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1. Diary of Changes

LSS 0Tt 0 November 2001
ISSUB 2.0 e et et 16" February 2002
» Money Controls logo added.
ISSUE 3.0, ... e et et 4™ March 2002
» See red borders for new Heading formats.
ISSUR 3.1, oot e et e, 6" Sept 2002
» Maodification to disclaimer.
SSUB 3.2, e eee e et et 2" Jan 2003
» Changed ‘Figures’ from being Below to Above the figures.
» Moadification to the disclaimer in the actual manual.
» Amended the ‘Table’ title to show shading.
» Amended section 15 Issuing a Technical Services Procedure (TSP).
» Changed reference from Byline to Bullet
» Changed Header to Heading in Sections Figure 8, Figure 9 and Figure 10.
» Hyperlink ‘Style’ added in section 14.6.

ISSUE 3.3 . oot 30™ June 2004
» Changed footer
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2. Introduction

This manual has been written to assist the reader to write a technical manual in the current
Money Controls Ltd format.

This manual will not dictate in what order, headings not discussed, should be shown. This is
because each manual will cover different products and as such headings will differ. Therefore
this will be left up to the individual authors discretion.

This manual will however dictate the format which should be used in Sections i.e. fonts, sizes,
styles and bullets.

Because these manuals are sent around the world a mid-Atlantic paper size has been adopted.

The standard UK size is A4 = 210mm x 297mm.
The standard US size is Letter = 8.5” x 11” = 216mm X 279.5mm.

Hence the width will stay as A4 and the length will be shortened to accommodate Letter size
paper.

i.e. 210mm x 279.5mm = Custom Paper Setting, (see Figure 2).

A .dot template has been produced called Technical Manual.dot which incorporates the majority
of styles proposed in this manual. Please see Technical Services for a copy.

©Money Controls 2004. All rights reserved.
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3. Page Settings

3.1 Portrait Page Setting

Figure 1: Portrait Margin Settings.

Page Setup 21l

Margins | Paper Size: I Paper Source I Layauk I

Top: |2.23 cm ﬁ e

Bokkom: |2.54 cm E‘ —
Left: |2.5 om E‘ —
Right: esm = —
Gutter: acm - —

1.25cm =

romedge———————————
Header:
Footer:

0.8cm =

i

Apply to: Iwhole daocument - l

- Mirror margins

Default. .. | QK I Cancel

Figure 2: Portrait Paper Size Settings.

Page Setup ed B4

Paper Source I Layauk I

Margins

Paper size: Previe

ICustom size j e——
width: |21 cm E‘ S
Height: |2?.95 cm 5‘ __

rientation -

' portrait —_
" Landscape

Apply to: Iwhole daocument 'l

Default. .. | QK I Cancel

©Money Controls 2004. All rights reserved.
Page 5 of 23



Technical Manual Writing Procedure TSP028.doc Issue 3.3 — June 2004

3.2 Landscape Page Setting

Landscape page settings should be used sparingly since the header and footer have to start
new sections. This is not very easy to achieve and requires some practice and
perseverance.

Landscape orientation should mainly be used for circuit diagrams, spread sheet tables and
drawings which will only lend themselves to this paper layout.

Figure 3: Landscape Margin Settings.

Page Setup ﬂﬂ

| Paper Size | Paper Source | Layouk |

Top: |2.5 om ﬁ [Previe

EBotkam: |2,5 om E‘

Left: |2.23 om E‘ —
Right: |2.54 om E‘ —
Gutker: Ocm =

ik

tom edge

Header: 1.25cm —=

Footer; 0.8 cm - Apply ko IWhoIe docurment vl
(l Mirror margins

Default... | (0]4 I Cancel |

Figure 4: Landscape Paper Size Settings.

Page Setup ﬂﬂ

| Paper Source | Layout |

Margins
Paper size: rPrevie
ICustom size j

width: I2?.95 om 5‘ —_—
Height: |21 om E‘ —

rienkation —
" Portrait
{* Landscape
Apply to: Iwholedocument 'l

Default... | (0]4 I Cancel |

4. Other Page Settings

Should it be deemed necessary other page settings can be used, for e.g. where the page is split
into 2 columns.

©Money Controls 2004. All rights reserved.
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5. First Page Layout

5.1 First Page Header

The 1% page header shall contain the document title, Left justified — Arial — 10pt — Black.
The Document Reference Number TSPxxx, Centred — Arial — 10pt — Black.

The Issue level and issue date shall be Right justified — Arial — 10pt — Black.

