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Manual Style 
 

This document describes basic components and provides example sentences for writing manuals. 

 

1 Cover and Title Pages 

■ Cover page 

Typically, the cover page includes the following: 

 

●Company Name, Publisher 

 

●Codes  

 

●Manual title 

The name of the document follows the naming conventions of your client or company. You have to follow each 

rule provided. As a reference, typical document titles are shown below: 

✓ A Guide to ..., Introduction to ..., Getting Started with ...  

✓ User Guide [Manual], User’s Guide [Manual], Operation Manual [Guide]  

✓ Quick Reference, Quick Summary  

✓ Installation Guide [Manual]  

✓ System Administrator's Handbook  

✓ Operation(s) Guide [Manual]  

✓ Programming Guide [Manual], Programming Guide [Manual]  

✓ Programmer's Reference (Guide [Manual]), Programming Reference (Guide [Manual])  

✓ Language Reference (Guide [Manual])  

 

Example: 
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■ Title page  

The title page is the first page after the cover page and generally contains the title, company name, and the 

publisher name, as with the cover page.  Generally, the back page displays the following information: 

 

●Manual Revision number and Product Version 

Example: 

This edition applies to Version 1, Release 4 of IBM XL High Performance Fortran for AIX. All subsequent 

releases are modifications until otherwise indicated in new editions. 

 

●Revision History/Summary of Amendments  

Changes or modifications made in the current manual of a product may be summarized. Sometimes the 

release note or readme.txt file can cover the information instead. 

Example: 

The following table lists the revision history for the User Guide: 

Form Number Date Changes to Documentation 

DC32-0279-00

 

  

February 

3, 2016 

Version 3.6 release 

G32-0279-00 April 1, 

2016 

Updated Version 3.6 shipped with the 3.6.1 CD-ROM. 

This release included minor technical and formatting 

changes. This release was available only from the Tivoli 

Support Website. 

 

●Copyright, Licensing, Warranty, Disclaimer 

Formulaic expressions may be used in legal sentences. The following are example descriptions that might be 

used about a product warranty.  
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Example: 

Limited Warranty 

We warrant this product to be free from defects in both materials and workmanship for one year from 

the date of purchase.  

 

The foregoing warranty is in lieu of all other warranties, expressed or implied, including, but not limited 

to, any implied warranties of merchantability or fitness for a particular purpose 

 

This software is made available "as is", and is distributed without warranty of any kind, either expressed 

or implied.  

 

 

●Notes 

Notes concerning the product and manual may be added.  

 

Examples: 

For information about the Maintenance Service Package, contact customer support. 

 

An example of title page: 
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An example of title page: 
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Note: 

The Japanese word "注意" can be translated into “notice”, "note", "caution", "warning", or "danger", so the 

fit-table word may be chosen based on the context of the sentence you are writing. 

 

2 Table of Contents 

■ Table of Contents/Contents 

The table of contents is essential part of any document as it helps reader to understand content of the book. 

There are two ways to translate the table of contents. One way is to translate the whole document and create 

the table of contents when the document translation is complete. The other way is to translate the table first 

and then start your translation of the document. You can choose either way as you like.  
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●Omit articles in the heading. 

 

Example： 

The image Formats Supported by ImageDoctor  The Image Formats Supported by ImageDoctor 

 

●To explain the product's functionality, use gerunds, while to explain user operations, use noun forms.  

 

Examples: 

Chapter 1 Overview of XML Filter 

1.1 Basic processing of XML filter 

1.2 Generation of settings dictionary 

1.3 Conversion of XMDL to MDL 

 

4.2 Selecting HyperBook Data 

4.2.1 Select/Deselect Single or Multiple Entries 

4.2.2. Select Text Within an Entry 

 

An example of Table of contents:  
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3 Introduction 

■ Introduction 

"Microsoft Manual of Style" suggests not using "Preface" as the title of the introductory section of the content. 

Instead, use "Introduction", or a more descriptive title appropriate to the user, such as "Before you begin." 

 

Typically, the introduction includes some or all of the following: 

 

●Purpose 

"Purpose", "Scope", "About This Book", and "What This Guide is About" are common expressions. The purpose 

and scope of the document should be described here.   

 

Examples: 

The purpose of this guide is to provide the system administrator with a thorough understanding of the 

procedures and concepts related to with volume management and system administration using VxVM.  

 

●Intended Audience 

"(Intended, Target) Audience", "Target/Intended Readers", "Who This Manual is for", and "Who Uses This 

Guide" are common expressions.  

 

Example: 

This manual is written for the person who manages and maintains the Digital UNIX operation system. 

