4 Apply Style - Noter Map Editor I8 Cross-reference - Terms
Topic Headings 2| F Links Glossary

uction-Policies-and-Procedurest]

= Introductionq]
This-introduction-will-be-used-in-all-versions-of-Smith-Construction’s-policies-and-procedures-manuals.q
. Administrative-Assistant-Policies-and-Proceduresf]

The-policies-and-procedures-in-thiss-manual-are-intended-to-assist-administrative-assistants-perform-their-
jobs-effectively-and-efficiently.q]

Cool feature 1.
Use existing Word documents.



Choose from a variety of outputs
(targets).



Home Topics Project
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Select | Build Rebuild View
Target = - - < Build Log
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Cool feature 2:
Choose from a variety of outputs (targets).



File Home Topics Project

EEJ é@) ‘E;} é‘}:::] "El View PDF

Select Builld Rebuild View
Target - - - 7 Build Log

Target - Manual

Cool feature 2.
Choose from a variety of outputs (targets).



Next, create the new target.

Help Targets

Add MNew Target | X Remove Target (] Basic

Eclipse Help Name

EPUB

HTML Help 1.x

JavaHelp Style sheet: Print_nomargin.css
Microsoft Help 2.0
Microsoft Help Viewer
MetHelp Attributes: (none)

Base name:

PolicyManual
Template: D2H_PRMOMARGIN.dotm

Printed Manual S Manual () Use default properties

= Localization

Locale: 1033 - English (United States) @ Eﬂp‘f prﬂpemﬁ from existin 9 = g =
CodePage: 1252 - Western European (Windows)

[=I Build
Output format: Word 2007 (DOCX) ~

Coverimage: I

[~] Generate PDF target [ Live links

. L

Cancel

Cool feature 2:
Choose from a variety of outputs (targets).



Topics Project

ome
]| & & 652
i @ Cancel Build

Select  Build Rebuild View
Target~ -~ - & Build Log

= Eclipse Help wal

& EPUE

& Help2.0 : .
5 HTML Help R

& JavaHelp 3
|| Manual - Y
'ZEZ' M5 Help Yiewer i y
& MNetHelp i D,
E| PolicyManual [ %

Cool feature 2:
Choose from a variety of outputs (targets).




Create multiple versions of
documents from the same target.



Home Topics Project

Attnbutes Windows Project Topic Vanables
Styles Types

Project P

Cool feature 3: Create multiple versions of
documents from the same target.



Click Add New Attribute to create an attribute.
Then add your values.

[g Add New Attribute [ Add New Value | [=1 X

=[] Build
----- E Internal

- E Feleaze

-..[¥] AdminAsst

Cool feature 3: Create multiple versions of
documents from the same target.



Assign attributes to the topics.
Select the topics, and in the Topics tab, click Properties.

Doc-To-Help 3 - Smith Construction Policies and Proced

Topics Project

@ 6{% ﬁF‘Iatfu::r =3 lelated Links L
@Targ s Vor

Printand Filter ~ Contents Index Related | _ ' Properties § Open
Export ~ View ~ Topics £

Properties | Editor

Documents\Smith Con...  Travel Arrangements Heading 1 Contents
Documents\Smith Con...  Meetings and Special Events Heading 1 Contents
Documents\Smith Con...  Meeting Invitations Heading 2 Conceptual
Documents\Smith Con... Catering Heading 2 Conceptual
DocumentsiSmith Con...  Events (Topping Out) Heading 2 Conceptual
Documents\Smith Con...  Expense Reports Heading 1 Contents
Documents\Smith Con... Expense Report Guidelines Heading 2 Conceptual
Documents\Smith Con...  Business Cards Heading 1 Contents
DocumentsiSmith Con...  Customer Service Heading 1 Contents
DocumentsiSmith Con...  Floral Arrangements Heading 1 Contents
- Documents\Smith Con... Vacation Requests Heading 1 Contents
- DocumentsiSmith Con...  Retiring Field Personnel Heading 1 Contents

Cool feature 3: Create multiple versions of
documents from the same target.



. Topic Properties

Select the attribute, and click OK Toric ype (ulple values)
twice to apply to the topics. .

Comments:

Default topic
=l Appearance
Contents title:
Display title:
Related links label:  |More:
[] Hide subtopic links
[+] Include in search
[] Disable comments

= Condition

Cool feature 3:
Create multiple versions of
documents from the same

target.




Repeat the steps to assign topics to another attribute.

= Condition

Platforms:
Targets:

Attnbutes:

=-[17x] Build

DE Internal
DE Release
EHE Policies
7] AdminAsst

Cool feature 3: Create multiple versions of
documents from the same target.
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» Topics appearing in every version of a
specific attributes assigned.

Cool feature 3. Create multiple versions of
documents from the same target.



To output a specific version of a document, select your
target.

= Condition

Platforms:
Targets:
Attnbutes:

=-L] ] Build

DE Internal
DE Release
EHE Policies
7] AdminAsst

Cool feature 3: Create multiple versions of
documents from the same target.



File Home Topics Prgect

Select Builld Rebuild View
Target ~ - - < Build Lok

Target - Manual

Cool feature 3: Create multiple versions of
documents from the same target.



Select the attribute for the version of the document you want to
create, click OK twice, and build the document.