The header shall be entirely underlined.

Figure 5: First Page Header.
e.g.
SR5 Technical Manual TSPOxx.doc Issue 1.0 —Jun 2001

5.2 Document Title
The title shall be Centred Word Art Text — Arial Black — 44pt — formatted as in Figure 6.

Figure 6: Title formatting details.

Format WordArk ed B4

Size I Piosikion I ‘\Wrapping I Picture I Text Boxl

Fill
Color: lﬁ r Semitransparent
Line
Calor: I_ vl Style: I vl
Dashed: l: Weight: m
Arrows
Begin style: lﬁ End skyle: lﬁ
Begin size: lﬁ End size: lﬁ

[8]4 I Cancel

5.3 First Page Footer
The first page footer shall contain the following text and laid out as shown:-

This document is the copyright of Money Controls Ltd and may not be reproduced in part or in total by any means,
electronic or otherwise, without the written permission of Money Controls Ltd. Money Controls Ltd does not accept
liability for any errors or omissions contained within this document. Money Controls Ltd shall not incur any
penalties arising out of the adherence to, interpretation of, or reliance on, this standard. Money Controls Ltd will
provide full support for this product when used as described within this document. Use in applications not covered
or outside the scope of this document may not be supported. Money Controls Ltd. reserves the right to amend,
improve or change the product referred to within this document or the document itself at any time.

©Money Controls 2004. All rights reserved.

This shall be Justified — Arial — 9pt — Black.
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6. Page Layout (excluding page 1)

6.1 Page Headers (excluding page 1)

The Next and subsequent page headers shall contain the document title, Left justified — Arial
— 9pt — Black.

The Document Reference Number TSPxxx, Centred — Arial — 9pt — Black.

The Issue level and issue date shall be Right justified — Arial — 9pt — Black..

The headers shall be entirely underlined.

6.2 Page Footers (excluding page 1)
The 2nd and subsequent page footers shall contain the information shown in Figure 7.

CONFIDENTIAL, Centred — Arial — 9pt — Black — CAPS.

Not to be disclosed etc, Centred — Arial — 9pt — Black.
Page x of y, Centred — Arial — 9pt — Black.

Figure 7: Standard Page Footers.

©Money Controls 2004. All rights reserved.
Page 8 of 23

7. Last Page Layout

Header and footer as per all other pages (excluding page 1).

The last page shall only contain the following Disclaimer:-

This manual is intended only to assist the reader in the use of this product and
therefore Money Controls shall not be liable for any loss or damage whatsoever
arising form the use of any information or particulars in, or any incorrect use of the
product. Money Controls reserve the right to change product specifications on any
item without prior notice.

This shall be Justified - Normal — Arial — 12pt — Black.

©Money Controls 2004. All rights reserved.
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Section Headers

Each section header shall begin a new page unless it is deemed that the section is so short that
it is deemed unnecessary. (at the writers discretion). However should this cause the next
section to unnecessarily appear on excessive pages, (the last paragraph could fit on the

previous page, if this section started on a new page), then the section in question WILL start on
a new page.

Each section header will be in the STYLE of Heading 1, (see Figure 8).
Heading 1 can be modified from ‘Format’ ‘Style’ and selecting Heading 1 - ‘Modify’ - Format'.
The Section Header text shall be indented at Ocm, tabbed at 1cm and be Arial — 10pt — Black.

Figure 8: Heading 1 Format Details.

Customize Dutline Numbered List 2=
Indents and Spacing | Line and Page Breaks evel | lulmharfgrrrmt— oK I
Alignment: W outine level:  [lavell =

Mumber style: Start at: Cancel
Indentation S
1,23, ~| |1 3
Left: cmn Special: By: _
. = = Previous review !
Bight: foom = I(”U”e) =] | = level nurber:
1. Heading 1
Spacing =] e
lﬂA 1.1 Heading 2
Before: e Lins spacing: b umber position———————————————————————— 111 Hearing 3
w2 e [ 3 =] oedst oo = ‘
Preview
Text position
Scamnboutn ’7 Indent at:  |0.63 cm E‘
Link level to style: IHeadmg 1 'I ™ Legal style numbering
Follows number with: Tabcharacter =] I Restart numbering after higher lisk level
Tabs ance Listurn Field list name: l—ADp\y’ changes to:  |Selected ket T
. Hame: Styls bype:
Fort | Chaacter Spacing | Animation | 5
Font: Font skyle: Size: IParagraph j
[arial [Bold [14 Based on: Style For Following paragraph:

