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Getting Started Guide

Use this template to quick onboarding for new [product] users.

Template Metadata
Field Details
Category Product
Owner [Team or owner]

Version
Effective Date
Review Cycle

Status

Welcome

[Version number]
[Date]
[Monthly / Quarterly [ Annual / Event-based]

[Draft / In Review [ Approved]

Brief, motivating introduction.

Item

[Item or
requirement]

[Item or
requirement]

Notes

Details Owner

[Describe the relevant detail, evidence, or [Owner]
decision]

[Describe the relevant detail, evidence, or [Owner]
decision]

Status

[Open /
Complete]

[Open/
Complete]

[Add context, assumptions, exceptions, evidence links, screenshots, calculations, or reviewer

comments.]
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Quick Setup

5-minute setup steps to get running immediately.

Item Details Owner
[Item or [Describe the relevant detail, evidence, or [Owner]
requirement] decision]
[Item or [Describe the relevant detail, evidence, or [Owner]
requirement] decision]

Notes

Status

[Open /
Complete]

[Open/
Complete]

[Add context, assumptions, exceptions, evidence links, screenshots, calculations, or reviewer

comments.]

Your First Task

Guided walkthrough of one complete task to build confidence.

Item Details Owner
[Item or [Describe the relevant detail, evidence, or [Owner]
requirement] decision]
[Item or [Describe the relevant detail, evidence, or [Owner]
requirement] decision]

Notes

Status

[Open /
Complete]

[Open /
Complete]

[Add context, assumptions, exceptions, evidence links, screenshots, calculations, or reviewer

comments.]

Key Concepts

4-5 essential concepts explained simply.
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Item

[Item or
requirement]

[Item or
requirement]

Notes

Getting Started Guide

Details

[Describe the relevant detail, evidence, or
decision]

[Describe the relevant detail, evidence, or
decision]

Owner Status

[Owner] [Open/
Complete]

[Owner] [Open/
Complete]

[Add context, assumptions, exceptions, evidence links, screenshots, calculations, or reviewer

comments.]

Next Steps

Links to deeper guides and resources. Keep it short and focused. The reader should be productive

within 10 minutes.

Item

[Item or
requirement]

[Item or
requirement]

Notes

Details

[Describe the relevant detail, evidence, or

decision]

[Describe the relevant detail, evidence, or

decision]

Owner Status

[Owner] [Open/
Complete]

[Owner] [Open/

Complete]

[Add context, assumptions, exceptions, evidence links, screenshots, calculations, or reviewer

comments.]

Review and Signoff

Document review conclusions, approvals, unresolved items, and next review date.

Role

Preparer

Reviewer

Name Date
[Name] [Date]
[Name] [Date]
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Role Name Date Notes

Approver [Name] [Date] [Notes]
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