How to [task]
Goal: [One sentence: what you’ll have done when you finish.]
Time needed: About [number] minutes.
Before you start
1. [Something you need, such as a number, a password or a tool]
1. [Something to check first]
Steps
1. [One action, starting with a verb.]
1. [One action, starting with a verb.]
Note: [Something to know about the step above, such as what you’ll see next.]
1. [One action, starting with a verb.]
1. [One action, starting with a verb.]
Check it worked
You’re done when [what you see, get or have].
If you get stuck
Contact [name] at [phone] or [email], [days and times].
