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The project initially started when the client wanted to convert their 
operations manual, a document already exceeding 500 pages, to a more 
organized form that their 60+ users could access via their company 
intranet via a folder structure similar to Microsoft® Explorer. The client 
wanted the existing content of the manual and forms edited to create a 
more consistent design layout and tone as content was updated and 
added. 
 
As the years passed and the content in the manual grew, the client wanted 
to convert the operations manual, now over 650 pages in length, to a more 
user-friendly and searchable online system for their growing user base. 
The client requested the following design and functionality be available 
within the new online manual: 
 The design and interface must be similar to the existing online manual 

and include simple navigation.  
 The color scheme had to match existing company web pages. 
 Searchable content. 
 Alphabetical and numerical listing of over 250 forms/exhibits. 
 Fillable forms for saving online or printing. 
 Quarterly updates and new content highlighted on Home page. 
 Access to archived content and quick reference guides. 
 Training sessions and user guide explaining the new online  

manual functionality. 
 
Information gathered about the target audience: 
Most of the users had a beginner/intermediate computer level skill set  
and were comfortable with a simple navigation look and feel. 
 
Based on the client’s requirements, I created the online operations manual 
using Adobe® RoboHelp and Acrobat to manage the design, content and 
fillable PDF forms. Using these tools made it possible to create and 
maintain a very user-friendly online manual, in addition to the following 
benefits and requested functionality.  
 Searchable content throughout the whole online manual that includes 

chapter text for thirteen sections, forms/exhibits, appendices, archived 
content and quick reference guides. 

 Alphabetically and numerically organized lists of forms/exhibits so the 
users can find the form/exhibit they needed in a timely manner. 

 Created 250+ fillable forms for saving online or printing. 
 Communicates new quarterly content changes on the Home page. 
 Easy and cost-effective solution for making future quarterly updates.  
 A user guide that explains how to use the new online manual. 
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ONLINE DESIGN AND LAYOUT SAMPLE 

  

  
 

 
 

 

 
PROJECT FILE 
ORGANIZATION 
The organizational 

structure I used for the 
manual in  

Adobe® Robohelp. 
 
 
 
 
 
 

 
 
 
 
 
 
 
 

HOME/WELCOME 
PAGE 

The view on the Home 
page consists of the 

table of contents, a link 
to the user guide, 
recent quarterly 
changes and the 
Search function. 

 
 
 
 
 
 

 

 
 
 
 
 
 

 
 
 



 
ONLINE DESIGN AND LAYOUT SAMPLE 

  

  
 

 
 

 
 

CHAPTER 
CONTENT AND 

VIEW PANE 
Clicking on a chapter or 
exhibit link in the TOC 
navigation pane (left) 

displays the contents in 
the scrollable view  

pane (right). 
 
 
 
 
 
 
 
 

SEARCH 
FUNCTION 

Clicking Search on the 
Home page launches 
the search function. 

Entering search criteria 
in the text box and 

pressing Enter on the 
keyboard displays 

search results below 
the search text box. 

Clicking on a link from 
the results displays the 

content in the  
view pane. 
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EXHIBITS (FORMS) 
ORGANIZED BY 
EACH CHAPTER 
NUMERICALLY 

The exhibit number is 
the link that displays the 
fillable PDF form. The 
form opens in a new 
window allowing the 
user to fill in the form 
and then save or print 
the completed form. 

 
 
 
 
 
 
 
 

EXHIBITS (FORMS) 
ORGANIZED 

ALPHABETICALLY 
The exhibit title is the 
link that displays the 

fillable PDF form. The 
form opens in a new 
window allowing the 
user to fill in the form 
and then save or print 
the completed form. 
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ONLINE DESIGN AND LAYOUT SAMPLE 

  

  
 

 
 

 
 

SAMPLE OF 
FILLABLE FORM 

(PDF) 
The form opens in a 

separate window using 
Acrobat® Reader 

allowing the user to fill 
in, save or print the 

completed form. 
 
 
 
 
 
 
 
 
 
 

LIST OF QUICK 
REFERENCE 

GUIDES 
Clicking on a Quick 

Reference Guide opens 
the document. 

 
 
 
 
 
 
 
 
 

 
 

 
 
 
 
 
 

 
 
 
 
 



 
ONLINE DESIGN AND LAYOUT SAMPLE 

  

  
 

 
 

 
 

TABLE OF 
CONTENTS FOR 

THE ONLINE 
MANUAL USER 

GUIDE 
Clicking the Manual 

User Guide link on the 
Home page opens the 

Online Operations 
Manual User Guide. 

 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 


