 Document Formatting Standards

Contents

2Contents


3Introduction


3Headings


3Paragraphs


4Page Layout


4Margins


4Graphics


5Header


5Footer





Introduction
This document is going to highlight the formatting to be used when creating user documentation! The styles used in this documentation can be used to create a newer version of the documentation as needed.

Headings

The top level headings should all be: 

· Heading 1 
· Sub-headings should be heading 2 all the way down to the lowest level. 
This makes the document easier to read. 
The standard formatting of the heading in reference to spacing before and after each is:

· 6pt before and 6pt after. The font used for the heading is:

·  Verdana size 16 font and black in colour. Sub heading should be:

·  Indented one space for every level of the sub-heading and 14pt font. 
Paragraphs
The standard text style used in this document is 
· Arial Size 12 Font
· Black in colour.
·  All the paragraphs are going to use spacing for the each line of 1.5 lines to ensure that they are easy to read. 
· Paragraphs which include dot points are going to use the special hanging format at 1.27cm so that the number used to mark the dot points do not appear too close to the text as to confuse the reader.
Page Layout
The page Layout (Orientation) has been set portrait to ensure that the document has a standard look about it. The portrait layout makes easier for both the manufacture of the since most document are written going down the page. This allows for more room on each page and also makes in friendlier to the read. The reader will not have to keep scrolling horizontally to read everything on the page. 

Margins
The margins used in all the documentation to do with the installation of the authoring tool have been set to:

· 2cm from the right and left margins 
This is to enable easy stapling of hard copies of the documents. 
· The top and bottom margins have been set to 3cm to give the document consistence appearance of a rectangular look. 
· The gutter width has been left at 0 and the gutter position has been set to left.
Graphics
The graphics in the documentation have all been horizontally aligned on the right-hand side of the document. 
The height and width of the graphics is; 
· height: 5.71cm

·  width: 5.84cm
Header
The head should consist of the following information; 
· On the left hand-side should be the organisation that the material has been produced for. 
· In the middle should be the author company identification number. 

· On the right should be the Author’s first and last name. The font and size used in the header should be the same as that used in the paragraph test.
Footer

The foot should include: 

· Filename of the current document on the left hand-side. 
· In the middle of the footer should be the page number #of#.

·  On the right-hand side should be the date the document was created. The date should be in the format of 2 numbers followed by the month spelled out then the year which should be 4 numbers.
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