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1. Scope 

This work instruction defines procedures for drafting Installation Guides. Installation Guides describe 

how to install a program, usually on both a network and client workstation. It also describes hardware 

and software requirements for installing the program.  

Installation Guides differ based on system, release requirements, and system owner/stakeholder 

requests. Existing Installation Guides and system owner/stakeholder input can be used to determine 

appropriate sections, structure, etc. 

Technical writers not only create the initial draft of each guide and incorporate requested changes; they 

also provide input, guidance, solution alternatives, and suggestions on ways to address topics in 

documentation. However, project managers, system managers, and business owners have the final 

approval on all content and organization.  

For information about drafting other types of end-user documents, see: 

• PS-PA-001 – Drafting Documentation – Release Notes 

• PS-PA-006 – Drafting Documentation - User Guides 

• PS-PA-007 – Drafting Documentation - BPC 

• PS-PA-008 – Drafting Documentation – QRGs 

2. Responsibility and Authority 

Product Support Team 

3. Definitions 

• GFAF – Global Financial Architecture Framework 

• PDF – Portable Document Format 

• QWI – Quality Work Instruction 

• VM – Version Manager 

4. Reference Documents and Records 

a. Reference Documents 

1. GFAF Style Guide 

2. Section 508 Accessibility Reference Guide 

3. QWI PS-PA -001 – Drafting Documentation – Release Notes 

4. QWI PS-PA-003 – Creating PDFs 

5. QWI PS-PA-005 – Completing an Internal Documentation Review 

6. QWI PS-PA-006 – Drafting Documentation – User Guides 
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7. QWI PS-PA-007 – Drafting Documentation – BPC 

8. QWI PS-PA-008 – Drafting Documentation – QRGs 

9. Adobe FrameMaker assistance: from OpenNet, see Using Adobe FrameMaker 2019 at 

help.adobe.com/en_US/framemaker/2019/using/framemaker_help.pdf, or see the 

FrameMaker Help website at helpx.adobe.com/framemaker.html. 

10. ITCCB website – 

http://irm.m.state.sbu/sites/bmp/grp/sm/ITCCB/Lists/Change%20Requests/Baseline%20Vie

w.aspx 

b. Records 

Record Name Input / Output ID / Ref. No. 
Storage 

Location 

Protection of 

Record 

Drafting 

Documentation 

- Installation 

Guides.zip 

Input PS-PA-002-T01 

Configuration 

Management 

Repository 

website 

Controlled 

website 

Source files 

(only if 

updating a 

previous 

version) 

Input 

<<System>>_ 

<<system 

version 

number>>_ 

<<document_ 

name>>_ 

<<document  

date and version 

number>>.zip 

VM/  

Documentation 

project/ 

<<system>>/ 

<<document 

name>>-source 

Secure locations 

Installation 

Guide Source 

Files 

Output 

<<various>> 

.book &  

<<various>> 

.fm files 

Documentation 

Directory 

(checked into 

VM under a 

different 

procedure) 

Secure locations 
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5. Action 

a. Determining the Approach for Creating the Installation Guide 

Note: FrameMaker is a flexible application that allows users to customize both their workspace 

and their operations. For this reason, this QWI should serve as a guide with the understanding that 

individual methods will change and the QWI will be updated periodically should more efficient 

methods be discovered. As long as you reach the “Expected Outcome” and do not skip steps, you 

can use shortcuts or perform steps in a different order than described herein. 

1. “Get” the latest PS-PA-002 – Drafting Documentation – Installation Guides.zip file from 

VM. 

2. Extract the files from the ZIP to a working location. 

3. If you are writing a new document, see section 5.b. “Writing a New Installation Guide”. 

4. If you are updating an existing document, see section 5.c. “Updating an Existing Installation 

Guide”. 

b. Writing a New Installation Guide 

Installation Guides are reviewed using the Internal Documentation Review Checklist. Before 

creating an Installation Guide, review PS-PA-005 – Completing an Internal Documentation 

Review and stay mindful of the elements it highlights. 
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1. Change the name of the folder you extracted in step 5.a.2. to 

<<System>>_<<Version>>_<<Type_Guide>>: for example, “ICE_2.0_Installation_Guide”. 

 

2. In the folder, rename the Installation Guide.book file using the application and version: for 

example, “ICE_2.0_Installation_Guide.book”. 
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3. Open the book file in FrameMaker. The FrameMaker program opens with all associated 

files in the left navigation pane. 