 

●Prerequisites 

"Prerequisites" and "What You Should Know" are common expressions.  

 

Example: 

This manual assumes that the reader is acquainted with the basics of computer science, and is proficient 

in a procedural language such as C.  

 

●Organization of This Document 

"Organization", "Organization of This Book", "How This Book is Organized" are common expressions.   

 

Examples: 

This book contains the following chapters: 

 

The following table shows the organization of this book.  
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●Using This Guide 

"How to Use This Book" and "Using This Guide" are common expressions.  

 

Example: 

This book serves as both a tutorial and a reference manual. If you are a novice, feel free to skip over 

details that seem too complex. You can also ignore the many cross references; they are for the expert user.  

 

●References 

"Reference", "Related Publications", "Related Documents", "Where to Find Related Information", and 

"Additional Reading" are common expressions.  

 

Example: 

Additional Messaging Server documents that are available include... 

 

You can find Messaging Server documentation online in PDF and HTLML formats at ...  

 

●Notational Conventions 

"Conventions, "Document Conventions", and "Notational Conventions" are common expressions.  

Here, the meanings of characters and symbols used in the document are explained. The explanation includes 

notations for commands and functions. 

 

Examples: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Boldface text 

Italics 

Crtl+Tab 

 

[] 

Indicates terms defined in the glossary. 

Indicates emphasis or book titles. 

Indicates that you must press two or more keys 

simultaneously. 

Square brackets indicate optional items. The following 

command example indicates that the variable output_file 

is optional: 

command input_file [output_file] 
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An example of introduction: 
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4 Main Text 

■ Headings and Subheadings  

Refer to "Table of Contents/Contents", above. 

 

■ Lists 

There are various list formats: "numbered list" that explains a procedure, "numbered list" that lists keywords 

or terms, and "bulleted list" that lists functions or components.   
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For a bulleted list, use English fonts.  

 

Examples: 

Virtual objects in VxVm include the following: 

✓ VM disks 

✓ disk groups 

✓ subdisks 

✓ plexes 

✓ volumes 

 

■ Procedures 

A procedure is an explanation of a series of steps the user must take to achieve some goal. Thus, an ordered 

list is used in general. When you translate a procedure, pay attention to the following: 

 

●Write in imperative style. 

 

●Describe the purpose and conditions of an operation before describing the details of the operation.  

 

Examples: 

To format the CD-R, click Yes. 

 

If any programs are open, close them by clicking the X at the top right corner.  

 

On the File menu, click Print. 

 

However, if the operation or its purpose is clear, the above rule does not apply.  

Examples: 

Click File on the menu bar. 

 

Crick Print to open the Print dialog box. 

 

● Consider parallelism. 

Parallelism is writing multiple words, phrases, clauses, sentences, or paragraphs in the same form so that 

readers can understand smoothly.  

 

■ Descriptions of Programming 

In the description of the programming code, source code may appear frequently. You don't need to translate 

any code, but you may need to translate comments included in the code sample.  Confirm this point with 
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your client.  

 

■ Tables and Figures 

Note the following in translating figures. 

 

● Consider parallelism. 

 

● Omit articles in diagrams. Confirm this point with your client.  

 

● For a Decision Box in a flowchart including a negative question, note that the significance of "Yes" and 

"No" in English can be reversed. 

 

5 Appendix 

■ Appendix 

An appendix may include information necessary for particular users, information to complement the main 

text, and information to be referred to as needed. Common items in many manuals are Error Messages, 

Troubleshooting, System Requirements, Command List/Reference, Summary, Functions, and Limitations. Of 

course, some of these can be described in the main body. Let's see some examples of Error Messages, System 

Requirements, and Command List entries. 

 

●Error Messages 

Error messages may include the error code, message text, severity, explanation, system action, and the user 

response expected. 

 

Examples: 

CWZBA0507E 

The user details supplied with the request are not valid for the specified appliance. 

Severity 

Error 

Explanation 

The appliance rejected the user details specified with the request. 

Response 

Ensure that the user details given are correct for the specified appliance. 

 

CWZBA0508E 

The name ''<insert_0>'' is already in use or the appliance <insert_1> is already added to WebSphere 

Appliance Management Center. 

Severity 
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Error 

Explanation 

Either the name specified for the appliance is already in use or the connection details specified in the 

request are for an appliance that is already added to WebSphere Appliance Management Center. 

Response 

See the linked exception to determine the cause. 

