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Documentation requirements checklist

This checklist helps TechScribe to understand your technical requirements, and it helps us to give you a cost estimate.

Before you complete this checklist, complete the 'Business requirements checklist'. After you have completed both the checklists, send them to mike@techscribe.co.uk.

Please select or specify all the options that apply. If you want to discuss the options available, leave a question unanswered. For background information about these questions, see the articles on www.techscribe.co.uk.

Enter the information in the shaded areas:

· To select or to clear a check box, click the check box.

· To move to the next field or check box, use the Tab key.
General documentation requirements

1. Documentation can be read by users from the screen, or from printed materials. The medium of delivery affects the design. Usually, a good option is to have a short printed ‘getting started’ guide, and a comprehensive reference material that is supplied as online help.

What do you want?

 FORMCHECKBOX 

Online only

 FORMCHECKBOX 

Printed only

 FORMCHECKBOX 

Both printed and online

2. Type of documentation:

 FORMCHECKBOX 

Procedural (overall top-level tasks, without much detail about particular fields)

 FORMCHECKBOX 

Reference material (explanation of fields, examples, technical details, etc.)

 FORMCHECKBOX 

Conceptual material (background information that users need to know)

 FORMCHECKBOX 

Tutorial (step-by-step worked examples that users can follow)

Other, for example, quick-reference card, wall chart:

___________________
3. Is there existing documentation (content, not media, layout, or style) that is applicable to the new documentation?

 FORMCHECKBOX 

No

 FORMCHECKBOX 

Yes.  Approximately how much is valid?  0 %

4. Specify other sources of information that can be used in the documentation (for example, your help desk’s top 20 questions and answers, user forums):

___________________
5. Sometimes, we show data in documentation. For example, sometimes we show user details, company information, and selection criteria. If example data is important, you must supply examples or demonstration data at the start of the project.

Is the content of data and examples important?

 FORMCHECKBOX 

No

 FORMCHECKBOX 

Yes

6. Good documentation does not mean that you must explain all options in detail. Sometimes, if a feature is rarely used, it is cost-effective to write, ‘Phone our help desk’.

What level of coverage do you want?

 FORMCHECKBOX 

Full. All features are explained in detail

 FORMCHECKBOX 

80:20. The most frequently-used features are explained
 FORMCHECKBOX 

Brief information, sufficient to get started
7. Is there an existing design that we must use?

 FORMCHECKBOX 

No

 FORMCHECKBOX 

Yes

8. If you selected ‘No’ to the previous question, you can have either a standard design, or a customised design. If we create a customised design, we will do this before the documentation, and the customised design will be a separate chargeable item.

What do you want?

 FORMCHECKBOX 

Standard design

 FORMCHECKBOX 

Customised design

9. Will the documentation be translated into other languages?

 FORMCHECKBOX 

No

 FORMCHECKBOX 

Yes

10. Is there an existing glossary of terms or vocabulary that is applicable to your product or to the way that it is used?

 FORMCHECKBOX 

No

 FORMCHECKBOX 

Yes

Your software

11. Platforms on which your software runs:

Windows:
 FORMCHECKBOX 
 NT
 FORMCHECKBOX 
 2000 ME
 FORMCHECKBOX 
 2000 Professional
 FORMCHECKBOX 
 XP
 FORMCHECKBOX 
 Vista
 FORMCHECKBOX 
 Windows 7
 FORMCHECKBOX 
 Viewed using a web browser. Versions:  ___________________
Other platforms:  ___________________
12. How many user entry screens/dialogs/tabs are there? (Include simple screens such as log on dialogs. Exclude confirmation messages.): ___
13. Is the software an upgrade or a new product?

 FORMCHECKBOX 

Upgrade

 FORMCHECKBOX 

New

14. Is a final version of the software available for documentation?

 FORMCHECKBOX 

No

 FORMCHECKBOX 

Yes

15. If a final version of software is not available, specify the:

a. Approximate level of completion: __ %

b. Estimated date of completion: ___________
16. Are there observable inputs and outputs?