 

a. Update the CoverPage.fm file. 
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b. From the .book file, open the CoverPage.fm file. 

 

c. On the first page of the file, if the program has multiple installation guides, such as one 

for CGFS and another for posts, add the user name in front of “Installation”: for 

example, “CGFS Installation Guide”. 

d. On the first page of the file, replace <<SYSTEM>> with the system name. 

e. On the first page of the file, replace <<#>> with the version number. 
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f. On the second page of the file, replace <<SYSTEM>> with the system name. 

 

g. On the second page of the file, replace <<#>> with the version number. 

h. On the second page of the file, add any additional modifiers to the Installation Guide 

title: for example, “ICE Version 2.0”. 

i. To update the date automatically, on the Variables tab, click the Update System 

Variables button highlighted above. If the Variables Pod is not displayed, from the 

Windows menu, select Pods, Variables. A confirmation screen appears. 

 

j. Click OK. 

Note: If a confirmation screen appears stating the change cannot be undone, click OK. 
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k. Confirm the dates reflect the current date. 

Note: If an old date still appears, click the Save icon and the date updates. 

 

l. If the document has been distributed to Business Owners or other external stakeholders 

previously, and you are updating the document, on the last line of the second page of 

the file, edit the number after the “v”. Use whole numbers only. Otherwise, keep the 

number as “1”. 

m. Save and close the CoverPage.fm file. 

4. Update the TOC.fm file 
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a. From the .book file, open the TOC.fm file. 

Note: If the installation guide is only one chapter, you can delete the TOC.fm file and 

use only the built-in chapter contents pages as the table of contents for the entire book. 
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b. On the first page, replace <<System>> with the system name. 

 

Jonesm
ark 

Fre
ela

nce



 

 

Drafting Documentation – Installation Guides 

WI Number: PS-PA-002 Date: 08-02-2020 Page 11 of 39 

c. From the menu bar, select View, Master Pages. The master pages appear. 
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d. In the blue vertical sidebar, change “App” to the system name. 

 

e. From the menu bar, select View, Body Pages. 

Note: The book’s TOC will update when you follow the process outlined in the QWI 

PS-PA-003 – Creating PDFs. 

f. Save and close the TOC.fm file. 

5. Create an outline for the guide’s content and determine the number of chapters required. 

Content often includes: 

• Descriptions of software and hardware requirements. It is recommended that you 

contact the IV&V team member performing the test for versions and software packs 

used during the Quality Assurance process. The ITCCB website 

(http://irm.m.state.sbu/sites/bmp/grp/sm/ITCCB/Lists/Change%20Requests/Baseline%2

0View.aspx) is also helpful for assuring the requirements are approved for use. 

Generally, this information is provided in the designs, but not always. 

• Descriptions of the delivery method and any required action related to the delivery: for 

example, CD-ROM, .msi file from a website, etc. Most often this be an executable 

(*.exe, or *.msi). Rarely will CD-ROMs be provided. 

• A list of the deliverables for the release, including software and user documentation. 
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• Procedures for installing the program on a server, including images of each step.  

• Procedures for installing the program on a client, including images of each step.  

• Procedures for upgrading the program, including images of each step. Depending on the 

program, you may need a separate section for upgrading on a server, upgrading on a 

client, and deploying an upgrade across a network.  

• Procedures for backing up the database, including images of each step.  

• Procedures for uninstalling the program, including images of each step . 

6. Create and name the chapters. 

a. In the folder (on the network – not FrameMaker), copy and paste the chapter.fm file to 

create a separate file for each chapter identified in step 5.b.5. 
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b. Rename each chapter file based on the content of the chapter. 

 

c. Add the new files to the FrameMaker book. From the FrameMaker .book file, either 

click the Add File button (located on the left side of the toolbar) or select Add, Files… 

from the menu bar. 
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d. The Add Files to Book screen appears. Press Ctrl and select each chapter file to be 

added. 
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e. To add the chapters, click the Add button. The chapters are added to the .book tree 

view. 

 

f. To place the files in the correct order, select a file and click the Move Up or Move 

Down arrow buttons or hold and drag the file up or down.  
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To delete the original chapter.fm file, right-click it and select Delete. The chapter.fm 

file is removed. 
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7. Update the chapter. 

a. From the .book file, open a chapter file. 
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b. Replace <<chapter title>> with the title of the chapter.  

 

c. Write content for the chapter, starting on the second page. Use a step-by-step approach 

and include system images to illustrate the process. 

