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                                                  SharePoint User Manual                 
                                                           Introduction             
              End user training is a key component to a successful implementation of a software product. End user training has multiple gains especially for companies with employees who depend on technology to carry out specific tasks. Such gains include improved productivity, creating a great sense of value, employees are empowered, and value is added to the entire organization (Melzer & Gerson, 2014). Below is how I plan to implement SharePoint software product to a manufacturing company.      
                                                       Features of SharePoint  
              SharePoint is a software product owned by Microsoft deployed as a cloud service that enables companies or organizations to store, access and share information from devices (Burner, 2015). The cloud platform consists of different applications such as an intranet, extranet, content management, business intelligence, enterprise social networking, web content, personal cloud, and workflow management. In addition, SharePoint allows web browsers to collaborate and document access which enables seamless access to relevant information.  Specific features include; Access services , Compliance, Library, Durable links, Customized web parts, large file support, mobile support, search, encrypted connections, durable links, image and video preview, SMTP ports, SMTP encryptions and side folders view(Burner, 2015).
                                       Addressing needs of end users using the Manual 
                The content in the manual will address the needs of employees in the organization through various strategies that will lead to a seamless software rollout. First, the content will be made available through a physical user manual as opposed to a soft copy as research shows employees are likely to read hard manuals compared to soft copies such as pdfs(Endsley, 2016)
. Secondly, I will ensure that the instruction maps to the software product in each and every respect. Thirdly, the content in the manual will be outlined as a step by step procedures. Fourthly, the content will tell the employees the various functions of the software product and where they are used. Furthermore, I will consider the needs of handicapped or disabled users and provide alternative means of reading the content in the manual. Lastly, I will ensure that for the content to be clear and understandable, the employees will have the product in person so that they can get a feel of it as they write. 
Organization of the Manual
Creating a first impression
              In most cases, users never get to read a user manual. Mostly, it is considered to be secondary or difficult to read (Gerson & Gerson, 2014). My manual will try to curb this trend through a positive first impression. I will employ the following guidelines:
· Avoiding textbook formatting as it sometimes looks more threatening.’
· Make purposeful utilization of color.
· The user manual will not be too big or heavy or too small and light.
· The manual will effectively make use diagrams and pictorial features.
· White space will be prevalent in the manual


· Using clean or readable fonts for easier reading.
· Use an understandable language.
Enhancing findability
           The manual will be organized such that users will be able to access or view any specific content they want will relative ease (Gerson & Gerson, 2014). This will be achieved through;
· Organizing the information hierarchically.
· Coding the hierarchy with colors.
· Provide a section of technical terms.
· Proving keyword indexes.
· Avoiding similar page numbering.
· Avoiding unnecessary cross-referencing.
Mode of issuing instructions
           This is the basic role of the manual. It is important that instructions are clear and understandable. Different manuals consist of incomplete or incorrect instructions which may sometimes puzzle the user (Gerson & Gerson, 2014). Below is how the instructions will be comprehensively organized in the manual.
· Using short paragraph instructions.
· Explaining symbols and codes extensively.
· Avoiding creation of dead ends.
· Ensuring that the instructions match the software product,
· Using common words and names as opposed to jargon.
· Following the sequencing of operations.
                        Training format and delivery mode for SharePoint    
Training methodology            
          The training methodologies to be used will focus on orientation session and on the job training. SharePoint is complex depending on who is using if. If an employee is computer literate chances of him are higher than individuals who have never used computers before (Young, Caravajal,Klindt & Rehmani, 2014). Furthermore, the methodologies employ face to face communication which would enable employees to seek clarification or assistance on concepts about SharePoint not well understood.   
Training Material list
             Training materials include workbooks, self-study tutorials, user manuals, presentation, and workbooks. I will employ the use of user manuals which will be distributed among employees in a session. The training materials list will be outlined in a table with its field consisting of Document name, version number, document format, date delivered, intended audience and storage location.
	Document Name
	Version Number
	Document Format
	Date Delivered
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Target group
           The training will focus on employees in the information technology department as well as other related departments of the company. The training will be easier with a select group of employees who already know something about computers. These employees can hold oriented sessions with fellow employees which save on costs of training.
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