 FORMCHECKBOX 

No

 FORMCHECKBOX 

Yes

17. Special items of hardware that are needed to use the software (for example, a dongle):

___________________
18. Additional software that is needed to use your software (for example, SQL Server):

___________________
The users

19. Specify the different types of user (for example, system administrator, help desk technician, operator):

___________________
20. Do users require a conceptual background before they can use the software?

 FORMCHECKBOX 

No

 FORMCHECKBOX 

Yes

21. Users’ familiarity or previous experience with the subject matter (choose all that apply):

 FORMCHECKBOX 

Absolute beginner

 FORMCHECKBOX 

Moderately familiar with the subject
 FORMCHECKBOX 

Subject matter expert

22. Users’ computer literacy (choose all that apply):

 FORMCHECKBOX 

No previous computing experience

 FORMCHECKBOX 

Basic IT literacy
(approximately ECDL)

 FORMCHECKBOX 

Competent

(approximately MOS/MOUS, ECDL advanced)

 FORMCHECKBOX 

Advanced

(professional certification)

23. Do users receive training in how to use the software?

 FORMCHECKBOX 

No

 FORMCHECKBOX 

Yes.  How many days of training do users receive?  0 days

24. Has an analysis of the needs of typical users been done?

 FORMCHECKBOX 

No

 FORMCHECKBOX 

Yes

Users’ tasks

25. Are the tasks that users do with the software clearly identified?

 FORMCHECKBOX 

No

 FORMCHECKBOX 

Yes

26. If you answered 'yes' to the previous question, how many tasks are there?  ___
27. How much flexibility is there in the sequence in which users do tasks?

 FORMCHECKBOX 

Low. Users must do most tasks in a strict sequence.
 FORMCHECKBOX 

Moderate

 FORMCHECKBOX 

High. Users can do tasks in almost any sequence.
28. Do most users do tasks by habit, without much analysis?

 FORMCHECKBOX 

No

 FORMCHECKBOX 

Yes

29. If users need to analyse results from the software, is the analysis part of the documentation requirement?

 FORMCHECKBOX 

No

 FORMCHECKBOX 

Yes

Online help

This section applies to documentation that is designed to be read on-screen.

30. What online formats do you want?
 FORMCHECKBOX 

Compiled HTML Help (*.CHM, Microsoft proprietary help)

 FORMCHECKBOX 

WebHelp (cross-platform HTML-based help with Contents, Index, and

Search)

 FORMCHECKBOX 

Pure HTML/CSS

 FORMCHECKBOX 

Adobe PDF (free browser available)

Other: ___________________
31. Applies if you chose Compiled HTML Help or WebHelp in the previous question.

We use Adobe RoboHelp as the authoring tool. As part of our service, we give you all the source files that are used to create the help. For Compiled HTML Help, many authoring tools are available.

If you require a different authoring tool, specify it: ___________________
32. Frequently, online help is context-sensitive. For example, a user can press F1 or a Help button to get help about the active dialog box or about a particular field (not available with Word or PDF). Level of context-sensitivity:

 FORMCHECKBOX 

None

 FORMCHECKBOX 

Dialog box (recommended)
 FORMCHECKBOX 

Field (not recommended)
 FORMCHECKBOX 

Both dialog box and field (not recommended)
Printed user guide or reference manual

This section applies to documentation that is designed to be read on paper.

33. Will you supply printed documents, or are users expected to print electronic documents that you supply?

 FORMCHECKBOX 

We supply printed documents

 FORMCHECKBOX 

Users print the documents

 FORMCHECKBOX 

Both of these

34. If you supply printed documents:

c. Are there existing processes for printing?

 FORMCHECKBOX 

No

 FORMCHECKBOX 

Yes

d. If you answered ‘No’, do you want us to organise printing?

 FORMCHECKBOX 

No

 FORMCHECKBOX 

Yes

35. What source file format is required (Word, PDF, other)?

___________________
Additional comments

Please supply us with all other information that will help us to evaluate your documentation project. Thank you.
_____________________
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