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Tractors, machinery for agriculture and forestry, powered

lawn
Content and presentation

1 Scopée

and garden equipment — Operator's man|

This Intern
tent and p
tors, mac

powered |4
assist man
culture ang

equipment

2 Norm

The follow
through ref
this Internd
the edition

subject to

htional Standard gives guidance for the con-
resentation of operator’'s manuals for trac-
pinery for agriculture and forestry, and
wn and garden equipment. It is intended to
ufacturers of tractors, machinery for agri-
| forestry, and powered lawn and garden
in the production of operator's manual.

ative references

ing standards contain provisions which,
erence in this text, constitute provisions of
tional Standard. At the.time of publication,
s indicated were valid/ All standards are
revision, and parties-to agreements based

on this Inﬁrnational Standard are encouraged to in-

vestigate

editions of

of IEC and
ternational

e possibility_of“applying the most recent
the standards indicated below. Members
ISO maintain registers of currently valid In-
Standards.

ISO 3767-3:1995, “[ractors, machinery
and forestry, powered lawn and garden
Symbols for-eperator controls and oth
Part 3: Symbbls for powered Jawn and
ment.

ISQB3767-4:1993, Tractors, machinery
and forestry, powered lawn and garden
Symbols for operator controls and oth
Part 4: Symbols for forestry machinery.

ISO 3767-5:1992, Tractors, machinery
and forestry, powered lawn and garden
Symbols for operator controls and oth
Part 5: Symbols for manual portable fo

ery.

SO 11684:1995, Tractors, machinery
and forestry, powered lawn and garden
Safety signs and hazard pictorials —
ciples.

3 Definitions

uals —

for agriculture
equipment —
er displays —
garden equip-

for agriculture
equipment —
er displays —

for agriculture
equipment —
or displays —
restry machin-

for agriculture
equipment —
General prin-

ISO 999:1975,/ Documentation — Index of a publi-

cation.

ISO 3767-1:1991, Tractors, machinery for agriculture
and forestry, powered lawn and garden equipment —
Symbols for operator controls and other displays —
Part 1: Common symbols.

ISO 3767-2:1991, Tractors, machinery for agriculture
and forestry, powered lawn and garden equipment —
Symbols for operator controls and other displays —
Part 2: Symbols for agricultural tractors and machin-
ery.

For the purposes of this International Standard, the
following definitions apply.

3.1 left-hand side: Side which is on the left when
an observer is facing in the normal forward direction
of travel of the machine.

3.2 right-hand side: Side which is on the right when
an observer is facing in the normal forward direction
of travel of the machine.
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4 Content of onerator’'s manualg

LERA— R LS ] P rRiviE O nnrReniwae

4.1 ldentification of manual

4.1.1 Any document drafted in accordance with this
International Standard shall be identifiable as the rel-

IIA.—.\.\..AAI i~ A

evant manuatl for a specific machine.

NOTE 1 This requirement can be achieved by including

~F thna 1A ~a
such information as the |dc||l.||.y ot the manuracturer, ma-

chine model, and publication name on the front cover of the
manual.

© SO

readily the machine to which the operator's manual
belongs.

'Y

2
v 5

N
w

Information that enables the operator to locate and
lueﬁ‘ufy' the whereabouts of serial numbers and/or
codes of the major components of the machine, and
any additional information necessary for intial com-
munication with a dealer, shall be provided within the
manual.

A section shall be provided in the manual to record

4.1.2 Each ogerator's manual shall have its own part
number and ddte of issue.

4.1.3 Each publication should identify the following:

atrilkiitAr
ISTNouUtor

— the modelldesignation of the machine;
— the name pr type of publication;

— the part nfimber or publication number by which
the manugl may be ordered;

— the printing or publication date;

— the langugge in which the manual is written.

4.2 Categories of information

4.2.1 The categories of information given in this
International Standard cover the whole range of in,
formation that|the user of a machine is likely to need;
Manuals shall pe organized to present the appropriate
information in ja logical sequence that allows easy ac-
cess by the uspr of the manual.

4.2.2 Operatqr's manuals should give) safety pre-
cautions, controls, and operating ifstructions in the
front portion. The extent of information provided will
depend on the type of machife)and the operator's
needs.

4.2.3 Where|the wofk)involved is complex, pro-
cedures that gre performed only once (for example,
initial set-up off installation) may be detailed in a sepa-
rate publication.

this information, and it shall be completed.at the time
of delivery or installation Figure 1 showsah example

+ifin Af tha + |
of the identification section of the Operau’.‘/' S Mmanuai

provided by a tractor manufacturef.

4.4 Introduction

4.41 The introduction shall stress the imgortance of
the information gjvern’in the manual. Figurg¢ 2 shows
an example of howthis may be done.

4.4.2 The introduction shall explain why the manual
has beenxprovided with the machine. It shdll also pro-
vide thé’reader with any information that w|ll help him
to interpret the manual correctly.