Regular 1 Mormal || 1ManTextt -
lrisl Alternative Itaiic I | I =
larial Alternative Symbol Preview
|Awial Black. Biold Italic
|srial MT Black

Underline: Color! 1. Section Headers
I(none) j Ii Auto j
Effects
I Strikethrough I shad I Smal BEET L
rikethroud! adow mall caps Mormal + Fonk: 14 pk, Bold, (FE) English (Liniked Skates), (Other) English
I” Double strikethrough ™ Outine r,ﬁ" TR (Australian), Kern at 14 pt, Indent: Left O cm, Space before 12 pt after
™ Superscript I™ Embuoss I~ Hidden 6 pt, Page break before, Keep with next, Level 1, Outline numbered,
™ Subscript I™ Engrave Tabs: 1 cm Mok at 1.8 cm
Preview ™ add to template ™ automatically update
[e]9 I Cancel I Format ~ Shortcut Eeyv... |
Arial
This iz & TrueType font, This Font will be used on both printer and screen, 2=
Indents and 5 Line and Page Breaks
Defauk.. Concel Indents and Spacing esgecres |
{iig i [V Keep with next
21%] I™ Keep lines together ¥ Page break before
Tah stop position:
1cm ‘ ™ Suppress line numbers
Alignment I~ pontt b
- presees Don't hyphenate
et " Decimal
" Center " Bar
" Right
Leader
# 1 none [T Preview
Ll Tz, 4
e
Tab stops to be cleared:  0.63cm, 1.8 cm ‘
Set | Clear | Clear Al |
Cancel Tsbs.. cancel

©Money Controls 2004. All rights reserved.
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9. Sub-Section Headers

Each sub-section header shall be organised in such a way that the number of pages it covers is
kept to a minimum, (at the writers discretion).

Each section header will be in the STYLE of Heading 2, (see Figure 9).

Heading 2 can be modified from ‘Format’ ‘Style’ and selecting Heading 2 - ‘Modify’ - Format'.
The Sub-Section text shall be indented at 0.4cm, tabbed at 1.5cm and be Arial — 12pt — Black.

Figure 9: Heading 2 Format Detalils.

[ m— 21x| Customize Dutline Numbered List 2x|
umber Format
Indents and Spacing | Line and Page Breaks |11_— I—IOK
Aligriment: M Qutline level: Levelz = Number style: Start at: Cancel
Indentati ~ =
n e: tion - . 1,23 1 Less £
Lefk: .4 cm ial: +
I :IE Special: IBL = Pravious rewiew————————————
Right: 0cm - rane; - = g
Rigl I( 3] J level number: 1. Heating 1
Spacing j‘ Font... 1.1 Heading 2 —
q 9pt = o N
Before: p Line spadng: At umber position 1.11 Heading 3
After: [60t = ISingIe j | = ILeft j algned at: [0.63cm = ‘
Preview
Text position
’7 Indent at:  |1.5cm E‘
123Uk Tecucs Headieg,
Link level to style: IHeadmg 2 'I ™ Legal style numbering
Follow number with: Tab character -I [ Restart numbering after higher list level
Tabs... Cancel ListMum Field list name: Apply changes bo:  |whale list -

o 2 x
£ 21
Fort | Chaacter Spacing | Animation | —
Eank: Fank style: Size: B IParagraph j
[arial [Bold [1z pnced R .
— EE — 3 — Based on: Style for Follawing paragraph:
[rial Alterniative = sl 9 A Normal [ 0 ManTextz |
larial Alternative Symbol 10 —
|Awial Black. Biold Italic 11 TEVIEW
il MT Black = = -
Underline: Color!
ferene) EN D = 11 120 Sub Soction Hasding
Effects
™ Strikethrough ™ shadow ™ Small caps Description
™ Double strikethrough ™ outline ™ all caps Mormal + Bald, {FE) English (United States), Indent: Left 0.4 cm, Space
[ ET=me—" e I~ Hiddon before 9 pt after & pt, Keep with next, Level 2, Outline numbered, Tabs:
CEr e 1.5cm right flush
P
(D= ™ add to kemplate ™ Automatically update
. oK I Cancel Format ™ Shortcut Key. ..
- Arial 1 | |
This is a TrueType Font, This Font will bs used on bath printer and screen, ;
Paragraph E 2=
Defaul... Cancel
Indents and Spacing  Line and Page Breaks |

Pagination
¥ Keep with next
™ Page break before

Tabs 21X

Tab stop posttion:

™ Suppress line numbers

Alignment I™ pon't hyphenate
LS Bl & Left " Decimal
" Center  Bar
 pight
Leader Preview
€ 1 None Lol B
= T s

Tab stops to be cleared:

st | e | ceara |

Tabs.. Cancel
Cancel
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10. Sub-sub-Section Headers

Each sub-sub-section header shall be organised in such a way that the number of pages it
covers is kept to a minimum, (at the writers discretion).

