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SOFTWARE DOCUMENTATION HANDBOOK

1. PURPOSE.  The purpose of this chapter is to:

a. Establish a policy for all Veterans Health Information Systems and Technology Architecture (VISTA) nationally developed software package documentation.

b. Establish the responsibilities for maintaining the integrity and change management processes for all VISTA software documentation.

c. Provide documentation Standards and Conventions (SAC) for the establishment of basic documentation structure, consistency, and criteria by which documentation of a national package can be verified.

2. POLICY

a. VISTA National Packages

(1) National package documentation shall be provided in sufficient detail for users, programmers, and Information Resource Management (IRM) personnel to install, operate, and manage the national package. Documentation must provide clear, and understandable materials that serve the software package users.

(2) Package documentation shall comply with the VISTA documentation standards.

(3) Documentation shall reference the availability of on-line tools (e.g., help frames).

b. Non-VISTA Packages.  Documentation shall be provided in sufficient detail for users, programmers, and IRM personnel to install, operate, and manage the systems. Documentation must provide clear, understandable materials that serve the software package users.

3. DEFINITIONS

a. Standards and/or Requirements.  Standards and/or requirements are documentation rules that all VISTA national packages must observe.

b. Conventions.  Conventions are those documentation rules that serve to promote consistency and clarity across all national packages. Elements are defined as conventions when they are determined to be of broad benefit.

c. TECHNICAL WRITERS Mail Group.  The TECHNICAL WRITERS mail group is established on FORUM (the national electronic mail system) for discussion of documentation issues. This mail group allows self-enrollment and is used to disseminate information to the VHA documentation community.

d. The VHA CIO TS Technical Writers Mail Group.  The VHA CIO TS Technical Writers mail group is established on Microsoft Outlook for discussion of documentation issues among VHA Technical Writers.

7. RESPONSIBILITIES

e. SD&D Program Management Board (PMB).  The PMB has overall authority for documentation policy and standards. 
f. Project Manager.  Project Managers are responsible for the preparation of documentation for their assigned national packages.
g. System Design & Development (SD&D) Technical Writer.  All SD&D Technical Writers serve as an advisory group for the following functions:

(1) Recommends conventions and guidelines to be followed in all VISTA national package documentation;

(2) Reviews and recommends revisions to the documentation policy and standards;

(3) Recommends formulation of style, guidelines, and reference materials; and

(4) Reviews and recommends other federal documentation standards for inclusion in the VISTA documentation standards.

4. PROCEDURES

a. Updates to Standards

(1) When changes to the documentation standards are proposed, they will be forwarded to the Technical Writers via electronic mail on FORUM to the mail group TECHNICAL WRITERS and on Microsoft Outlook to the mail group VHA CIO TS Technical Writers.

(2) The Technical Writers may submit recommendations on documentation standards to the PMB.

(3) Any changes to documentation standards become effective on the date of approval by the PMB and shall be maintained on the Web.

b. Documentation Review and Approval

(1) Development Teams have the responsibility of verifying national package documentation. The Development Teams will review the software package documentation for technical and functional accuracy, clarity of presentation, and completeness.

(2) Appeals for exemption from the VHA documentation standards shall be referred to the Development Team’s Director for review and resolution. The Director may consult with the Technical Writers on the appropriateness of the exemption. 

SOFTWARE DOCUMENTATION STANDARDS AND CONVENTIONS

1. Software Documentation Components

1.1
First Version of a Product:

1.1.1
For the first version of a product, the minimum required documentation components are User Manual(s), Technical Manual, Installation Guide and Security Guide. 

1.2
Subsequent Versions of a Product:

1.2.1
After the first version of a product, Release Notes also is a required documentation component. 

1.3
Combined Manuals:

1.3.1
The Security Guide may be combined with the Technical Manual. If the product contains highly sensitive information (e.g., PAID) the two manuals should not be combined.

1.3.2
The Release Notes may be combined with the Installation Guide.

1.4
Patches to a Product:

1.4.1
No Installation Guide is needed if there is a patch description containing detailed installation instructions.

1.4.2
Revise the User Manual only if changes apply.

1.4.3
Revise the Technical Manual only if changes apply.

1.4.4 Document components for a patch can be optionally consolidated into a single guide.

2. Distribution of Software Documentation

2.1 National VISTA Support (NVS) will receive electronic versions of product documentation prior to release of the software product and/or patch for placement on the Anonymous accounts.