Warning: All paragraphs and characters within documentation must use predefined 

character and paragraph styles. To ensure templates remain up to date, please contact 

the GFAA mailbox if you need to add a new style. 
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d. Import images as needed. From the menu bar, select File, Import, File. The Import 

screen appears. 

 

When capturing images with Snagit or other screen capturing tool, create a separate 

images folder for each chapter. Keep the image name under 13 characters if possible, do 

not use spaces, and use the naming convention <#>-ImageName.png or <#>-image-

name.png (for example, 001-UpgradeKey.png or 001-upgrade-key.png).  

i. Select the file to be imported and click the Import button. The Imported Graphic 

Scaling screen appears. 
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ii. The default is 72 dpi, but you can mark a pre-set dpi or enter a custom dpi in the 

Custom dpi field and click the Set button. The image appears in your document. 

Apply a graphic paragraph style (for example, ProcGraphic) to the image and 

paragraph mark that appears after the image.  

iii. If the image is not the correct size, or if it looks distorted, do not downsize it in a 

graphics editing application like Photoshop. Instead, from the FrameMaker 

document, right-click the image you have imported and select Object Properties. 

The Object Properties tab appears. 
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iv. Click the Set dpi… button. The Imported Graphic Scaling screen appears. 

 

v. In the Custom dpi field, enter the desired DPI number and click the Set button. 

Higher DPIs result in a smaller image but improved quality. Lower DPIs result in a 

larger image and reduced quality. 
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vi. On the Object Properties tab, the new DPI number appears. Click the Apply 

button. The image is resized. 

 

Note: For large screens (such as a COAST report or GFMS web page), set the DPI 

to a number that forces the right edge of the image to the right page margin. For 

smaller screens (such as a confirmation screen), set the DPI to a number that lets 

the image be legible without seeming overly large in comparison with the large 

screens in the document.  High resolution images may appear blurry in .fm files, 

but when .fm files are converted to a PDF and printed, they appear crisp and sharp. 
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iv. From the Change field submenu, select Remove Override 

v. As you click the Find button, verify the style in the lower left corner appears 

without an “*”. If you see an “*”, click the Change button. The “*” is removed, 

indicating the paragraph style is applied. Repeat throughout the entire document. 

  

Note: Clicking the Change button defaults the highlighted area to the paragraph 

style indicated in the lower left corner. If a different style is needed, right-click the 

highlighted area to access the Paragraphs submenu, then select the desired 

paragraph style. 

1. After reviewing the entire document for paragraph format overrides, from the 

Find field submenu, select Character Format Override. 

2. Ensure Remove Overrides is selected in the Change field. 
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3. As you click the Find button, verify the style in the lower left corner appears 

without an “*”. If you see an “*”, click the Change button. The “*” is 

removed, indicating the character style is applied. Repeat throughout the 

document. 

 

Note: Clicking the Change button defaults the highlighted text to the 

character style indicated in the lower left corner. If a different style is needed, 

right-click the highlighted text to access the Characters submenu, then select 

the desired character style. 

4. Repeat for all source files. 

g. Delete the template folder. 

h. Open the newly saved source file and map the missing images to the template graphics 

folder that now exists in the source folder. 

i. Repeat for each source file. 

7. Compare the new files against section 5.b. “Writing a New Installation Guide” to ensure all 

current standards are included. Update any standards per this QWI, and draft text and insert 

graphics as appropriate for the software. 

8. Examine each image for alternative text and enter alt-text as needed. See 5b7dvii for 

instruction. Refer to the Section 508 Accessibility Reference Guide to ensure current 

standards for applying alternative text to non-text content. 

9. If the document has been distributed to Business Owners or other external stakeholders 

previously, on the last line of the second page in the cover file, edit the version number after 

“v”. Otherwise, keep the number as “1”. 

10. Save the files.  

11. To create the PDF, see PS-PA-003 - Creating PDFs.  

6. Expected Outcome 

The outcome of this action is a completed Installation Guide for a system release, ready to be converted 

to a PDF for review or finalization. 
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7. Corrective Action 

If you do not reach the expected outcome of the work instruction, complete one of the following 

actions: 

• For assistance with Adobe FrameMaker issues, from OpenNet, see Using Adobe FrameMaker 

2019 at help.adobe.com/en_US/framemaker/2019/using/framemaker_help.pdf, or see the 

FrameMaker Help website at helpx.adobe.com/framemaker.html. 

• For general documentation questions, contact the Product Support PAT lead or another team 

member. 
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