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Still, you can’t appreciate the availability of a comprehensive training manual template more than
after answering the same questions several times per day. Have you ever been in this situation. Even
if you haven’t yet, read these stepbystep instructions and use our training manual templates and a
specialpurpose tool to create an awesome training manual and never suffer from a lack of user
documentation. If you are writing a technical user guide or process documentation for elearning
purposes, or for archival in your organization’s server, a good training manual should be easy to
understand, intuitive enough for the viewer to manoeuvre through and well sectioned for easy
reference.Read on to discover 5 steps on how to write a training manual and find a training manual
template enclosed. This highlights the importance of ascertaining learner’s needs and mapping them
against organization objectives for integration into the training program. Whether you are an
external or internal trainer, understanding the organization’s objectives, culture and target audience
will help you adopt the right approach to deliver training materials. Write your training manual
template keeping in mind the demographics and psychological behaviors of the learners, their
backgrounds, their jobs, industry, and language proficiency. By understanding the subtle nuances of
your target audience, you will avoid developing a training manual template with a low completion
rate, or result in recurring onthejob errors that the training manual failed to address. For this
purpose, we strongly recommend using StepShot Guides. If you're wondering how to write a training
manual, this tool will help you create it with no hassle and minimal time expenditures. As usual, this
software documentation tool is used to create training manuals, user guides, product manuals, video
tutorials, help articles, and other docs designed to teach a user how to use a program or how to
accomplish a procedure.http://chemtron-vostok.ru../media/bosch-logixx-8-manual-f-18.xml
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Thus, ERP consultants, IT support managers, HR managers, small business owners and CEOs, and
customer support agents frequently use StepShot Guides to create training manuals for their
customers or coworkers. Owing to a simplified capturing procedure, you won'’t need to use a bunch
of programs like a screenshotting tool, image editor, and word processor. Similarly, you no longer
need to toggle between different software programs to input comments, remarks or icons to draw
attention to specific screenshots. StepShot Guides alone will substitute all these tools and you’ll be
free of dull and monotonous copypasting in several tools. Research indicates that StepShot cuts
short 90% of the time required for a software documentation routine, thanks to its effortless
crossintegration across platforms. Failing which, a retake of the assessment is required until the
qualifying mark is met. For example, if there has been a decrease in the performance rates caused
by poor experience in software usage, a user guide, video tutorial, or an SOP can be used to
demonstrate to trainees how to use the program. This clarity will minimize user frustration and free
the trainer’s time from managing more followup queries from the learner posttraining. Exceeding
this duration will cause the learner’s attention to waiver and the learner will be more prone to fast
forward through the training manual, causing the learner to fail the assessment or retake the
assessment multiple times. Bear in mind that the assessment must not be too technical or
mathematically challenging. A good and reasonable passing test score for elearning is 80%, as this
implies that the learner has a robust understanding that will allow the individual to operate in the
desired manner. By obtaining a fresh perspective, you will be able to single out typo errors and
ensure that the content is accurate, clear and comprehensive. Do not forget to test the training on
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individuals who are like your
learners.http://kiev-opt.com.ua/userfiles/bosch-logixx-8-manual-download.xml

Usability test will allow you to identify system bugs that will otherwise be a blind spot. Furthermore,
knowing how to write a training manual and an effective user guide helps organizations reduce
operational errors, thus creating a positive client experience and expedited execution of new
knowledge at a faster speed. In the existing increasingly competitive business environment,
efficiency, a speed of delivery, and cost management will set you apart from the pack. This
underscores the importance of documentation ninjas as a valuable asset to organizations, and with
the right tool like StepShot Guides, anyone can become a documentation ninja. What does it mean
RPA Business Analyst Role Business Process Improvement in 6 Steps We’ll get back to you within 1
business day. Or is your training material development procedure lacking But you might be
surprised. Here’s Ruth Mayhew on the importance of training manuals Human resources
departments that develop employee training manuals also find it easier to provide workplace
orientation and employee training with written materials. Or any piece of training material, for that
matter For example, your first instinct might be to say that a training manual is about your company
intranet. What'’s your ultimate goal. Once you've identified an objective, you can use it to write
specific goals for your training material development. When you’ve identified areas where your
employees are weak, you’ll know where to concentrate your training materials. The deck will serve
as both training and reference material and can be used at any time. It's meant to be reviewed
regularly and as employee conflicts arise. Popular options include Choose the right method for your
trainees. And don’t hesitate to offer multiple delivery methods. A webinar can be supported by
documentation, for example, or a slide deck by a voiceover video.