3 Software Documentation Component: Installation Guide 

3.1 The Installation Guide (required) is one of the software documentation components to be created for VISTA Software Development products. It provides the information necessary to install the software with little or no assistance from the software product developers or NVS product support staff. 

3.2 The Installation Guide should contain the following:

3.2.1
Table of Contents (Required). Provide page references to major chapters and/or sections of the manual. 

3.2.2
Installation procedure (Required). Provide an instructional guide in logical step-by-step sequence for installing the software. Where applicable, include the following information:

· Describe issues that should be considered prior to initialization and how the site may prepare for the initialization. 

· Provide guidance and suggestions for system configuration and global placement. 

· Reference any material that may be required during the installation process. 

· Describe any unique or unusual resources required for the software product, such as Central Processing Unit (CPU) capacity, disk space, devices (e.g., barcode reader, CD-ROM, etc.), and other pertinent resources. 

· Provide a formula for sizing, if applicable.

· Recommend that software initially be installed and tested in test accounts prior to installation in production accounts. 

· Include information regarding the entry of required site-specific data. (Information included may be replicated from the required Implementation and Maintenance section contained in the Technical Manual.)

· Provide worksheets to assist in determining the parameters to be entered for the site.

· List reports that the Information Resources Management (IRM) service staff should produce from the system before or after installation of the software product.

4. Software Documentation Component: Security Guide

4.1
A Security Guide is created for controlling the release of sensitive information related to the national software product. This component of the software product documentation will not be included in any Freedom of Information Act (FOIA) request releases. Since certain keys and authorizations must be delegated for proper management of the system, information about these items may be found elsewhere in the Technical and User Manuals.

The Security Guide can be released as a standalone manual, or released as a combined manual with the Technical Manual. If it is combined with the Technical Manual, see section 6.2.14 (Technical Manual) for how to combine the content of the two manuals. If the product contains highly sensitive information (e.g., PAID) the two manuals should not be combined.

4.2. The Security Guide should contain the following sections:

4.2.1
Table of Contents (Required). Provide page references to major chapters and/or sections of the manual. 

4.2.2
Security Management. Address any legal requirements pertaining to the software product. Identify any security measures necessary to protect the integrity of the product and database. Address requirements of  the pending VHA Directive entitled “Restrictions on Modifications to Sensitive Systems” (formerly 10-93-142, “Local Modifications to DHCP Software”) . Complete requirements for VA IT Security Certification and Accreditation Program  (VA Directive 6214).  Refer to the Technical Manual for Integration Agreements (IAs) with other software products. Identify specific training that may be required. Identify and explain any unique and/or peculiar features and miscellaneous information that may be of particular interest to Information Security Officers (ISOs).

4.2.3
Security Features. Address each item.

· Mail groups and alerts. Identify and explain the purpose of any mail groups and alerts that are created/required/used by the product. State that information on bulletins is available in the package Technical Manual. 

· Remote systems. Does the product transmit data to any remote system/facility database? Identify the data, how transmitted, frequency, how confirmed (did it get there?), verified (did it get there correctly/intact?). Is encryption utilized? If so, explain. 

· Archiving/Purging. Does the product include capabilities for archiving and/or purging? Identify the recommended frequency and procedure. Refer to the requirements of VHA Directive 10-95-094 (“Data Archiving and Purging”). 
· Contingency Planning. State that using services must develop a local contingency plan to be used in the event of product problems in a live environment. The facility contingency plan must identify the procedure for maintaining functionality provided by this package in the event of system outage.

· Interfacing. Are any specialized (not VA-produced) products (hardware and/or software) embedded within or required by the product (e.g., CPT codes, HOST)? Identify the product, use, authority, and/or restrictions.

· Electronic signatures. Are electronic signatures utilized in the product? If applicable, address requirements of VHA Circular 10-91-074 (“DHCP Electronic signatures on Medical Record Documents”). List product functions that require electronic signatures.

· Menus. Provide a list of options of particular interest to Information Security Officers (ISOs).

· Security Keys. List and briefly explain the function of all security keys associated with the product.

· File Security. List all files associated with the product and the default VA FileMan security for each. 

· References. List the regulations, VHA manuals, directives, and other reference materials that relate to the product.

· Official Policies. List any official policy unique to the product regarding the modification of software and distribution of the product.

4.2.4
Glossary. Provide a glossary of terms that may not be readily discernible by ISOs.

5. Software Documentation Components: Release Notes
5.1
Release Notes describe new features and functions of a subsequent release of a software product, which makes them useful as a marketing tool. For the initial distribution of a software product, Release Notes are optional. For all subsequent distributions of a software product, Release Notes are required. The Release Notes can be released as a standalone manual, or released as a combined manual with the Installation Guide.