Each section header will be in the STYLE of HEADING 3, (see Figure 9).
HEADING 3 can be modified from ‘Format’ ‘Style’ and selecting Heading 3 -‘Modify’ - ‘Format’.

The Sub-sub-Section text shall be indented at 0.8cm, tabbed at 2cm and be Arial — 10pt — Black
— ALL CAPS.

Figure 10: Heading 3 Format Details.

2lx

Customize Outline Numbered List

Indents and Spacing | Line and Page Breaks

Alignment: M Outline level: Level3

Indentation

Left: 0.8 cm 3‘ Special:

urber Format

Humber style: Start at: Cancel
1,23, - = =

By
Previous
Right: IU o = |(”ﬂ”e) j I = lewel number: 1. Heading 1
Spacing hd Eont... 1.1 Heading 2
oot — — 1.11 Heading 3
Eefore: ol P o .
Line spacing: 4k umber position——————————————————
After: [apt = ISingIe d | = ILeft j Aligned st [1.27em = ‘
Preview
Text position
’7 Indenk at:  [1.9cm 3‘
123Uk Sk Secoon Headiny

Link level to style: Heading 3 ~| I Legal style numbering

Fallov number with: Tabcharacter | ¥ Restart numbering after higher list level
Tabs... Cancel ListMurn field list name: l— Apply changes to: |whole list hd

Fort x|
2lx
Font | Character Spacing I Animation I Style type:
Font: Font styls: Sjza |Paraqraph =
|Ar\al |Eold |10 4 —— N
T Eased on: Shyle Far Following paragraph:
[rial Alternative =i |taic A Normal [ v mantens |
|wial Alternative Symbol 10
(Awial Black Bold Italic 11 Preview
il MT Black Jid|
Underline: Color:
I(HDHE) j Ii Auto j 111 19T SUB-SUB SCCTION HCAD NG
Effects
™ sStrikethrough ™ shadow ™ Small caps Description
™ Double strikethrough I™ outline IV il caps! Mormal + Bold, Al caps, (FE) English (United States), Indent: Left 0.6
I~ Sugerscript ™ Emboss I Hidden cm, Space before & pt after 3 pt, Keep with next, Level 3, Outline
I~ Subscript ™ Engrave numbered, Tabs: 2 cm
Previ
Teview ™ add to template ™ Automatically update
OF I Cancel Format ™ Sharteut Key...
HEADING 3 | o | tor-._|
This is & TrueType Font, This Font will be used an both printer and screen,
Defask.. Concel
Indents and Spacing  Line and Page Breaks |
Pagination
v .
Tabs 21 1 ¥ Keep with next
I™ Keep lines together ™ Page break before
Tah stop position:
Alignment I suppress line numbers
2cm =] X
& Left " Decimal I™ Don't hyphenate
© Center  gar
" Right
Leader ———
& | Hone e Preview
=l 2, 4
g
Tab stops ko be deared:
Set I Clear I Clear all |
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11. Table Of Contents — TOC (page 2)

Page 2 will contain the Table Of Contents (TOC) followed by a Table of Tables followed by a
Table of Figures. Depending on the size of the document this may overflow onto page 3.

11.1 Contents Header

The Contents Title shall be Arial — 12pt — Bold — indented at Ocm. This will be followed by a
single line spaced at 12pt.

11.2 TOC Format

Style 2 21x
Styles: Paragraph preview Skyles: Paragraph preview
I | Yoot =
NTOCE grnas g, o s
1 T0C3 N1 T0C3
1 70C 4 1 T0C 4
NTOCS L pelag
1 T0C6 NT0C 6
N1 T0C7 NTOC7F
NTOCE : L pelag:] .
g Toc D Character preview 9 TOCS Character preview
I 1. J— A Arial |
Drescription Description
1 Mormal + Font: 9 pt, Bold, (FE) English {United States), ~1 Mormal + Fonk: 9 pt, English {United States), Indent:
Automatically update Left 0.5 cm, Automatically update
e Delete | Mew. .. | Modify... | Delete |
Apply | Cancel | Apply Cancel |

NOTE:- The settings can be changed to match the description by pressing the Modify... button.