44.3 Each publication should contain a |statement
advising the reader where to get assistange if items
covered in the publication are not understood.

4.4.4 Attention shall be drawn to the yse of the
safety alert symbol to highlight information| about po-
tential safety concerns. Figure 3 shows an g¢xample of
how this may be done.

The safety alert symbol may be either the polid back-

ground version, ISO 11684:1995, figure 5, pr the out-
line version, ISO 11684:1995, figure 7.

45 "Intended use”

This category shall inform the operator off the func-
tions for which the machine is designed and, where

4.3 Machine identification
4.3.1 Model designation and number

This information enables the operator to identify

appropriatedrawattentiomto-ways—rwhich the ma-
chine should not be used. If the machine is designed
for use in association with other machinery, the
information shall state the type of machinery that is
suitable for such use. Figure 4 gives an example of a
manufacturer’s definition of "intended use”.
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Model designation
Model number

® Note the model and serial numbers of your tractor. Always quote these numbers in any communication with your
dealer

Serial numbers"
® Machine serial number
® Engine serial number
® Transmission serial number
® (Cab serial number
Supplier
Date of delivery and installation
Information [about manufacturer and/or importer
& Namg
® Addrdss
® Phon¢ number
Owner or operator

1) ltis extrlemely important to quote the complete serial number group, including all lettets,) or both the maghine and its
relevant cornponents on all warranty claims and correspondence pertaining to this machine. This point cannot be overem-
phasized.

e

Figure 1 — Example of the identification section of the-operator’s manual provides
by a tractor manufacturer

This operatqr's manual should be regarded as part of the machine. Suppliers of both new and second-hand njachines are
advised to retain documentary evidence that this manual was provided with the machine.

Figyre 2 — Example introductory statement stressing the importance of the operator’s manual

A Safety alert symbol

This safety glert symbol indicatés/important safety messages in this manual. When you see this symbol, be aleft to
the possibilify of injury, catefully read the message that follows, and inform other operators.

Figure 3 — Example explanation of the safety alert symbol

This machine is designed solely for use in customary agricultural or similar operations. Use in any other way is considered
as contrary to the intended use. Compliance with and strict adherence to the conditions of operation, service, and repair as
specified by the manufacturer, also constitute essential elements of the intended use.

This machine should be operated, serviced, and repaired only by persons who are familiar with its particular characteristics
and who are acquainted with the relevant safety procedures.

Accident prevention regulations, all other generally recognized regulations on safety and occupational medicine, and all road
traffic regulations must be observed at all times.

Any arbitrary modifications carried out to this machine may relieve the manufacturer of liability for any resulting damage or
injury.

Figure 4 — Example of a manufacturer’s definition of “intended use”
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4.6 Contents

A contents list

shall be provided to identify the main

categories of information in the manual and where

they can be f

ound. The contents list shall be pre-

sented clearly and simply; it shall begin on a right-hand

page. Page nu
category shall

mbers for the beginning of each main
be clearly shown. Figure 5 shows an

example of a contents list.

4.7 Safety notes and warnings

© SO

cleaning;
clearing blockages;
maintenance of the machine;

associated machinery with which it is designed to
work (where appropriate).

It is important also to state the precautions to be
taken to minimize or avoid any hazards.

An example of the hazards and precautions identified
by a tractor manufacturer is given in figure 6. An
example of the hazards and precautions identified by a

4.7.1 Genera Sprayer manutactarer 15 givern i tigare ] 7. These
. ) ) examples are not intended to be exhaustivi lists, but
This category [shall draw the operator’s attention to only as indications of the type of inforfation that may
potential hazargls associated with the following: be included.
— use Safety information should alsé-be includefl in other
— movement: sections of operator's manuals-whenever an operating
procedure may result in_ personal injury or gamage to
— transport; machinery if not observed-carefully.
Example Explanation
[Outer front coper]
® Model number and model designation |dentification of the machine
e Part numbper and issue date of the operator’s For ordering additional or replacement copies of the
manual operator's manual
[Inner front coyer]
® |ntroductipn What the manual is for
® Purpose df the machine What the machine is for
[Next pagel
Contents Page What the manual consists of
Safety notes apd warnings What hazards exist and what safety precaufions
should be taken
Operating infojmation How to use the machine
Accessories arjd attachments How to add and use accessories and attactpments
Maintenance ifstructions How to keep the machine working properhyf and
safely
Storage How to look after the machine when it is nt in use
Handling, reception, transportation, assembly, and in-
stallation How to prepare the machine for use; for|complex
machines, this should be a separate publication
Specifications \What tha machinedsandwhat s ghycicall and per-
formance specifications are
Dismantling and disposal How to take the machine apart and dispose of it
safely; applies only to simple machines
Alphabetical index Where information can be found
Parts lists In most cases, this should be a separate publication