.
-

] i e | Topics  Project
Print_nomargin.css ~

Bl % éd@wewpw

Rebuild View U Cancel Build
N % Build Log

& Build

iy Schedule Build...

aret)

B Live links

W

Cool feature 3: Create multiple versions of
documents from the same target.



Easily create tables of contents.



Set heading styles in your Word document.

Safety-Steering-Team9] <——— Heading 1

The-purpose-ofthe-Safety-Steering-Team:(55T)is-to-serve-as-a-senior-management-oversight-function-in-
matters-relating-to-our-SHEMS. - The-Team-will-meet-regularly-to-review-safety-metrics,-results-of-incident:
orregulatory-investigations,-and-to-ensure-management-decisions-remain-aligned-with-our-overall-safety-
goals/policy-and-commitment.q

Annual-SHEMS-Reviewy <+———— Heading 2
Annually-the-55T-will-review-the-results-of-the-prior-year’s-safety-results-based-on-the-current-SHEMS-
and-establish-a-strategic-plan,-with-an-associated-action-plan,-to-define-and-guide-the-maintenance-and-

continuous-improvement-of-the.-SHEMS.-At-the-conclusion-of-the-review,-the-55T-will-make-decisions,
give-direction,-and-commit-resources-to-implement-the-strategic-plan-elements.q

Cool Feature 4.
Easily create tables of contents.




Import your Word document into your Doc-To-Help project.

Home Topics Project

"_"-, ﬁ; s I Wiew PDF ﬁ fj Mew a Platforms: < @

i@ Cancel Build D Add @ Targets:

Select  Build Rebuild View Target _ Source
Target = - - <7 Build Log Template ~ ﬂ FRemowve [t | Attributes: ™ Template =

Target - Manual ra | Target Design’ Source - Documents'Smith Construction Policies and Pr... &

Cool Feature 4.
Easily create tables of contents.



Build your project in Doc-To-Help.
automatically.

- DocumentsiSmith Con...
- DocumentsiSmith Con...
- DocumentsiSmith Con...
- DocumentsiSmith Con...
- DocumentstSmith Con...

- DocumentshSmith Con...
- DocumentshSmith Con...
- DocumentsiSmith Con...
- DocumentsiSmith Con...
- DocumentsiSmith Con...
- DocumentstSmith Con...
- DocumentshSmith Con...
- DocumentshSmith Con...

Cool Feature 4.
Easily create tables of contents.

Introduction
Administrative Assistant Policies a...
Phones

Cell Phones

Mail

Incoming Mail

Cutgoing Mail
Correspondence and Forms
Mew Jobsite Setup

Jobsite Address/P.0, Box
Trailers

Ltilities and Line Locations

Phone, Fax, and Data Port Lines

Heading 1
Heading 1
Heading 1
Heading 2
Heading 1
Heading 2
Heading 2
Heading 1
Heading 1
Heading 2
Heading 2
Heading 2
Heading 2

Doc-To-Help creates topics

Contents
Contents
Contents
Conceptual
Contents
Conceptual
Conceptual
Contents
Contents
Conceptual
Conceptual
Conceptual

Conceptual




Doc-To-Help automatically generates your table of contents!
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Cool Feature 4.
Easily create tables of contents.
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Do itin W
topics automatically—along w

Cool Feature 4.
Easily create tables of contents.



Rebuild outputs quickly and cleanly.



File Home Topics Project

lJ-E.-I @ E:l‘; é}:] ] View PDF

Select  Build Rebuild View -
TargEt - - - .:: E:IJ”I:I LI:IQ

Targ &y Rebuild Fa

Documen '_“ Schedule Rebuild... art

Cool Feature 5:
Rebuild outputs quickly and cleanly.



Click here to view
your latest output.

Home Topics l Project

L__I ‘{) % Eﬁ]b‘:‘ﬂ... ..... ¢ PDF

Select Build Rebuild View
Target - u - % Build Log

Target - Manual P

Create a PDF and view your latest
output in one click.



3. Organize es
4. Write clearly and concisely.

5. Create a policy and procedures template that’s easy to use.

Summary: Five Best Practices



c
4. Easily create tables of contents.

5. Rebuild outputs quickly and cleanly.

Summary: Five Cool Doc-To-Help
Features



Contact Informatiot

Cheryl Landes
Tabby Cat Communications
tabbycatco.com

clandes@tabbycatco.com
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TAKE ADVANTAGE OF CERTIFIED TRAINING

As a webinar attendee, receive $100 OFF your next
advanced training course.

August 23-24, 2016 (web-based)
August 25-26, 2016 (web-based)

For more detalls, click here or email sales@madcapsoftware.com

Note: Courses subject to change. Availability based on student registration. Certain restrictions apply; cannot be combined
with any other offer or promotion. Not valid on courses already purchased.

& madcap
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http://www2.madcapsoftware.com/webinar-training-discount/
mailto:sales@madcapsoftware.com

MADWESRLD

The Premier Technical Communication and Content Strategy Conference

APRIL 2-5, 2017 | HARD ROCK HOTEL | DOWNTOWN, SAN DIEGO, CA

CALL FOR PAPERS NOW OPEN

SUBMISSION DEADLINE: JULY 29, 2016

www.MadWorldConference.com
&. madcap
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