5.2
The Release Notes should contain a description of the following:

5.2.1
New features and functions added to the software product.

5.2.2 Enhancements to existing functionality of the software product.

6. Software Documentation Components: Technical Manual

6.1
The Technical Manual provides sufficient technical information about the software product for programmers and Information Resources Management (IRM) technical personnel to operate and maintain the software without additional assistance from NVS. 

6.2
The Technical Manual should contain the following sections:

6.2.1
Table of Contents (Required). Provide page references to major chapters and/or sections of the manual. 

6.2.2
Introduction (Required). Supply a brief statement identifying the document in terms of its purpose, scope, and targeted audience. Provide an overview that describes the major function(s) and purpose(s) of the software product, and how the software accomplishes the objective(s). Note related manuals and other reference materials. 

6.2.3
Orientation (Optional). Address package- or audience-specific notations or directions (e.g., symbols used to indicate terminal dialogues or user responses). You may want to provide instructions here for obtaining technical information online, such as printing Data Dictionary listings, generating menu diagrams, printing the KIDS build file, viewing IAs, etc.

6.2.4
Implementation and Maintenance (Required unless published in a separate manual). Provide information to assist IRM Service staff with the implementation and maintenance of the software product. This section should include information regarding the entry of required site-specific data. You should include, where applicable:

· Site parameters

· Worksheets to assist in determining the parameters for a site

· Sample configurations

6.2.5
Files (Required). Provide a list of the package’s files. For each file, include the file number, file name, a list of any special templates (print, sort, input) that come with the file, and brief description data or instruct the user how/where to find this information online. Indicate what data comes with the files and whether or not that data overwrites existing. For packages that include numerous files, you may optionally provide a chart representing the relationship among files or instruct the user how/where to find this information online.

6.2.6
Routines (Required). Provide a list of routines or instruct the user how/where to find this information online. 

6.2.7
Exported Options (Required). Provide a list of the options exported with the software product, indicating distribution of menus to users or instruct the user how/where to find this information online. Note any restrictions on menu distribution.

6.2.8
Archiving and Purging (Required). Describe the archiving and purging capabilities of the software product. Provide any necessary instructions or guidelines.

6.2.9
Callable Routines/Entry Points/Application Programmer Interfaces (APIs) (Required unless published in a separate manual dedicated to the topic). List the callable routines, entry points, and APIs that can be called by other products. Include a brief description of the functions, required variables, and any restrictions.

6.2.10
External Interfaces (Optional). List and describe or show how to get the information for any remote procedure calls (RPCs) or HL7 messages contained in this software product. Describe how other software products can use these calls or messages. Alternatively, these may be included in a separate manual (e.g., a Developer Guide).

6.2.11
External Relations (Required). Explain any special relations and agreements between the routines and/or files/fields in this software product and the routines and/or files/fields in other software products. List any routines essential to the software functions, e.g.:

· Could an outpatient facility function without programs relating to inpatient activity and avoid system failure? 

· Specify the version of VA FileMan, Kernel, and other software required to run this product. 

· Include a list of IAs with instructions for obtaining detailed information for each IA or instruct the user how/where to find this information online. 

6.2.12
Internal Relations (Required). Identify, if applicable, any routines, files, or options within this software product which cannot function independently, e.g., Does the functioning of a particular option assume that entry/exit logic of another option has already occurred? List such options with their programming Standards and Conventions Committee (SACC) approval dates.

6.2.13
Package-wide Variables (Required). Provide a list of all variables that have received SACC exemptions together with their respective approval dates.

6.2.14
Software Product Security (Optional). If you are combining the Security Guide with the Technical Manual, include the information that would have been in a standalone Security Guide. Refer to section 4.1 (Security Guide).

6.2.15
Glossary (Required). Provide a glossary of terms that relate to the specific software product.

6.2.16
Index (Optional). Provide a software product-specific index. 

7. Software Documentation Components: User Manual

7.1
The User Manual should provide sufficient information for users to competently operate the national software product with little or no assistance from software product developers, NVS staff, or Information Resources Management (IRM) service staff. 

7.2
Multiple User Manuals can be produced for a given product, if that product has several distinct user audiences (for example, general users, programmers, etc.). In the case of multiple User Manuals, the title of each manual should reflect its intended audience.