Figure 5 — Example of contents with explanation of each category
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Driving on slopes

Roll-over or overturning
Driving on public roads
Stability

Power take-off

Falls

Runovers

Hitching, towing, and recovery
Lifting

Figu —

and precautions associated with tractor operation

hazards

Chemicals
Personal prptective equipment
Overhead lipes

Clearing bldckages

Minimizing [spray drift

Power taketoff

Hitching
Tractor ballgst

Figulle 7 — Example of the information headings that a manufacturer could include on the hazards

4.7.2 Safety signs

Safety signs that appear on the equipment shall be signs.

reproducefl in legible size in the opefator's manual,

either in the appropriate section of the-text relative to NOTE 2 Refer to ISO 11684 for inform
the point ¢f use, or in the safety-section, or in a sep- signs.

arate saf@ty sign section. Fext’ that explains the
meaning df a safety sign shetld’be included in the op-

erator’s manual if the safety-5ign itself does not con- 4.7.3 Hazards
tain a wriften message2A”safety sign may appear in _ )
more thanlone sectionof the manual. It is essential that any known hazards

Other relpvant.information about safety signs in- classes of persons (such as childre

cludes:

and precautions associated with sprayer operation

— instructions on how to obtain repla

use of the machine, and any restriction

stated. Figure 8 shows an example g
mation provided by a chain-saw manufa

cement safety

htion on safety

relating to the
5 for its use by
n) are clearly
f hazard infor-
cturer.

— information on the focation of each satety sign
on the machine or equipment;

torials.

— instructions on the need to keep safety signs

clear and visible on the equipment;

4.8 Operating information

— instructions to replace safety signs if they are

missing or illegible;

— instructions that new equipment components in-

4.8.1 This category shall provide the

NOTE 3 Refer to ISO 11684 for information on harzard pic-

operator with

logical instructions for the effective operation of the

stalled during repair shall include the current

safety signs specified by the manufacturer and

— general specifications and descript

shall be affixed to the replacement component; chinery or equipment;

machinery. Operating information should include:

ion of the ma-
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— identification of controls and displays by 4.9 Accessories and attachments

means of:
This category shall inform the operator of any choice
of authorized accessories and attachments and how

they affect the safety, operation, and maintenance of
detailed illustrations and explanation of con- the machine.

trols and displays if their purpose, function,
and mode of operation are not readily appar-
ent;

illustrations that identify controls and displays
relative to the operator’s position;

4.10 Maintenance instructions

illustrations and explanations of all symbols 4.10.1 General
used on the machinery or equipment; ‘ o "
) i ) ) This category shall provide information to the operator
— instructions for proper operation of the machinery in-light-of theresourceslikelytobe-available to him.
or equipment; The extent, level, and location of maintgnance is
— troubleshdoting information. dependeqt on thg owner’s maintenance-polficy. Mam-
tenance instructions should be divided into logical
groups appropriate to the machinety; for example,

4.8.2 Where appropriate, the information should be

subdivided. Fiqure 9 shows an example of subhead- — checks, inspections and tests;
ings for operating information provided by the manu- — other routine maintepance tasks;
facturer.

— fault diagnosis and correction.

CAUTION A chain-saw is a demanding tool. It shall only berused by fully trained
operatives or by trainee operatives under the close supervision of a fully trained|person.

Anyone using a chain-saw should be fullysaware of the hazards involved and hoy to
avoid these hazards.

Always wear appropriate personal protection equipment when using a chain-say

=

o Safety helmet
Ear protection
Eye protection
Leg protection
Suitable gloves and boots

A first aid-Kit should be readily available to the operator.

Figure 8 — Example of hazard information provided by a chain-saw manufacturer

e Instrumentsand controls

e Starting and stopping safely

¢ Runningin

e Advice on efficient operation and checks prior to and during operation
o Safety

e Mounting and dismantling of equipment and attachments

¢ Malfunctions and troubleshooting

e Movement of machinery between sites (driving on the road)

Figure 9 — Example of subheadings for operating information provided by the manufacturer
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The manual should be confined to maintenance tasks
within the capability of the operator. Such tasks may
include:

— cleaning;

— clearing blockages;
— replenishment;

— lubrication;

— external visual examination;

ISO 3600:1996(E)

should identify this potential hazard and give instruc-
tions for safe removal of the wheel and its temporary
storage.

4.11 Storage

This category shall provide the operator with instruc-
tions and information, including precautions to be
taken and any tools or special equipment required, to
prepare the machinery for storage. A list of storage
requirements should be provided, including informa-
tion about supplies and services needed, periodic

— simplg tests;

— corredtion of minor deterioration.

The desigper of the machinery should consider the
maintenange work necessary to keep it running “as
designed” [and make a decision as to which informa-
tion is to pe included in the operator's manual and
which infgrmation is more suited to a workshop or
technical npanual.