For example, a small company might be able to take advantage of inperson trainings more cost
efficiently, because you can train all the employees at once. A large enterprise or a distributed
company might benefit from an online selfpaced training that requires less coordination. A
complicated handson procedure is going to be easier to explain via video than paper manual. A
multistep computer process might work well as a slide deck, where you can capture each screen.
Using a dedicated learning management system means you have access to just about any training
delivery method you could want. But if you're still working with a legacy company intranet, it might
be hard to distribute something like selfpaced webinars. For example, video is a great medium for
bitesized learning. You could format your materials as FAQs, walkthroughs, wikis, or anything else
that you think learners will find useful. You'll get a lot of different answers, but you may also see
some trends that suggest a type of training material to develop. Grab it here. But if you jump ahead,
you're likely to miss something. Start with a detailed outline instead. This makes the writing process
easier, but also helps you organize your information in a way that best serves your trainees. This
approach builds on the knowledge that readers already have and makes for a referenceable
document that can be used later. When a salesperson needs to find information on a particular part
of the process, they can skim the table of contents to figure out where they need to be. This is a
more topical approach. You could even organize it alphabetically. Maybe you’re not documenting
something as sequential as a sales process. In that case, a topical approach or even a hierarchical
one might be more fitting. This means you can organize it however you want, and still make each
piece of information as easy to find as possible.

http://gbb.global/blog/3m-steri-vac-8xl-manual

But when you get to the editing stage, it’s worth taking extra time to ensure that your trainees can
easily read, listen, watch, and learn from your materials. There are so many other things to think
about. But if employees can’t quickly learn from your training materials, they’re not going to use
them. And that defeats the purpose. Employees are busy, and they need access to information
quickly. Slide decks are written using short bullet points that aren’t always full sentences. That’s a
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great way to keep things easy to read. Videos can be more conversational because you can present a
lot of information quickly. It’s easy to include too much information, write in a rambling manner, or
create poorly written documents that take a long time to understand. Set up a review process to
ensure that you get feedback from a handful of people that will tell you whether your materials can
be improved. You can incorporate them into anything, from live webinars to textbased
microlearning. People learn better from visuals. Be sure to take advantage of that. The only way to
know for sure is to use assessments. You might not think of assessments as a core part of training
material development. Assessments are given after the training. But knowing what your assessment
will look like can give you a huge advantage when you’re designing training manuals and other
materials. Would an employee physically demonstrate their knowledge of a process. Answer
multiplechoice questions. Teach something to a class. Show their applied knowledge on the job For
example, you might decide that you're going to use an interview to assess learning on customer
service processes. This will help your learners not only learn the material, but also to sufficiently
explain it to pass the assessment. But planning assessment earlier rather than later is a big help
when you're developing training manuals and materials. It’s to help people learn and retain
knowledge that helps them do their jobs.

http://faraznovin.com/images/Ctera-C800-Manual.pdf

Set them up for success. Make sure that you understand the assessment process so you can help
learners pass those assessments and retain information beyond the training course. It's a great way
to boost retention and show employees how they might apply training materials to their jobs. And
that’s going to help them pass tests. But when you think you’ve completed your training materials,
it’s worth sitting down with someone to go through everything you've done and get feedback on
where you can improve. Sessions and resources should have dedicated feedback mechanisms so
learners can let you know what they found useful or distracting. Just because you’ve published your
training doesn’t mean that development is done. You can always create better materials. You don’t
want to reprint hundreds of paper training manuals. But making an update and uploading it to your
learning management system only takes seconds. Yes, it’s important when you’re getting ready to
start your training program. But you can always make updates and improvements. Is a sentence
awkwardly worded. Could a screenshot be updated. Might you link to a useful resource That way,
when you sit down to develop an entirely new resource, you'll know where you often trip up and how
you can improve your development process from the beginning. It’s a free PDF template for
developing training materials that you can use every time you need to create a new manual Here. If
you're looking for help with training your workforce, we’d love to talk. As an inspiration for
simplicity, think about an airplane safety card, which is designed to be understood in seconds,
regardless of which language the reader speaks. Not putting enough information in can leave the
trainee with questions that are not answered by the manual and forcing them to once again go
elsewhere for support.