2l
Skyles: Paragraph preview
70C1 =l
Index and Tables 2x -

Index ) | Table of Figures | Table of Autharities I
Forrnats: e | o I

Heading 1 1|~
Classic Heading 2 .. .3 Cancel | Character preview
Distinckive Heading 5

Modern Options. .. |
Simple Modiy... |

[+ show page numbers

¥ Right align page numbers Tableader:  |....... vl

Descripkion
71 Mormal + Fonk: 9 pt, Indent: Left 0.71 cm, Tabs:Mot
at 1.& cm, Automatically update

Mew... | Modify... | Delete |

Apply Cancel |

NOTE:- The headings can be changed to match the preview pane by pressing the Options..
button.

The finished TOC should look like:-

G TR o 1T T 1Y 5
B 70 R == Vo = 5
e 700 R o =T Vo 1= S PPN 6

©Money Controls 2004. All rights reserved.
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11.3 Table of Figures / Tables Header

The Figures and Tables Title shall be the style of ManText set to Arial — 12pt — Bold —
indented at Ocm. This will be followed by a single line spaced at 12pt.

11.4 Table of Figures / Tables Format

Change the font size to 9pt by pressing Modify \ Modify \ Format \ Font.

21|
Index I Table of Contents Table of Authorities I
Caption |abel: revie o
{none) - Figure 1: Text ;I I—I
Equation Figure 2: Text. Eameel |
b Figure 3: Text.
. Figure 4: Text. .
Formats: X Opkions. .. |
= Figure 5: Text =prone
C!as_sic ] Modify. .. |
Distinckive =
Centered ;I
W show page numbers V' Include label and number
v Right align page numbers Tab leader: I ....... vl
The style should now look like this:-
21|
Shyles: Paragraph preview
-
e
ety
Character preview
Arial
Descripkion
ﬂ Mormal + Fonk: 9 pt, Indent: Hanging 0.71 cm
Mewy Delete |
Apply Cancel |

©Money Controls 2004. All rights reserved.
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12. Diary Of Changes Page Format (page 3)

Following the TOC page/s will be the Diary Of Changes (DOC). The DOC will be in the
following format:-

Date of Issue

Style ‘Header 1 Arial, 10pt, Black
/ 10pt Line Spacing
1. Diary Of Changes ~
Tab 1CM —B> |SSUE 2.0 ... November 2001
Tab 2.5cm ———p » Description of change 1.
> Description of change 2. \
T v\ ............. Arial, 10pt, Black
New Issue Level Description
Arial, 10pt, Black Bullet Style Arial, 10pt, Black

Style of Issue will be ManText1.
Style of Change will be Byline.

Diary of Changes is a full page.

13. Introduction (page 4)

This page is optional. If used it should either be to discuss the scope of the manual or to give a
description of the product or both.

©Money Controls 2004. All rights reserved.
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14. Main Body Layout

A single empty line between either the Section header or the Sub-Section header is optional. If
there is room on the page then an empty line should be used.

Paragraph

Indents and Spacing | Line and Page Breaks

Text under a main heading shall be ManText1. 2

Arial 10pt, Normal, Justified, Indented at 1cm. Algwent  [WSTEEMET]  Quinelevel [aoytedt 7]
Indentation
Left: L cm 3‘ Sperial: By
Reight: |D cm ﬁ I(nnne) j I ﬂ
Spacing
Before: 0pt = Line spacing: Ak
After: IU pt ﬁ ISing\e j I ﬁ
Preview
b Tevanat Trsiane. Tesdanel
i Todmng Tomnge T

Tabs... O I Cancel |

Text under a Sub-heading shall be ManText2.

Indents and Spacing | Line and Page Breaks

3 . Aligrment: m Outline level: ILe\,-B|1 -
Arial 10pt, Normal, Justified, Indented at 1.5cm. et ation
Left: |1'5 cm 5‘ Special: By
Right: IEI £ ﬂ I(none) d I ﬂ
Spacing
Biefore: opt 5 Line spacing: Ak
After: Jor = ISingIE BN =
Freviem
Sasple TemSawple TemSasgle TemSesgle TenSasple TemSueple
Texmaple TemSample TewSample  TexCEaple  TemSampl
Tewmmple TemSample TewSample  TexCaple  TemSample
Tewmmple TemSample TewSample  Texmaple  TemSample
Tanagle Tespie TeR