NOTE 4 THere may be circumstances in which manufac-
turers wish|to give advice on maintenance carried out by
technicians [limited by the available service parts, tools and
skills, including on-the-spot rectification or replacement.

4.10.2 Maintenance schedules

Where majntenance tasks are required to be carried
out at spegific intervals (such as time, distance,run-
ning hourg, completed operations) they should be
summarized in tabular form with further detaijls, if nec-
essary, in the text. Where maintenancestimes vary ac-
cording td individual conditions of._operation (for
example, fhecking and replenishing coolant) this
should be $tated.

4.10.3 Specialized tasks

Where mdintenance tasks require specialist knowl-
edge or resources;~this shall be stated. If any work
carried oufl bycan~unauthorized person would affect
the warrantycon the machinery, it is important that this

inspections, tests, Timitations on storagk life, etc. Pro-
cedures for preparing the machimefy|for use after
storage should also be given.

4.12 Handling, reception, transportation,
assembly, and installation

4.12.1 General

This category{shall contain technical ifformation and
instructions‘for

— handling;

— (reception;

—" transportation;
— assembly;

— installation;

— initial set-up of the machinery (unlgss this will be
carried out by the dealer).

It should also describe machine digassembly for
transport and subsequent reinstallation|in another lo-
cation or different environment.

Information on handling, reception, trangportation, as-
sembly, and installation may be either ¢ontained in a
separate publication or included in the operator's
manual. A separate publication is usually appropriate
for more complex machines.

4.12.2 Reception

be stated.

4.10.4 Details of maintenance work

The instructions for each task should include details of
dismantling and reassembly procedures and identifi-
cation of replacement parts, materials, tools, test
equipment, and services required. It is important that
warnings of possible hazards and information about
safety precautions are given. For example, if a bal-
lasted rear wheel is to be removed from a tractor,
there is a potential stability hazard both during removal
and subsequent temporary storage; the manual

Jnpacking—astruetions—sheottebe—giverr and attention
drawn to any specific points that need care or special
treatment, unless this will be carried out by the dealer.
Lifting points, slings, spreaders, etc. should be speci-
fied.

4.12.3 Transportation

Instructions for preparing the machinery for trans-
portation, including precautions and information about
the tools required, should be included. A list of re-
quirements should be provided and procedures for
preparing the product for use after transportation
should be given.
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4.12.4 Installation

Detailed instructions should be given about the oper-
it to full working condrtron Where necessary refer—
ence should be made to performance specifications
and to acceprance inspecuon and LeSLil"rg r:xtemauy
provided services (such as air, electricity, gas, water,
and fuel) should be specified and methods of connec-
tion detailed. it is important to emphasize any pre-
cautions that must be taken before connecting

services.

© IS0

416 Alphabetical index

A document of more than 32 pages should have an

:\lnhqhahn:i index. The index should conform to the

Qwouvar VUi LU

relevant provisions of ISO 999 and should be placed at
the end of the manual.

4.17 Parts list

4.17.1 Where no separate parts list or catalogue
exrsts a parts Irst shall be |ncluded wrthrn the oper-

4.12.5 Initial Let-up

Procedures for
be detailed in f
bration equipme

the initial set-up of the machine should
LIl. Any special tools or testing and cali-
ent should be listed.

4.12.6 Environment

The required e
storage should

nvironment for handling, installation and
be stated.

4.12.7 Hazards

ll. ID ll Npoi ldll
safety precaut
priate. If applic
chemical or oth

~em lhmmm e A A

Lhat pl:'blllb IIUleb Orl lldeldb dld
ons should be included where appro-
hble, information on fire prevention and
er contamination should be included.

4.13 Specifications

This category 4
technical data
achieve a high
and reliability.
or Internationa

hall include all relevant dimensions-and
necessary to assist the ‘eperator
standard of operational performance
Where applicable, the relevant national
Standards to which the, machine or its

component palfts have been built should be stated.

If two or more
in which their

nical specifica
vided.

machines aredinked to form a system
unctioning is\interdependent, the tech-
ions of thel interface should be pro-

4.14 Disma

ntling and disposal

atorsanua—Wierrmchuded = parts frst—shouid con-
tain sufficient information (such as part\fiymber and
description) for each item so that the(corregt replace-
ment part can be obtained. Sources of supply should
be indicated. Ratings, dimensions, and recognized
standards should be guoted férjitems such as bolts,
nuts, seals, and O-rings.

4.17.2 I"BTIS IISIS SHOUIG IﬂOICE[é IHOSG rearacer’nent
assemblies, subassémblies, and parts Which the
operator is expected to identify. Parts lists [should be
illustrated, where/applicable, or refer to suitable illus-
trations elsewhere, so that each item can Qe located.
If it is impossible or inadvisable to disfnantle an
assembly, or to replace an individual part|of an as-
sembly, the constituent parts should not be |isted.

