Create a User Guide for Operators of your System
Using screen shots, create a user guide for your complete system. 

Remember Press 'Print Screen' button copies whole screen onto clipboard. You need to paste (ctrl+V) the clipboard to see what you have 'grabbed'

To grab just the active window press ALT + Print Screen
This should include:

1. How to find and print your data collection sheet 

2. A step by step guide to entering data into your database system. You should explain any restrictions on data entry you have put into the system.  Eg if your can only choose items from your drop down list then say so. If you can only enter dates of birth for over 18's or under 100 - say so. You should provide users with a guide to all aspects of your system - Entering data, Deleting data, Amending data, Listing data... 

3. How to print the mail-merge letters.  

4. If you have provided facilities to select certain records using the filter option then explain those as well. 

To gain higher marks you should test your user guide by getting somebody who has never seen your system to try it out. You should make a note of all their comments and if necessary change the user guide instructions accordingly. YOU MUST explain any changes you make from this user guide testing in order to gain these marks.
Evidence
· User Guide – written up within your project

· Comments from Users who test your user guide 

· A list of changes made to your user guide after testing it 

Create a Technical Guide for your System

Using screen shots, create a Technical guide for your complete system. 

Remember Press 'Print Screen' button copies whole screen onto clipboard. You need to paste (ctrl+V) the clipboard to see what you have 'grabbed'

To grab just the active window press ALT + Print Screen
This should include:

What software you used to create your Data Collection Form. What facilities of the software you have used to build the form. Eg I used graphics boxes to provide spaces for users to fill in.. 

For your database you should include ALL of the following:  

Data Structure, Details of ALL the tables, Forms and reports in your system. Full details of all Validations you have put in place. Example test data and the results you would expect. Errors in the system and how to avoid them

Explain how you have linked the mail-merge document to your data. Screenshots of the Mail-Merge Template showing Merge Tags would be a good way of showing this. 

See over the page for more details

· Technical Guide – written-up within your project. 

ICT project

What to put in the Technical Guide

This guide should cover all the details needed to enable  somebody else to change your system. IT IS NOT a software guide for the particular software you have used. You must presume that a technical user already knows their way around the software.

As your project consists of three sections:- Data Collection Sheet, Database & Mail-Merge letter, your user guide will contain three sections.

Data Collection Sheet

· What software have you used

· What formatting have you set up – size, orientation, margins, headers, footers backgrounds

· What font(s) have you used – size, weight

· What graphics software have you used to create logo

· What features of the software have you used to create user inut boxes, and instructions

· What is file name, any backups, where is it stored, any security on document – read-only, password protected.

Database of customer details

· What software used, name of file, where saved

· How many tables

· Structure of tables – fieldnames, types, size, validation, input masks.. (use snapshots of table editing showing validation details)

· Any Data entry forms (snapshot of editing data entry form) Colours used, graphics used, name of form

· Any Reports, Queries – snapshot of them being edited, names of them and their purpose – example printouts

· Any Switchboard(s), startup settings

NB If you have used Excel to store your data, then the last three items do not apply

Mail Merge Template

· What software have you used

· What formatting have you set up – size, orientation, margins, headers, footers backgrounds

· What font(s) have you used – size, weight

· What graphics software have you used to create logo

· What features of the software have you used to create user inut boxes, and instructions

· What is file name, any backups, where is it stored, any security on document – read-only, password protected.

· Printout of Mail-Merge Template showing mail-merge fields in place

Finally you should include any problems or faults that you are aware about in your system and what to do to get around them