 

Reference: 

https://www.ibm.com/support/knowledgecenter/SSSRTQ_5.0.0/com.ibm.amc.doc.messages/wamc_CWZBA.h

tm 

 

● System Requirements  

The section "System requirements" describes the minimum requirements for a system environment to be 

able to operate the software or equipment.  System requirements can be specified in separate sections, such 

as hardware requirements, software requirements, and network requirements.  

 

Examples: 

System requirements  

Processor: CPU with SSE2 support, including Intel Pentium 4, Pentium M, Core or Atom, AMD Athlon 

64 or later. 

Memory: 1 GB or more 

Graphic card: NVIDIA GeForce 6600 or better 

Operating system: Vista, Windows 7, Windows 8 or Windows 10 

 

● Command List  

The following items often appear for explaining commands and function.,  

・format/syntax/synopsis 

・description 

・operand 

・function 

・attribute 

・parameter 

・option 

・example 

 

Example: 

NAME 

     perldoc - Look up Perl documentation in Pod format. 
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     SYNOPSIS 

      perldoc [-h] [-D] [-t] [-u] [-m] [-l] [-F] 

      [-i] [-V] [-T] [-r] 

      [-d destination_file] 

      [-o formatname] 

      [-M FormatterClassName] 

      [-w formatteroption:value] 

      [-n nroff-replacement] 

      [-X] 

      [-L language_code] 

      PageName|ModuleName|ProgramName|URL 

      

     Examples of informal and formal definitions: 

      perldoc -f BuiltinFunction 

      perldoc -L it -f BuiltinFunction 

       : 

      

     See below for more description of the switches. 

DESCRIPTION 

perldoc looks up a piece of documentation in .pod format that is embedded in the perl installation tree or 

in a perl script, and displays it via groff -man | $PAGER. (In addition, if running under HP-UX, col -x 

will be used.) This is primarily used for the documentation for the perl library modules. 

 

Your system may also have man pages installed for those modules, in which case you can probably just 

use the man(1) command. 

 

If you are looking for a table of contents to the Perl library modules documentation, see the perltoc page. 

 

OPTIONS 

     -h 

     Prints out a brief help message. 

     -D 

     Describes search for the item in detail. 

    

Reference: http://perldoc.perl.org/perldoc.html 

 

6 Glossary 

■Glossary  
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To define glossary of terms, there are two ways: formal definition and informal definition. In the formal 

definition, you categorize terms and explain different points from other terms in the same category.  In the 

informal definition, you define a term using a synonym. (e.g. in the application's native [or original] file 

format) 

 

Normally, the formal definition applies to glossary. In addition, the informal definition can be used for 

supplemental explanation. Definitions are usually written in present tense and affirmative sentence. 

 

Examples of informal and formal Definitions: 

application 

Informal Definition: A program which performs something specific. 

 

Formal Definition: A complete, self-contained program that performs a specific function directly for 

the user.  

 

ASCII 

Informal Definition: American Standard Code for Information Interchange, is a code for 

representing English characters as numbers. 

 

Formal Definition: Acronym for the American Standard Code for Information Interchange. ASCII is 

a code for representing English characters as numbers, with each letter assigned a number from 0 

to 127.  

 

attribute 

Informal Definition: Are characteristics or traits; it's a characteristic that describes the style for the 

content. 

 

Formal Definition: A characteristic. In database systems, a field can have various attributes, an 

underlined word would be said to have the underline attribute. For example, if it contains numeric 

data, it has the numeric attribute.  

 

Reference: 

http://touque.ca/EC/ICS2O/students/201009/ICS2O7B/SounthararajahR/Glossary/glossary.html 

 

■Bibliographies  

If you refer to any documents for your document, provide a list of bibliographies/references at the end of each 

section or the end of the document.  Printed matters such as papers published in books and magazines and 

digital media including Web sites are also treated as bibliographies/references.  Notation of 
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bibliographies/references may be defined for each company. Some companies adopt standard notations such 

as the Modern Language Association (MLA), the Chicago Manual of Style, and the Microsoft Manual of Style. 

Consult your client about this point.  

 

 

Examples: 

This book introduces language specifications for C++11. 

 

Moo, C++ Puraima 4th edition (ISBN 47981-0992-4), 2006. 

 

If a book is published only in Japan, ask your client how to translate the title into English. 

 

■ Index  

To translate index, follow the following general rules: 

●Use gerunds for commands and concepts, whereas use noun forms for procedures.  

 

●Write in lower case except for abbreviations.  

 

●Write countable nouns in plural form unless.   

 

●Omit articles if not required to retain meaning or clearness.  

 

●For cross reference in index, use "See.." or "See also..."   

 

Example: 
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