5 Presentation of operator’s manpals

5.1 General considerations

This clause provides guidance on presentation which
is applicable to operator’'s manuals.

5.1.1 Paper size

Ab format is suitable for most cases, aithoygh 1/3 A4
format is adequate for simpler machinery and equip-
ment. A4 format is recommended for complex ma-
chines to allow coverage with an acceptable number
of pages. A4 format is also suitable for static equip-
ment where there is no storage problem.

This category shall inform the operator of the action to
be taken on the completion of the useful life of the
machine or its parts, with instructions on dismantling
and disposal. It is essential to include warnings of any
hazards and safety precautions to be taken during
dismantling and disposal.

4.15 Warranty

It is important that manufacturers draw the operator's
attention to any actions which may invalidate the
warranty.

NOTES

5 1SO 216[1] specifies A4 (297 mm x 210 mm) and A5
(210 mm x 148 mm) paper sizes.

6 Comparable paper sizes conforming to other standards
or national customary practices may also be used as alter-
natives to sizes specified in ISO 216.

5.1.2 Protection

For initial shipment, the manual should be sealed in-
side a transparent, water- and oil-resistant, plastic
envelope.
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5.1.3 Front cover

The front cover should be made from a stiff, durable
material, and be the same size as the pages of the
manual. A cover of greater stiffness than the pages is
generally appropriate, although a paper cover of the

ISO 3600:1996(E)

5.2.2 Author

The author should be generally conversant with agri-
culture and engineering, but need not be an expert on

the machine in question. He or she should have some

same stiffness as the nages

manuals.

is acceptable for small
acce ol

ITSS GO MGYTO o 1 S

5.1.4 Rear cover

The rear cover should be of the same materlal and

size as the
a pocket in

5.1.5 Bin

Any type
chorage fol
accessed

ide for storage of a separate parts list.

ing

pf binding which provides substantial an-
I the pages, while allowing the text to be
vithout damage, may be used.

5.1.6 Divider leaves

Major subj
convenient
leaves, wh

4 Atbra A

tO attiaCt a

ects or categories of information may be
y indicated for rapid reference by divider
ch may be ordinary card or printed in colour

tention.

5.1.7 Notpes

One or tw(
notes on in

5.2 Pres

blank pages at the back of the manual fer
dividual conditions are always useful.

pntation of the text

5.2.1 General

The manus
which can
Manuals s

I should be writtefin a style and language
be readily understood by the operator.
hall be available in the language of each

knowledge of technical writing principles. It is also

i nnaratad +h
useful if the author has operated the

otherwise familiar with its operation.

5.2.3 Level of text

When developlng the text, it should be

edge of the machine and its operation

5.2.4 Style of text

Text should be brief an
be grouped togethe
should be short andcdire eferences
vals should be SDGCIfIC arag aphs st
and relate to oné)topic only; accepted
grammar and.u$age should be maintaine

'—i—h

Instructions should be positive and giy

marhina |
macnine Or s

assumed that
i prlor KnOW!-

hould be short
standards of
d.

en in the im-

perativey Extensive use of negative statements is not

good, practice psychologically; negatives
fore-be used only sparingly. The active
be” used for descriptive discussion. Fig
examples of positive instructions.

5.2.5 Checking

The draft should be carefully checked f
cal errors, technical accuracy, and ease

ing.

5.3 Typographic design
5.3.1 General

Page layout should be designed for eas

should there-
voice shouid
ire 10 shows

or typographi-
bf understand-

reading. Line

country where the machine is sold. length and type size are interrelated.
Where thg manyfacturer presents instructions con-

currently i) taore than one language, the number of 5.3.2 Paper

Ianguages froutdteTestricted—toattow Tdsy UsE of

the manual. The number of languages to be presented
depends upon the complexity of the machine, i.e. the
more complex the machine, the fewer languages
should be used.

The paper should be good quality white paper that is
sufficiently opaque to prevent information printed on
one side of the sheet from making information printed
on the other side difficult to read.

e Remove the filter body retaining nut.
o Pull off the filter body.
e Remove the element.

Figure 10 — Examples of positive instructions
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5.3.3 Colour

Where coloured paper is used, the contrast between
the paper and the ink should not be appreciably less
than that provided by black ink on white paper. Where
coloured inks are used, consideration should be given
to the relationship with the colour of the paper, the
increased cost, and the effect on methods of repro-
duction.

5.3.4 Reproduction

Reproduction copies should be clean, clear, and dur-

©1SO

5.4.2 Terminology

Terminology should be consistent throughout the ma-
nual. Names and part numbers shall be used con-
sistently in all technical information. For example, a
part termed a “cover” in one place shall not be ter-
med a "plate” in another place.

