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[bookmark: _Toc279090305]Summary of the project
DePauw University is switching copier/printers or “Multi-Functional Devices.”  This requires the swap of roughly 60 printer/copiers in 2 months time for faculty and staff departments.  Training for student use printers is beyond the scope of this project.  In order to help users transition more smoothly to the new system, helpful documentation will be created using this plan.
A task analysis was done with three goals for aiding the instructional design process and value mining techniques, as suggested by Peter Honebein were used to find areas where the user, or “customer” might get tripped up.  First, the task analysis served as helping the trainers and documentation writers learn the new system.  Second, trainers and writers could find and flag areas that were confusing or complicated and this could be reported back to the network team for simplification.  Third, if simplification is not feasible, then the report could be used to help documentation writers and trainers know what they should emphasize during the training process. 

[bookmark: _Toc279090306]Summary of report of task analysis

We found the process for printing and releasing to be very straight forward for a PC but frustrating for Macs.  Also scanning and copying worked well, though the procedure for scanning to USB was slightly different between the two machines.  We did not test the faxing capabilities of the machines.
Printing on a PC worked pretty well, that said there are a few things that could be simplified for this project.

Setting up the printer on a PC  

	Issues
	Resolution Plan

	You have to include the @depauw.edu part of your username 
	Document this and train users

	There were multiple printers at printing.depauw.edu.  
	Since there will only be two print cues, we recommend one driver set to print in black white as the default and the other to print in color.



Printing from a PC (When or just after “print” is pressed)

	Issues
	Resolution Plan

	In order to activate the staple menu, you have to change the collate options.  The initial grayed out menu implies that stapling is not an option.
	Document this and train users

	The current print drivers default to single sided.
	The default will be set up to duplex





Releasing jobs at the printer
	Issues
	Resolution Plan

	You have to login to “marry” your card to your account.  Logging in on the machines is sort of a pain.
	The network team will try to set this up so users don’t have to do this.

	If someone forgets their ID card, they can’t print.  
	Logging in using the touch pad on the devices is enough of a deterrent for most people to remember their card.  Manual logins will be turned on for releasing print jobs.



Printing from a Mac

	Issue
	Resolution

	Very Complex install process
	Automator script could be made to help install printers on macs

	Multiple logins required and one with depauw/ in front of the username
	

	When printing to different size papers, you have to select “scale to paper size”
	Document and train users




Copying, Scanning and Faxing

	Issue
	Resolution

	The procedures for copying and scanning are slightly different depending on the model
	Create laminated job aids for each model on how to do common tasks



[bookmark: _Toc279090307]Documentation strategies

Developing Quality Technical Information by Hargris et. al. was used as the main guide for setting up this documentation plan.  Documents need to be written so they are easy to use, easy find and easy to understand (Hargris et. al. 2004)
From our task analysis, we were able to break up the tasks people use the printer/copier devices for into 4 separate categories, which include, printing, copying, scanning and faxing.   In addition to this category breakdown, an additional division was also found, some of the tasks are from a computer, and some were done at the printer/copier device itself.  Furthermore, separate guides will need to be made for printing from different operating systems, and with 2 models of printer/copiers, nearly everything done at the printer/copier will need to be duplicated.  
It was also discovered that there was a certain progression of tasks with some tasks requiring the user to have already completed other tasks as a prerequisite.  For instance, configuring a print job assumes the user has already installed the proper print drivers.  Knowing these progressions will help structure the document so that it can point users to the prerequisite tasks.
Some tasks are also related to each other.  For instance, someone who would like to staple a print job, may also want to know how to print onto different sized paper.  These are not prerequisites of each other, but we recognize that it is common that a user may want to perform more than one configuration adjustment to a job.  Knowing this, these tasks should be grouped together in a list on every task page within that group.  This will help make it easier for the user to find the information they need.
[bookmark: _Toc279090308]Formats
It was decided that the documentation team will publish their guides on a University specific Google Site.  DePauw recently adopted Google Apps for education, which includes an easy to use application for creating, editing and maintaining a site.  The use of the web will allow the documentation team to leverage a branched task approach.  Instead of having to direct users to page numbers in a manual or refer them to different volumes, the users will be able to simply click on a related link to reach the next help guide they need.  
In addition to the Google site, eye-catching job aids and signs will be created to help users at the machines themselves perform the simpler every day tasks such as copying, scanning and in some instances faxing.  A “print to this printer” sign will be used to help users find the online documentation on how to install the print drivers and get started using the printer/copier devices. 
In order to build in consistency and get users used to how documentation will be formatted, the group will use a formatting stylesheet.  The stylesheet can be found in Appendix A in print form.  The Google apps documentation previously created for the Google Apps rollout was borrowed for use with this stylesheet.  
[bookmark: _Toc279090309]Revising
Authors will have to note when they last saved their page on the web and every page will need to be edited and tested.  A shared spreadsheet will be used by the documentation team that will list all of the tasks that need to be documented, who is assigned to writing, testing and editing.  Also, the team will have another shared document with a list of agreed upon terms and phrases that will be used when referring to certain processes.  For instance, IBE, the company we are contracting with on service for the printer/copiers, calls them Multi-Functional Devices, or MFDs for short.  We believe that most people don’t call their printer/copier devices MFDs, so we will always call them printer/copiers in our documentation.  

[bookmark: _Toc279090310]Testing
All documents will be tested by someone outside of the documentation team who is not as close to this project.  They will use the document to help them complete the task and offer suggestions by writing on a printed version of the page.
[bookmark: _Toc279090311]Evaluation

Borrowing from Google’s own help documents, we will include a “was this helpful” link at the bottom of every document.  The document will be a link to a Google Form where the user can fill out a short survey on what they were doing and how the document could be improved.  This will help empower our clients by giving them a stake in the improvement process, especially early on in the documentation project.  Survey can be found at: 

https://spreadsheets5.google.com/a/depauw.edu/viewform?formkey=dExfaVk0MEtBaVJxM2h5TU5XTURCUFE6MQ
[bookmark: _Toc279090312] Signage and job aids

Signs will be made and stuck to all printer/copiers that include what type of printer/copier it is (black and white or color) and information for where to go to find help guides and driver installation files.  In smaller print will be a reminder of who to call when the machine malfunctions and who to call to order supplies such as paper, toner and staples.  In addition to printing signs, laminated job aids will be made for both the black and white and color models that cover over the basics for releasing a print job, copying and scanning.  These documents will also be used during training as a reference for attendees to follow.  
[bookmark: _Toc279090313]URL to Documentation Site:
https://sites.google.com/a/depauw.edu/printer-copier/ 
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