Tabs... O I Cancel I
Text under a Sub-sub-heading shall be ManText3. 2|

Indents and Spacing | Line and Page Breaks

Arial 10pt, Normal, Justified, Indented at 2cm. dgment:  [UEETEMEL]  winelvel  [ovl1 <]
Indentation
Left: Zam 3‘ Sperial: By
Reight: |D cm ﬁ I(nnne) j I ﬂ
Spacing
Before: 0pt = Line spacing: Ak
After: IUpt ﬁ ISing\e j I ﬁ
Preview
Sassgle TemSasple Temasgle TemSusple TerGugle TemSauspls
TemSasgle Temasgle Temaspls TemSusple TemSausple
TemSasgle TemTasgle Temfasple TemSusple TemSausple
TemSasgle Temasgle Temfaspls TemSusple TemSasple
Temtample TemSample Tert

Cancel |

Tabs... O I

Diagrams shall either be drawn in Corel Draw or imported into Corel Draw and saved separately
before being imported into the document unless screen captures are being displayed.
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14.1 Bullet Points
Bullet points shall be in the format “>»” and indented at 2.5cm. Set Bullet to this style.

Modify Style 2]
Hame: Shyle type:

IParagraph j
Based on: Style for Following paragraph:

|9 normal KRS =

Preview

Description
Mormal + Indent: Left 2,5 cmHanging 0.63 cm Justified, Bullsted,
Tabs: 0.63 cm, Mot at 1.8 cm

I™ add to template I™ Automatically update

QK I Cancel I Format * I Shartcut Key...

14.2 Notes
Notes shall be style of Heading 9 - Arial 10pt Black Bold — Italic — Underline — indented at
Ocm.
e.g.

Note:- This is the standard note format.

If the note is critical then it shall be Arial 10pt Red — Bold — Italic — Underline — indented at
Ocm.

e.g.
Note:- This is the critical note format.

14.3 Contents

The main contents of the manual should be placed in the following order:-

Dimensions of product and front plates etc.

Description of how the product works including description of connector details.
Description of options.

MechTool (if available) — If MechTool is considered too big, a separate manual
can be written.

Label details.

Order specification explanation.

cctalk (if available).

Servicing.

Fault finding.

Electrical specifications (including EMC eftc).

Mechanical specifications (including UL ratings for plastic and PCB).
Appendices.

VVVVVVYVYVY VVVY
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14.4 Figures Format

Figures will be displayed in such a size that all the information is readable. The caption
“Figure” shall be in the style of ‘Caption’, see Figure 11. This is achieved from Insert \
Caption and selecting Figure. The location of the caption will be above the Figure and will
also contain a description of the figure being shown.
If due to lack of space the caption ‘Figure’ will not fit into the designated position, then
‘Figure’ can be inserted into a text box and placed in a convenient location near to the figure.

A cross-reference to this figure is optional if the reference is on the same page.

reference to the figure from another page shall be in the form shown in section 14.6. This
will enable readers to hyperlink to referenced figures.

The cross-reference window is accessed from Insert \ Cross-reference see Figure 12.

Figure 11: Caption Style.

Shyles:

Paragraph preview

21|

1] Body Text

1l Body Text 2

1] Body Text 3

1 Body Text Indent

1] Body Text Indent 2

1l Body Text Indent 3
¥ 9] Bvline

¥ & Defaulk Paragraph Font
1l Document Map
1l Footer
a Footnote Reference
1l Footnote Text
1l Header
1 Heading 1

Lisk:

ISters in use

Character preview

Arial

Descripkion

Mormal + Font: 12 pt, Italic, Space before 6 pt after 6

pk

Organizer. .. | Mew... | Modify... | Delete |
Apply I Cancel |
Figure 12: Cross-reference Details
Reference bype: Insert reference to:
IFigure j IOnIy label and number j

¥ Insert as byperlink
For which caption:

Figure 1: Portrait Margin Settings, ;I
Figure 2: Portrait Paper Size Settings.
Figure 3! First Page Header.
Figure 4 Title Formatting details,
Figure 5: Standard Page Footers,
Figure 6: Header 1 Format Details,
Figure 7: Header 2 Format Details.
i : Caption Skyvle,
_ ference Details

Inserk I

™ Include sbovehelow

Cancel

©Money Controls 2004. All rights reserved.
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14.5 Tables Format

Tables will be displayed in such a size that all the information is readable.
“Table” shall be in the style of ‘Caption’, see Figure 11. This is achieved from Insert \
Caption and selecting Table. The location of the caption will be above the Table and will

also contain a description of the table being shown.