Terminology from relevant International Standards
(such as 1SO 5681121, ISO 3339-013], and ISO 5395(4])
should be used wherever possible. Technical terms
that require specialized knowledge should be avoided
except where no other terms convey the intended

able. Such codies may be produced by Nthography, by
xerography, by laser printing or by letterpress. Inks
should producg a dense, sharp image.

5.3.5 Type size

Ideally, the type size should be such that the main text
will not be lesg than 10 points.

NOTE 7 For ny common founts, 10 point upper case
letters are apprgximately 2,5 mm to 3 mm in height.

5.3.6 Margi

The margins should be wide enough to allow for bind-
ing. Inner marpins (left-hand on odd-numbered pages,
right-hand on even-numbered pages) should be
10 mm to 15 jnm to allow clear readability when the
bound manual is open. Quter margins {right-hand on
odd-numbered pages, left-hand on even-numbered
pages) should| be sufficient (6 mm to 10 mm) to en-
sure that pag¢ content is not cut during the printing
and binding prlocess. Top and bottom margins should
be equal to the inner margins.

5.3.7 Columns

Text on A5 fofmat paper should usually be presented
in a single coldmn. On larger pagelsizes, two columns
may be used, [although a singlezeglumn format is also
acceptable.

5.3.8 Headings

Headings shodild berused consistently throughout the
manual to provide.a systematic method of presen-
tation. Headin@is“should be in larger type size than the

meaning.

If @ manual uses an appreciable number
phrases, or abbreviations that may-be unfan
reader, a glossary should be.-provided or
made to appropriate documents. Alternatiy
a small number of termg™are used, an ¢
note may accompany theé-irst use of each t
in parentheses (roundibrackets) or as a foot

5.4.3 Glossaries, abbreviations, signs,
and symbols

Glossaries, abbreviations, signs and syn
conform to relevant International Standard
generally accepted systems. The system u
be stated. Graphical symbols for operator ¢
displays should conform to 1SO 3767-1, |
ISO 3767-3, ISO 3767-4 or ISO 3767-5.

NOTE 8 ISO 700018, [EC 41716, and IEC
additional references for graphical symbols tlj
applicable to operator's manuals and related tec
cations.

Abbreviations should not be used unless
those used, together with their meanings, i

Abbreviations should terminate in a full stop|.

of words,
hiliar to the
reference
ely, if only
xplanatory
brm, either
hote.

bols shall
s or other
sed should
bntrols and
50 3767-2,

617171 are
at may be
hnical publi-

a list of
5 included.

Symbols for units of measurement shall femain the

same in both singular and plural forms and s
followed by a full stop except at the end
tence.

hall not be
of a sen-

text and in a bolder type face or an alternative colour.
Levels of headings can be differentiated by the use of
varying weights or typographical founts, upper case
and lower case letters, and by underlining. To avoid
confusing the reader, the number of levels should be
kept to a minimum; normally three levels are suffi-
cient.

5.4 Text conventions
5.4.1 General

Consistent forms of language, spelling, numbering,
symbols, etc. shall be used throughout the manual.

10

NOTE 9 For wunits of measurement and
ISO 31-018], ISO 31-119], ISO 31-2010], |
ISO 31-41121 and ISO 31-5113I may be consulted.

5.4.4 Upper case letters

symbols,
SO 31-3111],

Words set in upper case letters should be used spar-
ingly. It is usually better to use bold lower case letters
to emphasize key words or phrases. When referring to
controls which have identifying titles on them (for
example, STOP control) then upper case letters can
be used.
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5.4.5 Spelling

Spelling should conform to standard practice for the
language in which the manual is published and should
be consistent throughout the manual.

5.4.6 Measurements and quantities

All measurements and quantities should be expressed
in the International System of Units (Sl units) fol-

ISO 3600:1996(E)

5.5 Illlustrations

5.5.1 General

lllustrations with supporting text are, in general, a
"user-friendly” way of presenting technical infor-
mation; good illustrations provide relief in what may
be a difficult document for the reader.

When a manual is likely to be translated into a foreign
language, it is important that no words appear on the
illustrations. Use numbers, letters or symbols on the
illustration, with an explanation for each number, letter

i nalent alt tiva
|OW8d, where npprnprmfnl h\’/ an-eguiva ternativ

in parentheges.

NOTES
10 1SO 1OO])“41 is a useful guide.
i

11 In countfies where non-Sl units are customary, the cus-
tomary units|may be given first, followed by the equivalent
in S| units, in|parentheses.

5.4.7 Numbers

All numberg shall be written in arabic numerals. This
includes numbers that form part of a hyphenated ad-
jective: for [example, 7-position switch. The only ex-
ception is when a sentence starts with a number; in
such caseg, the sentence should be reordered to
move the niimber from the beginning of the sentence!
or, if this pfoves impossible, the number may be\ex-
pressed in words.

Numbers consisting of more than four digits (except
dates) shoud be shown in groups of three, counting
from the decimal marker to the I&ft;"for example,
21000. This practice will avoidcconfusion in areas
where a cofnma is used as a deCigial marker.

