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JobTracker Help System (Excerpts) 

Introduction 

This document features excerpts from a help system I created for JobTracker, a intranet 

Web application. It also describes challenges I faced and explains my solutions to those 

challenges. Note: The excerpts have been edited slightly to remove sensitive company 

information. 

Product Description 

JobTracker is an intranet application custom-built by and for EarthLink’s interface design 

group. Employees use JobTracker to schedule jobs, assign tasks to employees, track the 

progress of projects, and post deliverables. 

Target Audience 

The primary audience is technical writers, interface designers, and graphic artists. 

Therefore, users’ general technical knowledge and experience is assumed to be high, 

although some users may not have prior experience with job-tracking applications 

specifically. 

 

The secondary audience is product managers, project managers, and developers who 

want to download UI deliverables. 

Help Objectives 

As succinctly as possible, the help system had to convey how data is organized in the 

system and how users could access and modify it. 

My Contribution 

The help system was in a very preliminary state when I was assigned to complete it. 

Another writer had begun work on it before being moved to another project. I revised and 

reorganized the existing topics and fleshed out the remainder of the help system by 

writing new topics. I used RoboHelp to format and build the final WebHelp system for 

delivery to the engineering team. 

 



Dinos Lambropoulos 

Technical Writer 

 www.dinoswrites.com 

Page 2 of 5 

Excerpts 

Main Help Window 

JobTracker’s main help window (Figure 1) opens with a table of contents and default 

introductory topic. 

• The Challenge: I wanted users to understand the hierarchy that JobTracker uses 

to store data, which is important to being able to use the application effectively.  

• My Solution: As shown in the table of contents, I organized the help system to 

mirror this data hierarchy (Project > Job > Task).  

 
Figure 1 - JobTracker Help welcome topic. 
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Table of Contents 

The help system’s table of contents (Figure 2) reflects the data hierarchy of the 

application itself.   

• The Challenge: Having decided on my method of organizing help content, I 

needed a logical method to organize the topics under each book so that users 

could find the information they need quickly. 

• My Solution:  I strove for parallelism in the table of contents, making sure that 

the Project, Job, and Task sections each began with the same group of topics 

arranged in the same order: “Introduction, ” “Status,” “Adding,” and “Viewing 

and Editing.” 

 
Figure 2 - Parallelism of topics 

within the table of contents. 
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How JobTracker is Organized 

A dedicated topic (Figure 3) explicitly describes the application’s data hierarchy.   

• The Challenge: I wanted to make sure that users not only understood but also 

could visualize the data hierarchy, further reinforcing their understanding of this 

fundamental concept. 

• My Solution: I created a clear, simple illustration to help users picture the 

hierarchy.  
 

Figure 3 - Illustration used to depict JobTracker’s data hierarchy. 
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Adding a Task to a Job 

Like many other topics, “Adding a Task to a Job” (Figure 4) not only includes step-by-

step instructions, but also includes information about the administrative rights needed to 

complete them.   

• The Challenge: JobTracker has several user levels (admin, user, and guest). I 

needed a consistent way to label topics so that readers could determine 

immediately whether they could perform the task described. 

• My Solution: I created boxed notes and placed them in a prominent position at 

the beginning of every topic that describes a restricted procedure.   

 
Figure 4 - Educating users about user levels. 

 

 


