Product Name (Name Acronym)
User Manual Title

	Appropriate VA Graphic Here 

(remove table cell first)


Software Version Number

Document Revision Date

Software Release Date 
Department of Veterans Affairs

Office of Information and Technology (OI&T)

Office of Enterprise Development (OED)
Revision History

	Date
	Description of Change
	Author Information

	August 2008
	Added “Office of Information and Technology (OI&T)” to the title page.
	OED Process Engineering

	
	
	

	
	
	


Table of Contents
1Heading 1


1Heading 2


1Heading 3


1Heading 4





	Important:
	This template is non-prescriptive. It is provided for those who want to use it. It can be modified as needed as long as those modifications do not violate current National Documentation Standards. This template can be used for both legacy and HealtheVet documentation.

Suggestions for changes to this template should be made through the OED Process Engineering Service Request page: http://vista.med.va.gov/sepg/EPG_Request.htm.
The use of paragraph and character styles for everything rather than hard-coding your formatting will make creating online help from your Word documents much easier.
The page margins are 1” on top, bottom, left, and right.
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Heading 1
Body Text follows automatically upon a hard paragraph return.
Heading 2

Body Text follows automatically upon a hard paragraph return.
Heading 3

Body Text follows automatically upon a hard paragraph return.
Heading 4

Body Text follows automatically upon a hard paragraph return.
Body Text 2 at .5” from left-hand margin. Body Text 2 at .5 inches from left-hand margin. Body Text 2 at .5” from left-hand margin.
Body Text 2 automatically follows upon a hard paragraph return

By default, the style called “normal” is removed from the template. “Normal” is not descriptive of what to use it for.

	Table Heading is used for all table headings
	Table Heading is used for all table headings

	Table Text is used for all text in tables except for table headings
	


Capture

Capture Reverse
Text Italics is a character font. Use it for in-line italics in all forms of Body Text, Body Text Numbered, and Body Text Lettered paragraphs. It can also be used in tables.
Text Bold is a character font. Use it for in-line bold in all forms of Body Text, Body Text Numbered, and Body Text Lettered paragraphs. It can also be used in tables.

Text Bold Italics is a character font. Use it for in-line bold italics in all forms of Body Text, Body Text Numbered, and Body Text Lettered paragraphs. It can also be used in tables.

Divider Page is used on divider pages – A page break automatically precedes the divider page style
Body Text follows automatically upon a hard paragraph return

· Body Text Bullet 1
· Body Text Bullet 1 follows automatically.

· Body Text Bullet 2

· Body Text Bullet 2 follows automatically.

Body Text
1. Body Text Numbered 1

2. Body Text Numbered 1 follows automatically.

Body Text 2
1. Body Text Numbered 2

2. Body Text Numbered 2 follows automatically.

Body Text

a. Body Text Lettered 1

b. Body Text Lettered 1 follows automatically.

Body Text 2

a. Body Text Lettered 2

b. Body Text Lettered 2 follows automatically

Word might encounter with auto-numbered and lettered lists. The National Documentation Standards committee recommends avoiding the use of soft returns within 100 pages of an auto-numbered or lettered list.
	Note:
	This is a Note. This uses the table text style. The graphic and table format is just a suggestion.
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