5.4.8 Left-hand and right-hand

Left-hand and righthand (see also clause 3) should not
be abbreviafed-in the text, except in charts. For static

Or symbol used in the text of the manual,

lllustrations should be provided, With

B descriptive

caption. lllustrations should be-as ‘simplg as possible

with no superfluous information:

lllustrations should be reviewed in deta
ency throughout the /manual and for ag
general engineering and technical writing

Where an illustfation appears in the text
it should be{referred to as a "figure”.
should be“identified in illustrations by
letters, which can then be referred to
Figure™.t shows an example of such refq

5.5.2 Position

lllustrations in the body of the text sho
adjacent, or as close as possible, to the 1
repeated reference to a diagram is mad
ent parts of the text, consideration shoul
the use of a fold-out diagram. Where p
trations should be presented in portra
easy reading. If, because of its size, an
presented in landscape format, then th
illustration should be on the left side of th

5.5.3 Use of colour

Colour should be used only if it is neces
complicated diagrams. Technigues such
cross-hatching, and screening should be
erence to colour. If colour is used, prima
preferable. If black-and-white illustrations
appear in coloured form elsewhere (fo

| for consist-
eement with
practices.

of a manual,
Components
numbers or
in the text.
rences.

uld be either
clated text. If
b from differ-
d be given to
ossible, illus-
t format for
illustration is
e top of the
e page.

sary to clarify
as shading,
used in pref-
y colours are
in a manual
example, in

the manual

or unusual egdiprrent—these-terms—should-be-defired:
Clockwise and counter-clockwise require an expla-
nation of the direction of view.

coloured wall _charts or transparencies

should make use of distinctive shading patterns to de-

lineate the different colours consistently.

Remove the split pin (B in figure 1-4) from the slotted nut (C in figure 1-4) and withdraw the pin.

Figure 11 — Example of text references to components in an illustration

1
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5.5.4 Limitations of colour should be used only if it contributes to the information
given in the drawing; decorative shading should be
The following points should be taken into account avoided.

when the possiblity of using colour is considered:

5.5.6 Scale
— colour blindness;

If an indication of scale is required, it should be given
— microfilming; in a form which is independent of the reproduced size
of the drawing. It is sometimes possible to indicate
scale by including in the illustration a ruled measure or
some object of known size.

— photocopying;

— possible confusion of colours when seen in poor

or coloured light; 5.5.7 Balance between text and illustrations

— cost and {ifficulties of reproduction. ] .
lllustrations and text should complement)gach other

These considérations apply particularly to safety no- and should be prepared together to shortep and sim-
tices. plify the subject matter. lllustrations “shofild always

appear adjacent to the related text

A modular approach may be Used which links text and

5.5.5 Clarity illustrations closely together in logical blocks, groups,

or modules, each covering one topic. Figurg 12 shows
Simple line illistrations or good quality photographs an example of the anodular integration of text and
provide the best clarity of reproduction. Shading illustrations.

Adjustment of wheel bearings

Check the frontf wheels periodically for bearing end piay by raising the front wheels off the ground. If end play is pvident, the
bearings have t¢ be adjusted.

3

/]
A Hub cap B Split pin C Slotted nut D Grease

Figure 1-4 — Front of wheel bearings
Remove hub cap (A).

Pull split pin (B) from slotted nut (C).

Tighten slotted nut (C) to 48 N-m torque. Then untighten nut to nearest slot that matches pin hole and insert split pin (B). If slot
just matches hole after tightening, untighten to one full slot.

If slotted nut (C) has to be tightened more than three slots to remove bearing end play, remove wheel. Clean bearing and pack
with fresh grease (D).

Figure 12 — Example of the modular integration of text and illustrations

12
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5.5.8 Charts

Information which is required frequently, or which is
easier to explain in flow form should be included as
charts. These should be accompanied by a glossary of
abbreviations, symbols, and any unfamiliar terms.

55.9 Tables

Tables should be presented with the minimum num-
ber of lines required for clarity. Tables should prefer-

ISO 3600:1996(E)

provided for each table. Figure 13 shows an example
of the use of charts and tables.