7.3
Each User Manual for a product should contain the following sections:

7.3.1
Table of Contents (Required). Provide page references to major chapters and/or sections of the manual. 

7.3.2
Introduction (Required). Supply a brief statement identifying the document in terms of its purpose, scope, and targeted audience. Provide an overview that describes the major function(s) and purpose(s) of the software product, and how the software accomplishes the objective(s). Note related manuals and other reference materials. 

7.3.3
Orientation (Optional). Address package-or audience-specific notations or directions (e.g., symbols used to indicate terminal dialogues or user responses).

7.3.4
Use of the Software (Required). Provide the information that allows end users to competently operate the software product. A task-oriented approach, with brief, step-by-step instructions, is encouraged. Detailed examples should only be used when necessary.

7.3.5
Glossary (Required). Provide a glossary of terms that relate to the specific software product.

7.3.6
Index (Required). Provide a software product-specific index. 

8. Software Documentation Design

8.1
Software Documentation Designed for Print Presentation
8.1.1
Individual manuals within a product’s documentation must be set for print-presentation. Designing a manual for print format means that the manual is designed using 8.5" x 11" page layout.

8.1.2
All software product documentation targeted for print format (e.g., 8.5" x 11" page format) must be available as Adobe Acrobat Portable Document Format (PDF) documents.

8.1.3
PDF documents must have bookmarks to major headings, the exception being small documents with few or no specific topic separations. Hyper linking table of contents and index entries is not required.

8.2
Software Documentation Designed for Online Presentation
8.2.1
At the discretion of the product’s project manager and as a secondary form of documentation, individual manuals within a product’s documentation set may be designed and made available in online format. Designing a manual for online presentation means using a format where the purpose of the format is for online presentation of information (e.g., Windows Help, HTML, etc). 

9. Software Product Monographs 

9.1
A monograph providing an overview of the software and its features will be created for all System Design & Development products, early in the product life cycle. This may include stand-alone features of a larger product (e.g., Patient Medication Information Sheets).

Software Documentation Style Guidelines

This appendix defines the VISTA Software Development policy related to style standards for software documentation.

Abbreviations/Acronyms. Spell out the abbreviation or acronym, followed by the abbreviation/acronym in parentheses the first time it appears in the manual. For example: National VISTA Support (NVS). Use a lower case “s” without an apostrophe to form the plural of an acronym (e.g., IRMs).

Appendices. Appendices are considered supplemental information and are used for lists of descriptions or definitions of data elements, sample reports generated by the package, summaries of commands, and bibliographies of supporting reference material. Appendices should be located between the glossary and the index. For documentation designed for print presentation, the page numbers should continue in accordance with the rest of the documentation.
Blank Pages (for documentation designed for double-sided print presentation). Use the standard footer on blank pages (except the blank page following the title page). The header and any other statement may be used. Blank pages should always be even-numbered pages.
Caret (sometimes referred to as Up-Arrow). Use the ^ when referring to the caret. Define the symbol in the Orientation section of the manual, and describe its use. Do not use quotes around the caret. 
Computer Dialogue. Recreate the program’s computer dialogues using the same uppercase and lowercase format that appears in the on-screen dialogues. See the Fonts section for font guidelines for computer dialogue. GUI screens should be captured and included in the document as displayed by the software.
Dingbats. Dingbat symbols are allowed in your text to highlight points of interest. When used, define the dingbat’s use in the Orientation sections of the manual.
Enter/Return Key. Use <Enter> or <RET> in boldface or underlined when you need to show the Enter or Return key as a user response. Define the use of this symbol, if used, in the manual’s Orientation section. For example: “The Enter or Return key is illustrated as <Enter> or <RET> and is included in examples only when it might be unclear that such a keystroke must be entered.” 

Field Names. Use a consistent capitalization format when referring to field names, either title case or uppercase, whichever is more appropriate. 
File Names. Use a consistent capitalization format when referring to file names, either title case or uppercase, whichever is most appropriate. 
Fonts. Use the following fonts in documentation designed for print presentation:
Type of Text
Font

Narrative text
Times New Roman, 11 or 12 pt.

Computer Screen recreation
Courier or Courier New, no larger than 10 pt.

Title Page
Arial

Inside cover pages
Arial, 1st line 24 pt.

Major headings
Arial, 18 pt.

Header/Footer




 Times New Roman, 10 pt

A smaller (than 11 pt.) font point size may be used for text arranged in columns or used in graphics. 