https://gabrieliassociati.com/images/Ctek-Xs3600-Manual.pdf

Whether you are a current employee of the organisation yourself or an external trainer, your manual
must take into account the organisation’s culture and demographics in order to achieve the stated
objectives. This will increase the effectiveness of your manual, by embedding new, relevant
knowledge, reducing low uptake and making the whole project much more worthwhile and more
likely to be a success. If you're issuing training manuals in Microsoft Word or PDF, expect a frosty
reception, poorer learning outcomes, and less engagement. This method makes the user an active
part of the learning process and shows them an example of realtime results, which helps to ensure
each new step is properly understood before moving on to the next, creating a deeper overall
understanding of the task at hand. During the tour, you can choose which sections to highlight and
offer instruction on, while providing the user with the feeling of being on a live site. Smart scrolling
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and autocomplete take the user to the right part of the site, allowing them to focus on the task at
hand and preventing them from being distracted by other visual elements. State that there will be an
assessment to ensure the objectives have been achieved, and illustrate how that assessment will be
carried out and graded. Explain how knowledge weak points may be identified by the assessment,
and how they can be overcome with extra or more targeted training. Outline alternative methods of
training, should they be available and more suitable, and show how the learner can access them. If
supplementary material is available, provide options for it. Use both text and visual aids to
demonstrate the information and give examples of how it might be used to carry out the tasks at
hand, to better convey the information to a range of learners and ensure a deep enough
understanding of the learning material.

Where possible, include interactive elements within the training environment, as this helps to embed
knowledge by giving the user a chance to practice what they are learning for themselves. Try to
include some discussion topics, where appropriate, to enable the user to deepen their knowledge
and to encourage them to apply it to other similar scenarios. At the end of each section, summarise
the key learning points to reinforce the points and help them enter the learner’s longterm memory.
This will enable you to improve your materials for future learners. As well as helping to pick up
minor faults such as typos or awkward grammar, getting a fresh perspective on how the learning
experience really translates into practice can help ensure you are delivering the right kind of
training in the most efficient and helpful manner possible. Discover everything Scribd has to offer,
including books and audiobooks from major publishers. Start Free Trial Cancel anytime. Report this
Document Download Now Save Save Designing a Training Manual For Later 0 ratings 0% found this
document useful 0 votes 85 views 5 pages Designing a Training Manual Uploaded by maureen
Description Designing a Training Manual Full description Save Save Designing a Training Manual
For Later 0% 0% found this document useful, Mark this document as useful 0% 0% found this
document not useful, Mark this document as not useful Embed Share Print Download Now Jump to
Page You are on page 1 of 5 Search inside document Browse Books Site Directory Site Language
English Change Language English Change Language. However, every now and then the engine
requires some finetuning and oiling to continue running smoothly. This finetuning is what training is
all about. Employees, whether new or old, need continuous training to be intune with the latest skill
sets. It’s important for them to keep evolving and understanding the latest practices, technology,
and cuttingedge tools to perfect their craft.

You don’t have to take our word for it though, take a look at the results of a study conducted by “The
American Society for Training and Development ASTD “, which collected training information from
over 2500 firms and found that companies that offer comprehensive training Have a 218% higher
income per employee than those with less comprehensive training Have a 24% higher profit margin
than those who spend less on training Generate a 6% higher shareholder return Not only does
training help employees continuously grow and get better at their jobs, but it also directly affects the
company’s bottom line. Training can help increase employee efficiency, proficiency, productivity,
and overall profits. But what role does a company training manual play in the overall training of
employees. Let’s dive in and find out. Why Training Manuals are Important. Training manuals play a
critical role in employee training by teaching new employees about a company and its processes.
Existing employees grow and learn about new systems, tools, or software. Employees who are not
constantly learning or new hires who are not familiar with the tools, apps, software, or machinery
used by their company can become disengaged in their work. This disengagement often leads to
poor job satisfaction and higher employee turnover. In the end, both the employee and the employer
gets hurt. The stats are there to prove it 40% of employees with poor training leave their jobs within
the first year. 74% of employees feel that they weren’t achieving their full potential at work due to a
lack of development opportunities. 72% of employees even think of financially contributing to their
own training. 68% of workers claim that training and development is the most important company



policy. Only 15% of employees worldwide are engaged. The stats are neverending. The problem is
real. Employees want to grow and hone their skill sets through regular training and developmental
opportunities.

