How to make a job aid, Job Aid:
General guidelines:

Be as specific as possible. A job aid should walk a person through a procedure step by step in a way that there is absolutely no possibility a person can be confused.

Use numbers to separate steps. It will provide some structure

Use print screens when explaining something difficult. You can easily show a certain button someone needs to push by taking a print screen and adding an arrow. (This will be explained further below.)

Jazz things up. Use different fonts and add some color. It will help hold people’s attention. Just make sure it doesn’t distract from the function of the job aid.

Now onto the job aid:

1. Open Microsoft Word.

2. Type the title of your job aid at the top of the document and then begin the meat of the job aid by starting the numbering.
3. Provide a step by step procedure, using the numbering, that will be impossible not to follow correctly. (Think instruction manual for building something from the store.)

a. This step is the key. DO NOT leave out any steps or it provides an opportunity for people to be confused.

4. If you need to direct people to use certain features within Microsoft Word, you may want to consider using a print screen. There is a Print Screen button on your keyboard. Simply press the Print Screen button and it will take a snapshot of everything on your computer screen at that moment. You may then go to Edit ( Paste or hit Ctrl V to paste the print screen into the Word document. (See the attached, “How to Use Print Screen” job aid for more detail.)

5. If using pictures or print screens, coordinate them so the picture will match up with the step. If Step 4 is describing the picture, the picture should be next to, or directly following Step 4. Do not refer people to the end of the document for print screens or other diagrams.

6. At the end of the job aid, let people know that they are done. The last step should finalize everything so people know that they have completed every step.

7. And that’s all there is to it!

Print Screen Job Aid
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To get the image out of memory enter either a program to edit pictures or a word
processor, examples: Adobe Photoshop, MS Paint, Microsoft Word, et cetera. Then you
simply Paste the image into your program. To paste the contents of the clipboard into any
program in Windows hold CTRL +V, or go to the Edit menu on the toolbar and dlick on
Paste.
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Print Screen Job Aid

Print Screen is used when the user wants to capture the exact image that is
displayed on the computer screen. Contrary to some opinion pressing the Print Screen
button does not actually print the screen, but instead puts an image into the computers
memory, similar to taking a picture. The memory is called the clipboard. The Print
Sereen key is located on the top right corner of your keyboard, next to the Seroll Lock.
key and the F12 key.
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Print Screen is used when the user wants to capture the exact image that is displayed on the computer screen.  Contrary to some opinion pressing the Print Screen button does not actually print the screen, but instead puts an image into the computers memory, similar to taking a picture.  The memory is called the clipboard.  The Print Screen key is located on the top right corner of your keyboard, next to the Scroll Lock key and the F12 key. [image: image5.png]4 How to Make a Job Aid Job Aid - Microsoft Word CEEX)
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To get the image out of memory enter either a program to edit pictures or a word processor; examples: Adobe Photoshop, MS Paint, Microsoft Word, et cetera.  Then you simply Paste the image into your program.  To paste the contents of the clipboard into any program in Windows hold CTRL + V, or go to the Edit menu on the toolbar and click on Paste.



How to Edit Pictures (Print Screens)
Cropping an Image:

1. When you use Print Screens, you end up with a picture of everything on your computer screen. That includes the window that Microsoft Word is in. This area is unnecessary and just gets in the way. We just want the actual document.
2. To crop the image (cut the unwanted area), we need to use the Picture toolbar. Simply right click on the picture and go to “Show Picture Toolbar”, if it doesn’t show up by itself.

3. The toolbar that shows up should look very similar to this.


4. To crop the image, click this button.

5. After selecting the Crop button, click the corner of the print screen and you can drag the image until the unwanted area is gone. It’s very similar to resizing an image. After cropping, you may also want to resize the image. That is how I was able to get the Picture Toolbar so large on the screen. It is simply a Print Screen that I cropped everything else out of, and then resized the image so it was larger.

Adding Arrows and Such

1. Arrows pointing to and circles around certain components of print screens can be very beneficial in explaining a procedure.

2. If you want to highlight a certain button on a toolbar or a certain option of a drop down menu on the Print Screen, just use an arrow or circle. 

3. Click either the arrow or the circle on the Drawing Toolbar.
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4. After clicking either button, simply click anywhere on the page and drag until you see the arrow or the circle. You can then move each object to the desired location.
5. That’s all folks.
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The Print Screen key has this printed on it:





This is the location of Paste in Microsoft Word.








