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One size 
does not 

fit all

• There isn’t one thing called 
documentation – there are four

• Four different documents of the four 
different types are needed

• Refrain from combining the types in 
one document as much as possible

• Reference the other documents types 
as needed

• NB – Project Docs not included
• Managed separately

































What Type of Document is This?



• How-to Article Template

• "Overview" section

• Summarise what the reader will get from reading the how-to article.

• Tip: It is recommended to write this section at the very end, once you have 
had a chance to document the steps to complete a task.

• "Before you Start" section

• Describe what the audience needs to know, or needs to have, before 
attempting the how-to. By stating the requirements up-front, you prepare 
the audience with correct and required information for completing the task 
with your how-to.

• Tip: If a section describes multiple points, list them using a bulleted list (if 
the order is not important), or numbered list (if the order of these 
requirements is important).

• "Steps to complete the task" section

• When explaining steps in a procedure, we encourage inserting a screenshot 
for each part of the process to help users understand the context.

• To improve documentation usability and reading flow, it is recommended to 
insert images to the left or right of the text (instead of above or below) 
when using images in your steps.

• If your procedural steps do not require screenshots, use a numbered list.

• Conclusion/Summary section





MDWG Best 
Practice –
What’s 
Missing

Metadata for Dummies

Tutorials 

How to guide / Cookbook

Non element guidance
• Workflow
• Templates – Creation and management
• Governance and publishing process
• Managing vocabularies
• Harvesting
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