A good way for companies to start this muchneeded process is by crafting an awesome company
training manual or training guide. Let’s get straight to the point and see what are the most
important elements of a perfect training manual. Read more How to Write A Stellar Instruction
Manual Create the Perfect Training Manual By Following these Steps In order to create a training
manual that is not only informative but interesting to read, you need to have a plan in place. We
have put together some key points you need to keep in mind to create the best training manual. 1.
What’s the objective. The first step in creating an effective training guide is to have a clear objective
in mind. What's is the purpose of creating the training manual. What business goal is supported by
the training manual. What activities should be included in the training manual. Answers to questions
like these will help you figure out the main objective of creating the training guide. After the training
is complete, the employees must be able to carry out the tasks for which the training manual is
being created. 2. Get yourself some help. Writing a training manual is not an easy task. You can’t be
casual about it. Your employees are counting on you for help as their entire work might depend upon
the information present in the training manual. A good way of making sure you don’t miss out or
miswrite some critical information is to get some help. Gather your peers around and start working
on a training manual collaboratively. One person could be in charge of writing it while others search
for the information, organize the information, or create visual assets for the manual. Read more How
to Create a Customer Service Training Manual Easily 3. Think about what you want to include. In
order to create an effective training guide, you need to have a good idea of what type of content you
want to include in it.

Compile all the information, knowledge, process, checklists, etc that needs to be included in the
training manual. Make sure you are thorough with every point and have everything you need to
write the training manual. Never, ever, rely on your memory. Even skipping a small step may lead to
confusion amongst the readers. For example, skipping to tell the reader about an important switch
in the new machinery can not only be misleading but can also be dangerous. Read more How to
Write an Effective Creative Brief 4. Keep your audience in mind. A common mistake company’s make
while crafting their training manuals is ignoring its intended audience. The content of the training
manual directly depends upon the type of audience reading it. If your training your employees on
new software that no one has used before or training new hires, then going in deep with
explanations and describing the steps precisely and clearly can help them grasp the knowledge
quickly. However, if you are teaching them some additional features of software they already use, no
need to go allin from scratch. Keeping your audience in mind will give you an idea of how broad or
specific you need to be throughout the manual. 5. Get organized! Once you have an idea of what all
information you want to include in the training manual, its time to organize that information. Outline
the flow of the training guide into chapters, sections, or parts. Make sure that the training manual is
in a smooth flow and covers all the time indepth from start to finish. Organizing the information is
important to avoid confusion amongst the readers and make it an easy read for them. 6. Add a table
of contents. Adding a table of contents to your training manual is a must. If your training manual is
heavy on pages, the importance of having a table of contents increases exponentially. Table of
contents act provides navigation to the reader and helps them go to a particular topic quickly.

This is especially useful when employees need to go back to the training manual to refresh their
memory on a particular topic, helping them save time and effort. Using a document editor that
automatically creates a table of contents along with subheadings is a good way to do it. 7.
Summarize each section. Ending each section of the training manual with a summary can do
wonders for your employees. They can quickly get a recap of whatever they have learned so far,



which helps save them a lot of time and effort. Read more How To Create An Interactive PDF In
Minutes How To Make You Training Manuals Interactive. Let’s face it. Training manuals are well,
boring. They are filled with text and are not very engaging. On top of that, visuals are processed
60,000 times faster in the brain than text. It’s clear images and videos convey a richer
communication experience than textheavy content alone. Making your training guides interactive
with training videos and audio lessons can be a great way to enhance engagement and generate
interest amongst employees. However, most document editors don’t allow you to add a video or
audio to your documents. Keep on reading! 1. Add quizzes at the end. At the end of each major
section of the manual, add a short quiz or learning activity to measure employee learning and
retention. You can add quickfire multiple choice questions or fill in the blanks to make learning
engaging and fun. Include answers to these quizzes in a separate section so that the employees can
gauge their learning and see if they need a refresher on a particular topic. 2. Ask for feedback. Since
training plays a crucial role in the worklife of every employee of the organization, its important to
always keep on improving the training process and material to make it even more perfect. Therefore,
always ask employees to give their honest feedback and suggestions on how to make training more
effective.

