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1. Purpose of the procedure:

This procedure describes how to generate and uptade documents within EAu4ALL project.

2. Procedure: Description of each step:
1. Select the appropriate document template (please see table below).
2. Rename it by using this format:

EdudALL_WP#_type_ldentifier/title_version.extension

where
- WP#: indicates the WP number (#: 1-5);
- type: is a character indicating the type of document:
Type of document Suggested template
(see “Templates/General documentation
templates/Consolidated/Final versions” folder)
D = Deliverable Edud4ALL_WP3_D3.1.1.docx
R = Report Edud4ALL_WP3_D3.1.2.docx
Q = Questionnaire EdudALL_WP3_D3.1.3.docx
M = Minutes of Meeting EdudALL_WP3_D3.1.4.docx

PP = Presentation (PowerPoint) Edud4ALL_WP3_D3.1.5.pptx

E = Excel file EdudALL WP3_D3.1.6.xlsx

P = Procedure EdudALL_WP3_D3.1.7.docx
T = Training/Teaching material Edud4ALL_WP3_D3.1.1.docx,
(courses)

EdudALL_ WP3 D3.1.5.pptx, or

EdudALL_ WP3_D3.1.6.xIsx

S = Service/Product Edu4ALL WP3_D3.1.1.docx or

Edu4ALL_WP3_D3.1.2.docx

A = Assignment Edu4ALL WP3_D3.1.1.docx or

Edu4ALL_WP3_D3.1.2.docx
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O = Others It depends

- Identifier/title: If a Deliverable, an alphanumeric code up to six characters to
identify each document (e.g. D4.1 for Deliverable 1 in WP4). Otherwise, this code is
not needed and a title is used instead.

- version: Please see Step 3.

- extension: .docx for MS Word™, .pptx for MS Power Point™, .xlsx for MS Excel™,
.pdf for final versions.

3. In draft versions, number the versions with 0.1, 0.2, ... in order to be distinguished
from the released versions which are numbered with 1, 2, ....

4., Fulfill the document.

5. When completed, please determine whether certain parts of the template have to
be deleted because they are not needed (List of Tables / List of figures / List of acronyms / ...).

It is important to keep all the versions of the documents in the common collaboration space. If
another version of a document that already exists is created, it must be saved as a new
version, rather than modifying the one that already exists.
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