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1 Purpose 

This work instruction regulates the procedures regarding the design, preparation, verification and 
archiving of operating instructions for commercially available retrofit seats and for manuscripts for 
operating instructions for original seats. 
 
 
 
 
 

2 Scope 

GRAMMER R&D worldwide 
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3 Terminology 

None 
 
 
 
 
 

4 Responsibilities 

The implementation of and compliance with this work instruction are the responsibility of the vice 
president R&D. 
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5 Description 

5.1 Why operating instructions and manuscripts for operating 
instructions? 

According to the Product Liability Act (Produkthaftungsgesetz) / Product Safety Act 
(Produktsicherungsgesetz), we are obliged to provide users of GRAMMER seats with information on 
how to operate the seats correctly without making any errors (obligation to instruct). 
 
Operating instructions contain not only a description of the possible settings but also safety 
instructions and warnings aimed at preventing damage to health and accidents as well as 
maintenance instructions. 
 
Examples include: 
 

 safety instructions and warnings aimed at preventing accidents when using the seat 

 notes indicating possible risks to persons during use of the seat and concerning the prevention of 
these risks 

 notes indicating possible damage to material and concerning the prevention of this damage 

 information on compliance with specific torque requirements, e.g. for retrofitting various 
components, such as armrests 

 
If necessary, installation notes are also provided. 
 
 
 

5.2 Who needs operating instructions or manuscripts for operating 
instructions? 

Anyone who uses GRAMMER seats. 
 

 The end consumer if he buys a new seat for his vehicle 

 The end consumer if he buys a vehicle with our seat 
 
A distinction must be made between the following: 
 
In the case of the sale of a commercially available seat to the end consumer (e.g. ACTIMO, MAXIMO, 
COMPACTO, etc.), this seat must be accompanied by printed operating instructions as a booklet. 
These operating instructions are listed in the parts list or corresponding functional unit of the seat 
assembly as a single part, just like all the other parts, and enclosed with every seat in production. 
 
In the case of the sale of vehicles manufactured by our OEM customers that are fitted with one of our 
seats, the vehicle manufacturer must include information on how to operate our seat in the user 
manual for the entire vehicle. For this purpose, we supply the manufacturer with the manuscript for 
the operating instructions. 
The manuscript for the operating instructions is not therefore a real part enclosed with the seat, but a 
WORD file supplied to the vehicle manufacturer for this purpose. 
 
 



 

 
 

W_015_024_Operating_Instructions.doc Page 4  

For correct assignment, the manuscript for operating instructions for the respective seats 
 

 is provided with a Z marking and included in the parts list of the seat (procedure for documents 
for non-configurable seats). 

 

 is included in the document data of the seat (procedure for documents for configurable seats). 
 
 
 
Non-configurable seats (SAP_Code CS11): 
 

 
 
 
 
Configurable seats (SAP_Code MM03): 
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5.3 Preparing operating instructions and document data 

5.3.1 Manuscript for operating instructions 

The entire manuscript for the operating instructions is prepared as a WORD file in A5 size (portrait 
format) and as a booklet (even / odd pages and headers / footers). 
 
Graphics for front page and function illustrations are created in ai format (ADOBE Illustrator) and 
inserted as wmf graphics (exporting ai format with ADOBE Illustrator). 
 
Manuscripts for operating instructions are written in the three languages GERMAN, ENGLISH and 
FRENCH. Other languages on request. 
 
Archiving in the system archive (DMS): 
 
Criteria for archiving: Document Part 001 (applies to a document 
  and not to the page number) 
 Document Type BED (operating instructions) 
 Plant Number e.g. 1010 
 Production Area Driver’s seat 
 Product Line e.g. MSG95AL (seat type line) 
 Format Special format (document format A5 
  not available in the DMS) 
 Document Version e.g. A (index / revision status) 
 Document Status FR or UN (released / invalid) 
 Description Additional description for 
  clarification if necessary 
 Revision Number T01-XXX-XX 
 Original Application WORD 
 

 
 
The manuscript for operating instructions in the system archive (DMS) can be opened as a PDF or 
DOC file. 
 
In the basic data, manuscripts for operating instructions are labelled as the material type “ZCHN” 
(drawing). 
 
Drawing data: 
 
Document type BED 
Doc.version Index / revision status 
Page format 5 
No. sheets Document page number  (For archiving 001 = no. of sheets 1) 
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5.3.2 Operating instructions 

The operating instructions are prepared in the same way as the manuscript for operating instructions 
with the following differences: 
 

 The operating instructions are written in the languages 
GERMAN, ENGLISH, FRENCH, ITALIAN, SPANISH and DUTCH. 
Other languages on request. 

 

 For operating instructions, cover pages are specified that 
conform to the GRAMMER CORPORATE DESIGN. 

 
The cover pages are decided on in collaboration with Marketing. 
 
 
 
Archiving in the system archive: 
 
Criteria for archiving: Document Part 001 (cover pages) / 002 (content pages) 
  (applies to document and not to page number) 
 
All other archiving criteria same as for manuscript for operating instructions. 
 

 
 
The operating instructions in the system archive (DMS) can be opened as a PDF or DOC file 
(the cover pages only in PDF format). 
 
In the basic data, operating instructions are labelled as the material type “HALB” (semi-finished 
products). 
 
 
 
Drawing data: 
 
Document type BED 
Doc.version Index / revision status 
Page format 5 
No. sheets Document page number  (For archiving 001 and 002 = no. of sheets 2) 
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5.4 Help with locating existing operating instructions 

To make it easier to locate existing operating instructions or manuscripts for operating instructions, the 
GBS contains the file 
 
“I_015_002_Graphics_for_Operating_Instructions_Front_Page”) 
 
with an overview of front page images with type designations, which can be used to establish whether 
existing instructions can be used when preparing manufacturing documents. 
 
 
 

5.5 Layout of the operating instructions 

5.5.1 Operating instructions 

Cover pages: 
(using MAXIMO Comfort operating instructions as an example) 

 

A Part number of the operating instructions 

B Contact address 

C Seat designation 

D Picture of the seat (requires a high-resolution image in EPS format) 

E Height 216 mm (cutting size for the printing shop) 

F Width 303 mm (cutting size for the printing shop)
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Content pages: 
(using MAXIMO Comfort operating instructions as an example) 
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5.5.2 Manuscript for operating instructions 

Front and content pages: 
(using MSG95G/731 operating instructions as an example) 
 
Front and content pages correspond 1:1 with the content pages of the operating instructions (here as 
in the previous MAXIMO Comfort example), but only in the languages GERMAN, ENGLISH and 
FRENCH 
 
 
 
 
 

6 Applicable documents 

Graphics for Operating Instructions Front Page I_015_002 

  

  

 
 
 
 
 

7 Changes 

 


