There are many different types of user documentation. These types include but are not limited to: Project Specifications, Reports, Help Resources, User Manuals and User Guides, Training Materials, Self-Paced Tutorials, and Brochures.
The purpose of the documentation is the reason it was created. If documentation is created for the use of a camera, then its purpose is to instruct the user on how to use the camera.

A needs analysis is a process where the needs of the target users of the documentation are identified and analysed. For example: A classroom of students, need to know how to logon to a computer and access the internet. A user guide to explain this can now be created.

It is important to consider user characteristics and needs before possible solutions can be found.

For any form of documentation to be useful it must be designed with the needs of its potential users in mind
Analyse the content that you will be including in your documentation. This will help you to estimate the number of pages, select a standard of complexity and decide what graphic and text components will be included.
The media type you choose (paper based, online, combination), is decided by the purpose of the documentation, the users needs and characteristics and the content. There is no point in having a user manual for the connection of a modem, available online only, conversely there is no point in having an online manual for the disassembly or packaging of your computer.

Paper is appropriate in most circumstances. It is the most commonly used method of delivering documentation, so most people are used to it and like it.

Where user documentation is going to be used primarily as a help tool, then online help is most appropriate. It allows for easy searching across the documentation.

Once you have determined the documentation requirements, you can develop a template that meets those requirements and makes the job easier.

If you are working in a team: having everyone use the same template, keeps a consistent look and feel to all of the user documentation.

Like all documentation, templates also need to be signed-off by the relevant people.

The content of the template will depend on the purpose of the documentation. A template for training materials will look quite different to a template for a procedural manual.