Footers. Use footers for all documentation designed for print presentation. They should be 10 pt. Times New Roman font (see the Fonts section). Include the following information in the footer:

· Release Date (see Release Date section)

· flush with inside margin

· month (spelled out) and four digit year (e.g., March 2000)

· initial capitalization

· Package name/version number/manual type

· centered

· initial capitalization

· can be two lines, if necessary

· Page number

· flush with outside margin

· do not use the word “page”
Headers (Optional). Place headers flush left with the outside margin. Headers contain the chapter or section name, using initial capitalization and, for documentation designed for print presentation, should be in 10 pt. Times New Roman font. Suppress the header on the first page in which a major heading appears and include the footer on all pages. 

Alternate headers (different headers on either side of an open page) are acceptable if they are used consistently throughout the package. For example, if you use inside cover pages to break a manual into sections, and within sections chapters, you could use alternating headers as follows: For the left page header, use the Section name, e.g., Capacity Management; for the right page header, use the Chapter name, e.g., Resource Usage. 

Index. In documentation designed for print presentation, suppress the header for the index on the first page and use the standard footer. Dot leaders may be used. Use initial capitalization for the entries in the index. 
Inside Cover Pages (Section/Chapter). For documentation designed for print presentation, inside cover pages (to organize a manual at a higher level than chapters) are optional. Use Arial font. Upper and lowercase, 24 point, flush left is recommended for the first line. Use the standard footer and suppress the header for inside cover pages.
Major Headings. In documentation designed for both print and online presentation, major headings are the top-level of the Table of Contents. Major headings are flush left, Arial font, 18 pt. (in documentation designed for print presentation), initial capitalization. All major headings in documentation designed for print presentation will be on odd-numbered pages. If the content of a Major Heading is brief (e.g., “At present this product does not provide for the archiving and purging of its data.”), major headings can be combined on the same page.
Margins. In documentation designed for print presentation, use at least one-inch margins on all sides for text; 1/2 inch for headers and footers.
Menu Text. Do not use quotes with option names. When using menu text in the narrative portion of the manual, format text in the same manner as it displays to the user’s screen.
Organization of Manual. Follow the sequence of sections prescribed in the Documentation Standards and Conventions as closely as possible for the particular manual.
Product Names. Completely spell out the product name when initially used in the text of a manual. Subsequently, the abbreviated product name may be used.

Page Numbers. In documentation designed for print presentation, use page numbers in the footer (except the title page and its reverse side). Use lowercase Roman numerals in the preface and table of contents and Arabic numbering beginning with the introduction. If a manual is large and complex, pages may be numbered by section or chapter (e.g., 2-13).

Prompts. Use double quotes around prompts that appear within text, and recreate the format of online prompts (e.g., “Select PATIENT NAME:”). Use single quotes only within double quotes. Do not use quotes around prompts in a recreated computer dialogue. 
Release Date. The date used on the title page and in the footer (documentation designed for print presentation) will be the package or patch release date, when System Design & Development turns the product over to the NVS Release Manager for release to the field. Use initial capitalization with the month fully spelled out (e.g., January 2000).
Table of Contents. Use initial capitalization for table of contents entries. In documentation designed for print presentation:

· Suppress the header on the first page and include the footer on all pages of the Table of Contents.

· Use lowercase Roman numerals in the footer for TOC page numbering. 

· Use dot leaders, and place page references flush right. 

At a minimum, list all components required by the documentation standards (excluding title page and preface).

Title Page. The title page for both print and online documentation should contain the following:

A. VISTA graphic logo centered at the top of the page.

B. Software product name followed by its acronym.

C. Type of manual (that is, Release Notes, Installation Guide, etc.) as the title.

D. Version number of the software product.

E. Date software was turned over from System Design & Development to NVS.

F. The following information centered at the bottom of the page:

1. Department of Veterans Affairs, followed by

2. VISTA System Design & Development

For double-sided documentation designed for print presentation, insert a blank page with no header or footer after the title page.

User Response. In computer dialogue (see the Computer Dialogue section), use boldface type for all user responses. Underlining (instead of boldface type) may be used if package constraints prohibit the use of boldface type.
Version Number. Spell out and capitalize the word “Version” on the title pages of manuals. Abbreviate the word “version” to V.<space> when used in text or in a footer (e.g., Lab V. 5.0). 

VISTA. The V and the A should be uppercase and bold. The middle text, “ist”, should be uppercase, italicized, and two point smaller than the V and A. The middle text should not be bolded. 
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