If due to lack of space the caption ‘Table’ will not fit into the designated position, then ‘Table’

can be inserted into a text box and placed in a convenient location near to the table.

A cross-reference to this table is optional if the reference is on the same page. Reference to
the table from another page shall be in the form shown in section 14.6. This will enable

readers to hyperlink to referenced tables.

Table 1: Table Layout.

Title 1 Title 2 Title 3
Line value 1 | Description la Description 1b
Line value 2 | Description 2a Description 2b
Line value 3 | Description 3a Description 3b

Line value 4

Description 4a

Description 4b

Line value 5

Description 5a

Description 5b

Line value 6

Description 6a

Description 6b

All table titles should be shaded 15% grey.
All tables shall be ‘TableText’ Style. Arial — 10pt — Black — No Tab — No Indent.
Titles should be Bold.

Titles can be 12pt.

Line values should be Bold.
This style should be saved in TableText.

14.6

Shall be in the style shown:-

Modify Style

Hame:

Hyperlinks (cross-references)

Style type:

2]

IHyperhnk]

Based on:

ICharacter

Style for Following paragraph:

B

[ a efault Paragraph Fort =] |

=

Preview

Description

Default Paragraph Font + Font: Arial, 10 pt, Underling, Blue

I™ add to template

e ]

I™ Automatically update

Cancel I

Format * I Shartcut Key...

©Money Controls 2004. All rights reserved.
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15. Issuing a Technical Services Procedure (TSP)

1.

10.

11.

After completing the manual, it must now be checked by the people involved in developing
the product. The issue level at this stage will be A.0

If no amendments are needed and it is ready for issuing change the issue level to 1.0. Go
to 4.

Make the necessary amendments, up-issue to B.0 and have re-checked. Go to 2.
Print the manual to the Adobe Distiller Printer.
See Addendum A for Printer and Distiller settings.

Save the original Word document on the network drive:- CoinUK \ Commercial \ MANUAL
MASTERS \ MASTER DOCS in the format TSPxxx Manual Title Vx.0

Save the .pdf document in the directory :- CoinUK \ Commercial \ MANUAL MASTERS \
pdf s in the format TSPxxx Manual Title Vx.0. Make a copy of the .pdf and place in the
relevant product directory.

If there is an older version already in existence, move the *.doc Master to the obsolete
folder and delete both the *.pdf’s.

Complete a document change note (obtained from System Engineering), to be signed by
the Technical Services Manager.

Complete and Up-issue the document TSPO001.doc (found in CoinUK \ Commercial \
MANUAL MASTERS \ QA Change Notes), to be signed by the Technical Services
Manager.

Distribute the Technical Manual (in .pdf SECURE format) to MCL Subsidiaries.

©Money Controls 2004. All rights reserved.
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16. Addendum A

16.1 Acrobat Distiller Defaults

Open Acrobat Distiller and set the following Job options (CTRL+J) and save as Tech
Manuals.

Figure 13: Adobe Distiller Settings. TochHanuals _Job Options

General  Compression IFDnts | Calor |Advamced|
Ok

— Colar Bitmap Imag

x|
¥ ;ﬁasampling' IBicubic Crownzampling at j IEUU dpi Save As.

W Compression: IAutDmalic ﬂ Cancel
Quality: IHigh j
TechManuals - Job Options ﬂ rBEyEE e iR
v R ling: ic:Lbi i A IBUD dpi
General CDmDIeSS\Dnl Fonts | Caolar | Advamcedl Az IBICUbIC Dounsanplng o J ’
- W Compression: [ Avtomatic =l
Compatiilty: [Acrobat 4.0 - Save As. (el [High =l
I™ ASCI Format Cancel i~ Monochrome Bitmap Imag

Icd {Dptirnize FDE
™ Generate Thumbnails

Resolution W dpi
Binding; Ih I~ Compress Text and Line Art

¥ Resampling IBicubic Dowrsampling at ﬂ IBUU dpi

I Compression:  [CCITT Group 4 =l

TechManuals - Job Dptions x|
General | Compression | Fonts  Colar |Advamced|
r~ Conwersion
Save As..
" Tag Everything for Color Mamt (o coresrsion)
€ Tag Only Images for Color Mamt [ho conversion) Cancel

