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Introduction

ManuTrak is an application used by Halliburton to develop and present high quality technical conference
papers, technical journal articles, and related information to our customers. This application is for
company use only.

For additional information about the technical paper processes, awards policies, and other technical
paper information, see the Technical Paper Review Board web site at [internal address omitted].

Access to ManuTrak
ManuTrak is a web-deployed application. After users are granted access to ManuTrak by the Technical
Publications group, they can access the application at [internal address omitted].

ManuTrak User Roles

All ManuTrak users are assigned roles, depending on the functions that they need for their work; the
interface that the application displays varies in accordance with the assigned role. This manual provides
information for the user role functions of ManuTrak.

ManuTrak uses seven defined user roles:

Author
Tech Writer
Approver
Marketing
Chair

Core

Admin

Nouswn e

For questions about your user role or to set up your user role, contact your Technical Publications group:
e Houston - [internal address omitted]
e Duncan - [internal address omitted]
e Carrollton - [internal address omitted]

About this Manual

The ManuTrak User Guide is designed to serve as training material for new users and to provide
reference for experienced users. It is structured around the user roles available in the application, and
provides a step-by-step guide to the use of the application. New ManuTrak users should review the
section of the manual that refers to their assigned role to become familiar with the screens within that
function and with the types of information that they will need to complete these screens. The manual
also includes documentation about several short-cuts available within the application, which may be
helpful to all users.

This user guide uses several typographical conventions in the description of the application interface
features and functions. Names of buttons and menu selections in the application are indicated in a bold
font (Save Author button), screen names and tab names are indicated in a bold italic font (New Abstract
screen), and field names are indicated in an italic font (Classification field).
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The user guide also uses numbered steps to indicate actions performed by the user. The response of
ManuTrak to those actions is included below the steps, but is not numbered. This convention should
enable users to easily differentiate between their required actions and the response of the application.

Notes are also included throughout the manual where users may benefit from additional information or
clarification about the types of entries needed. This content is located below the step associated with it,
and is indicated as Note: [followed by additional information].
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