You can conduct a feedback session after distributing the training guides or include a section at the
end of the manual for employees to write in their suggestions. This is an important step as it helps
you craft the perfect training manual and ensure that the manuals are beneficial and productive for
everyone in the future. Create Training Manuals the Right Way with Bit After learning about all the
key points to include in your training manuals, we know you are itching to get on with the work of
creating one. However, what good is knowledge if you don’t have the means to deploy it. This is why
we would like to introduce you to Bit, the smartest document collaboration tool to create training
manuals and other digital workplace documents for free. Bit is a new age cloudbased document
collaboration tool that helps teams create, manage and track workplace documents including
training manuals, fact sheets, sales decks, project proposals, ebooks, case studies, employee
onboarding docs, media kits, and many more. Bit helps you make sure your training manuals are
more than just plain boring text and images. Apart from allowing multiple users to collaborate on a
training manual, Bit also allows users to share any sort of rich media like YouTube videos, Google
Docs, One Drive Excel Spreadsheets, GIFs, Tweets, interactive charts, etc.Just copypaste the URL of
your content on a blank line of the document editor and hit enter. Bit then generates a live preview
of your digital content within your document. Imagine how rich and interactive your training guides
can become. Read more How To Write Project Reports That “Wow” Your Clients Why create training
manuals on bit.ai Not sure how Bit can help you write the perfect training manual. Let’s see some of
Bit’s awesome capabilities! 1. A minimal yet powerful editor Bit has a minimal document editor
which allows you to write your training manual without the distraction of unnecessary buttons and
tabs.

At the same time, it’s powerful enough to format your training manual document in any way you like.
2. Bring your writers, editors, and peers under one roof. Creating a training manual from scratch
takes a lot of time and effort. You have to research content, come up with an outline, add awesome
visuals, and create an overall interactive experience for your employees. Doing this amount of work
alone can be pretty daunting and timeconsuming. Thus, Bit allows you to work with your peers to get
the training manual ready as quickly as you can. Working in teams also allows you to brainstorm
ideas together and get your content and design people together in a single workplace. Bit allows
teams to collaborate together, give realtime feedback, suggest changes, and get work done quicker.
Most importantly, say goodbye to back and forth emails. 3. Create an interactive and never seen
before training manual. In this digital age, you need more than just text to engage your readers. All
the other document editors limit your creativity by only allowing you to incorporate text and static
images in your document. Since training manuals are longform professional documents, having to



read so much text can be dull and ineffective. This is why we empower you to add any type of rich
media content, like YouTube videos, Google Docs Spreadsheets, PDFs, presentations, Spotify
playlists, SlideShares, GIFs, Polls, and Quizzes, etc. With Bit, you can create smart training manuals
by incorporating hundreds of file types and making it dynamic and interactive. Users can also make
use of Bit’s wiki features to interlink important documents, making it easier to share knowledge.
Read more How To Write An Awesome Cover Letter To Woo Your Recruiters! 5. Brand consistency
Focus on the content and let Bit help you with the design and formatting. Bit documents are
completely responsive and look great on all devices, irrespective of the screen size they are viewed
on.

With amazing templates and themes, the training manuals created with Bit provide you with the type
of brand and design consistency that is unheard of in the documentation industry. 5. Track those
training manuals. How do you even know whether your employees have fully gone through the
training manuals you distributed. Imagine if you were able to track the time spent by employees on
these training guides, how frequently they were viewed, and if they were viewed at all. That way you
know whether new employees have actually read the training material given to them. Bit allows you
to track your documents and gain amazing insights, helping you create an even better version of
your documents. 6. Embed those training manuals A great feature of Bit is the ability to embed
documents on any website or blog. You can embed your training manual on your company website,
blog, or forum in one click. The training manuals fully render and are responsive. Moreover, any
changes made to the training manual will reflect live on the site. Training manual template
Conclusion Bit allows various types of teams in marketing, sales, HR, technology, customer service,
designers, etc.Since creating a training manual is no easy task you have to research, write, and
design it effectively to get the most out of it we empower teams to get the work done in half the time
and with more conviction. Have a great time crafting that training manual with Bit. If you need any
help, let us know in the comments below. Further reads How To Write An Impressive Business One
Pager Template Included How to Write an Operations Manual. How to Create a Customer Service
Training Manual Easily How To Create A Smarter Employee Handbook Document The Best Online
Software Documentation Tools of 2020 Collaboration 14 Best Free Trello Alternatives in 2020
Related posts Customer services, Document How to Create a Customer Service Training Manual
Easily.
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