5.6 Instructions (WARNING, CAUTION,
IMPORTANT, and NOTE)

5.6.1 General

Instructions identified as WARNING, CAUTION, and
IMPORTANT should be used to emphasize important
points in the manual. WARNING and CAUTION are

ably appear gt-the-appropriate-peintin-the-bedy-of-the used for safetyrelated information where personal
text. Alterndtively, tables may be collected together at injury may be involved. IMPORTANT-i&lused for ins-
the end of the relevant text or form a separate sup- tructions when machine damage istinvolyed. "NOTE"
plementary [document. A title and number shall be is used for supplementary information.
Table 1 -— Maintenance chart
Do jobs Qelow?) Every
100 h 250 h 500 h 1000 h
Grease four-wheel drive universal °
Grease ppints joints and couplers
Grease all other grease-nipples ®
Check the engine oil leveland top Flexible
up as needed?
Engine Change the enging_oil and filter °
Check the tappets3 L]
Check the fuel filter bowls? Flexible
Fuel system Change the fuel filter elements °
Service the injectors3 L]
Check the dry air cleaner L
Air cleanér Clean the dry air cleaner element L
Check the oil bath air cleaner oil level? Flexible
Service the oil bath air cleaner L4
Check the radiator coolant and top up Flexible
as needed?
Cooling system Clean the radiator and oil cooler fins? Flexible
Drain, flush and refill the cooling system L
1) Black bullets in the columns indicate the frequency at which the tasks are to be carried out.
2) Flexible maintenance times vary according to individual conditions of operation. Establish your own times for servi-
cing flexible items. An average interval time for checking these items is at every fuel fill-up.
3) This job should be done by your local dealer.

Figure 13 — Example of the use of charts and tables

13
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5.6.2 WARNING and CAUTION
Instructions identified as WARNING or CAUTION em-

phasize important safety points where personal injury
may be involved. These instructions call attention to
instructions which need to be followed precisely to

avoid a hazard

79 1
vigacai

nlie ol
vUuo ol

WARNING or CAUTION instructions should be placed
irmrmadiatalis lhafara $lhhn +aud 44 casdninle dlani; ameli: am A
mncuiatlely beiuie uic lext Lo wihiClh ey apply aiiu
should be signalled in the left-hand margin by the
safety alert symbol. These instructions should be
placed in prominent positions that relate directly to

©1S0

cluded and set in bold type. Figure 16 shows an
example.

5.7 Numbering of pages, figures and tables
5.7.1 General

Arabic numerals should normally be used for all num-
bering of pages, figures, and tables within the manual.
Blocks of text (such as clauses and subclauses, div-

isions and subdivisions, or paragraphs and subpara-

any illustratiohs to which they apply. The appropriate
heading should always be included and set in bold

upper case type. Figure 14 shows an example.

5.6.3 Important

Instructions igentified as IMPORTANT call attention to
instructions which must be followed precisely to avoid
damaging the|product, process, or its surroundings.

These instructions should be worded or located to in-
dicate their pdint of application and be set to the same
measure (colymn or page width) as the related text.
The heading should always be included and set in bold
type. Figure 1p shows an example.

5.6.4 Notes

Instructions ifientified as NOTE present supplemen-
tary informatipn. These instructions should be worded
or located to |ndicate their point of application and bé
set to the same measure (column or page width)\as
the related t¢xt. The heading should always ‘bé in-

grapns) may also be numbpered.

5.7.2 Page numbering

Page numbers should be vislally separatp from the
text. The numbering system~should be designed to
make selection of the correcCt page as simple as poss-
ible. In short manualsypages should be| numbered
consecutively throughout the manual. In{long man-
uals, pages sHeuld be numbered cophsecutively
throughout the wanual. In long manuals, pgges should
be numbered‘consecutively within each main division.
It may be helpful to identify pages by the|number of
the main division followed by a hyphen and then the
pageumber: for example, “Page 7-12" is|the twelfth
page of section 7.

5.7.3 Numbering of figures and tables

Figures, tables, and other non-textual matgrial should
be cross-referenced to the correspondifg text to

the<4ractor.

CAUTION — Full powérsteering is not immediately available when the tractor is started in cold condlitions
(below.B,°C). In these conditions, allow the engine to run for a minimum of 3 min before driving

Figure 14 — Example of a “"WARNING"” or "CAUTION" instruction

IMPORTANT — When operating by foot throttle only, the hand throttle shall be fully closed.

Figure 15 — Example of an “IMPORTANT"” instruction

® Premature front tyre wear
® Excessive fuel consumption

NOTE — Operating the tractor in 4-wheel drive while on the road will lead to:

Figure 16 — Example of a "NOTE"” instruction

14
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eliminate confusion. If such cross-referencing cannot
be achieved, figures and tables should be numbered
consecutively in the same manner as pages. In other
words, if each section is page-numbered separately,
the first figure in section 1 should be "Figure 1-1",
the third figure in section 2 should be "Figure 2-3“,
and so on. Figure and table numbers should have a
prefix ("Figure” or "Table”) to distinguish them from
page numbers.

5.8 References and index

5.8.1 References

ISO 3600:1996(E)

footnotes and for references cited in the text: for
example, letters or symbols for one and numerals for
the other. Reference numbers, letters, and symbols
should be printed as superscripts or, if on the line, in
parentheses or square brackets immediately following
the relevant word or phrase in the text.

5.8.2 Index

The index should include all major topics covered by
the manual and indicate the page number where the

Different sqquences of numbering should be used for

ndexed mformation is jocated.

15
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