" Convert &l Colors to sRGE

[~ Assumed Profil

Gray: INone j

TechManuals - Job Options x| RGE I P38 [ECE1966.2 1 J
BGE: | -2, <

Genela\l Compression  Fonts | Calor | Advamcedl CMYE: IAdubs MK j

¥ Subset Al Embedded Fonts Below: 100 % - Option.
m ¥ Preserve Dverprint Settings
‘when Embedding Eails: Warn and Continue b

~Embedding ¥ Preserve Transfer Functions

IEESE 14 Fonts 'l Ahaps Embed ™ Preserve Halftone Information
Courier =] =l

Courier-Bold

Courier-BoldObligue ﬂ

Courier-Oblique

Helvetica

Helvetica-Bold LI

Helvetica-BoldDblique

Helvetica-Oblique Mever Embed:

Sprbal ﬁ

T -Bold

Tmzz-ledlta\ic J General | Compression | Fonts | Color ~ Advanced
>,

Cancel | ¥ Preserve Under Color Removal and Black Generation Settings

TechManuals - Job Options

Times-ltalic 0K

Times-Roman - Dption:

x|
ZapiDingbats =l Save A
W llow PostSeript file to Overde Job Options =

[
fidld e, Bemove I W Preserve Level 2 copypage Semarlios Cancel
¥ Save Portable Job Ticket inside PDF file

— Document Structuring Conventions [DSC)
¥ Process DSC Comments
¥ Log DSC wWarnings
V¥ Resize Page and Center Artwork for EPS Files
¥ Preserve EPS Infamation from DSC
V¥ Preserve OP| Comments

¥ Preserve Document Information from DSC

— Default Page Si

Width: |2T 1} Uits: IEent\meters =
Height: IE? 95
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16.2 Acrobat Distiller Security Settings
Select {Settings}, {Security} (CTRL+S) to set the security as follows:-

Figure 14: Adobe Distiller Security Settings.

Acrobat Distiller -8l x|
File  Settings  Help
Job Optionz: | Techid anuals j Acrobat Distiller - Security 1 5'
Compatibility:  &crobat 4.0 — Password
.
File: none DOpen Document; |

Sizex

Cancel |
) Cancelllob | LChange Security: Idamion
Source: —

[ Frogre :> ~Da Nat Al
Status:  Ready ¥ o

L1 :
[ [V Changing the Document
[V Selecting Text and Graphics
¥ &dding or Changing Notes or Form Fields

Acrobat Distiller 4.05 =]
Started: 08 November 2001 at 16:14

Adobe PostScript software verzion: 3010106
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16.3 Acrobat Distiller Printer Defaults

Select {Start}, {Settings}, {Printers}.
Right Click Acrobat Distiller Printer icon.
Set the default settings as shown below.

Acrobat Distiller Properties

2]

Graphics I Fonts | Device Options I PostScript | ‘Watermarks |
General | Details | Color Management | Sharing Faper

. Custom-Defined Size x|
Paper size:  Techbanual [209.9 = 279.4 mm)

D Paper hame: |Tec:hManuaI
D ua b — Units—————

il A3 Ad Bec WOE| Custom p+  Custom |:|+> “wdidth: |2[IEI 9 _Ij [25.4 ... 3275.E] € Inches
i~ Orientation Length: IZ?H 4 _Ij [25.4 . 3276.6]

& % Paorrait Adobe

" Landscape [~ | Botated Online

I Tiansverse
Paper offsets ielative to media feed direction
Paper source: I OnlyOne ;I

Qffset perpendicular to feed direction: ID u] _I: [0.0... 3276.6]
Offset parallel ta feed direction: ID 1] _Ij [0.0... 3276.6]

ak I Cancel | Help
Press \
Custom... |

Marging... | Abaout... | Help |F|estnregefaults|

Ok I Cancel | Apply |

| Restore Defaults

Set the resolution to 600dpi

Acrobat Distiller Properties x|
General | Detailz I Color Management | Sharing I Paper I
Graphics | Fonts | Device Options I PostScript | ‘Watermarks
Besolution: I G00dpi ;I
— Special

I Prirt as a negative image

— Paper handling

Layout: I'Irup < l

1 ¥ | Frint page border

Scaling |1 on _I:jl %

Help | Restore Defaults |

Ok I Cancel | Apply |

Press <Apply>.

ALL OTHER SETTINGS REMAIN AS DEFAULT.
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This manual is intended only to assist the reader in the use of this product and
therefore Money Controls shall not be liable for any loss or damage whatsoever
arising form the use of any information or particulars in, or any incorrect use of the

product. Money Controls reserve the right to change product specifications on any
item without prior notice.
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