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1. PURPOSE
This is a template for creating work instructions.
This template includes the instructions for automatically updating the Table of Contents.
Because this is a template, when you open it, you will be creating a new document.
Simply click “save” and you will be prompted to give this new document a name.

2. SCOPE

The <name> procedure shall be implemented under the guidance of the following departmental managers:

<Department> Manager:  Shall be responsible for …
<Department> Manager:  Shall be responsible for …
The <name> procedure shall be followed by all Production Operators in the <name> Workstation.

Production Operators shall not deviate from this written procedure.
When deviation from this procedure is necessary, an ECN shall be provided.
All discrepancies in this written procedure must be reported to the Production Manager immediately.
Production Operators shall provide their feedback about the process in order that improvements can be made.

3. APPLICATION
This procedure applies to all operator level work performed in the <name> Workstation.
4. DEFINITIONS
Technical Term #1:  Any technical terms used in this document should be placed here.
Technical Term #2:  Put these terms in alphabetical order.
5. Safety

5.1. Safety Issue #1 

List safety precautions here.
You may need to refer to the MSDS.
5.2. Safety Issue #2
Examples of safety issues are mechanical hazards, chemical hazards, and electrical hazards.
List each issue separately.
5.3. Safety Issue #3
For things such as Lockout/Tagout, you may need to refer to a maintenance step elsewhere in this document.
6. PROCEDURE
6.1. Using the Table of Contents
6.1.1. Including Lines in the Table of Contents
Ensure that your formatting toolbar is visible (View – Toolbars – Formatting)

All lines in this document should have styles named “Heading” or “NoTable”.  For example, this line is called “NoTable4”.  The number after the name refers to the indentation level.

If you wish to have a line included in the Table of Contents, it must be a “Heading”.  If you wish to omit a line from the table of contents, it must be a “NoTable” style.
The Table of Contents is formatted to read only types which are called “Heading”, and omit all types which are called “NoTable”.  This will allow you to keep your document formatting, while automatically including lines in the Table of Contents when necessary.
When creating a document, you must manually change the style in the formatting toolbar.  When doing so, always select a “Heading” or a “NoTable”!
6.1.2. Updating the Table of Contents

Go to the Table of Contents at the top of this document.

Right-Click on any line in the Table of Contents.

Select “Update Field” from the menu.

Select “Update Entire Table”.

Click “OK”

Any changes you have made to this document will now be reflected in the Table of Contents.  Cool, huh?!

6.2. Revision History

6.2.1. Revision Control
When revisions are made to this document, they should be included in the Revision History table.

The revision level should be included in the header of this document in the space provided.

6.2.2. Printed Documents
If any copies of this document have been printed, they should be replaced with a current copy of this document.

It’s always a good idea to list somewhere in this document the location of any printed copies so that they may be easily retrieved when revisions are made.

Always remain in control of your printed documents!

6.3. Header

To access the Header of this document, click “View – Header and Footer”.
7. Maintenance 
7.1. Maintenance Schedule

7.1.1. Daily

Do this every day.
You may need to refer to Maintenance Procedures elsewhere in this document.

7.1.2. Weekly

Do this every week.

You may need to refer to Maintenance Procedures elsewhere in this document.

7.1.3. Monthly

Do this every month.

You may need to refer to Maintenance Procedures elsewhere in this document.

7.2. Maintenance Procedure #1.

This is the first step in performing Maintenance Procedure #1.

This is the second step in performing Maintenance Procedure #1.

7.3. Maintenance Procedure #2.

This is the first step in performing Maintenance Procedure #2.

This is the second step in performing Maintenance Procedure #2.
