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Copyright / Disclaimer
The images used in this template are copyright of their respective owners and cannot be sold, rented or leased without permission from their owners. 

This Word document is offered ‘as is’ and the owners accept no responsibility for its performance. 
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1. How to use this template 

You can easily customize this manual by adding information about your company, such as your vacation policy, insurance policy, etc.  We’ve included suggestions and examples to give you additional information and help you determine your company’s policies.   

The comments in [brackets] are prompts for you to customize the Employee Manual for your company.  As you insert your company's information, delete the brackets.  

The italicized comments in blue are instructions for you while customizing the document. Delete the italicized comments and parentheses before distributing the Manual to your employees.  

You can modify your handbook by deleting sections that are not relevant or cross-referencing sections that appear in different chapters. 

Certain policies, for example Employment at Will, have been entered in more than one chapter as its content may apply to both sections.   

1.1. How to add your logo to the cover page

To add your logo to the cover page: 

1. Go to the cover page and click on the Klariti logo.

2. Press Delete. This removes the logo. The next step is to add your logo.

3. Click Insert, Picture, and then From File.

4. Find your image file and click Insert. 

Tip: To adjust the size, layout, and position of the image, right-click on the image and select Format Picture.

1.2. How to change [COMPANY] to the your company name 

Replace the word [COMPANY] with the name of your organization. To do this in Word: 

1. Click Edit, Replace.

2. Enter [COMPANY] in the Find what: field. 

3. Enter your company name in the Replace with: field. 

4. Select Match case in the search options. 

5. Click Replace All.  
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1.3. How to add your logo to the header

To add your logo to the header: 

1. Double-click in the header area. You can also go View, Header and Footer is you wish.

2. Select the logo and press Delete. This removes the logo. The next step is to add your logo.

3. Click Insert, Picture, and then From File.
4. Find your image file and click Insert. 

1.4. Updating the Table of Contents

To update the table of contents:

· Right-click on the Table of Contents 

· Select Update Field, click Update entire table and click OK.
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1.5. Adding Notes

Use notes to highlight pre-requisites, shortcuts, and other actions that should be highlighted to the user’s attention.
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To add a text note, select the text you want to make into a note. Then, click Note from the styles drop-down menu. 

Note:  Insert your note here. Insert your note here. Insert your note here. Insert your note here. Insert your note here. Insert your note here. Insert your note here

To add a graphical note, click Notes from the styles drop-down menu.

· Insert your note here. Insert your note here. Insert your note here. Insert your note here. Insert your note here. Insert your note here. Insert your note here.

1.6. Adding Warnings

Use warnings to highlight actions that may have a serious impact on the system, for example, when purging data, or may compromise the user’s safety.

Warning: Used to highlight sections where damage to data, systems and/or individuals may occur if instructions are not followed carefully. 

To add a warning, click Warning from the styles drop-down menu.

[image: image4.png]~ Helvetica -9 -





1.7. Adding Comments  

Use the Comments style when adding comments, quotes or other such devices to the text. 

Add comments, Add quotes. Add comments, Add quotes. Add comments, Add quotes. Add comments, Add quotes. Add comments, Add quotes. Add comments, Add quotes. Add comments, Add quotes.

1.8. Bullet Lists  

Select your text and click Bulleted from the styles menu. You can also use the bullet menu on the toolbar as per usual.

· Bullet List

· Bullet List

· Bullet List

1.9. Numbered List  

Select your text and click Numbered List from the styles menu. You can also use the numbered list menu on the toolbar as per usual.

1. Numbered List

2. Numbered List

3. Numbered List

1.10. Sample Tables

You can use the following tables where necessary in your document. 
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