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Screen-by-screen instructions for a task in a software system, with screenshots
and expected results.

LEVEL OF DETAIL BEST SUITED FOR

Moderate ERP, CRM, WMS and admin tasks done in an

application
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SOFTWARE & SYSTEM TASK WORK INSTRUCTION

Documentation
Work Instructions

Services Lab

About this template

System task instructions show users exactly where to click and what to enter. Each step names the screen, the
field and the value, with a screenshot and the result the user should see. Keep one task per instruction and

update it whenever the screens change.

_

Level of detail Moderate

Best suited for ERP, CRM, WMS and admin tasks done in an application

* Replace every [grey bracketed placeholder] with your own details.
» Delete the orange Guidance boxes and green Example boxes before you publish or circulate it.

* Add or remove table rows as needed; keep the section order so readers can find things quickly.
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Task

Task
System and module

User role / permission

Inputs needed

Navigation Path

Show the path to the starting screen.

Menu path

Shortcut / transaction code

Steps

Name the screen, the field and the exact value or option.

Action (click / enter / select) Expected result
1
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Screenshots

[Screenshot with highlighted field]

[Screenshot]

Field Reference

Explain fields users often get wrong.

What to enter Validation / format

Errors & Fixes

Error message Cause Fix
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Approval

Record who reviewed and approved this document.

_

Prepared by
Reviewed by

Approved by

documentationserviceslab.com Page 5 of 6


https://documentationserviceslab.com
https://cal.com/documentationservices/inquiry

Documentation
Services Lab

YOUR TEMPLATE IS READY. YOUR TIME IS LIMITED.

Need this document written,
reviewed or formatted for you?

Documentation Services Lab turns your processes, systems and know-how into clear,
audit-ready documents your team will actually use. Hand us your notes, recordings or
rough drafts and we deliver a finished, on-brand Software & System Task Work
Instruction and anything else you need.

SOPs & process docs Technical & APl docs

Standard, checklist, visual and compliance SOPs, API references, integration guides, manuals, specs
process maps, operations manuals. and knowledge bases.

Quality & compliance Project & construction

ISO-ready QMS documents, registers, audit Charters, plans, RFIs, submittals, daily reports,
checklists, training records. closeout packages.

Visit our website >

cal.com/documentationservices/inquiry documentationserviceslab.com

Free to use and adapt for your own organisation. Remove the orange guidance boxes before publishing.
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