GridForge Cookbook forge.ggf.org

Table of Contents

TaDIE Of CONLENLS ....eeiviiiiiiieeiiee ettt ettt e et e e et eesabeeeeabee e abee e saeeesnseeesseeennes 1
INErOAUCTION...ccciceeiiiiniiiiniiiinticitnecsnnissseessstessssiessssnesssssesssssssssssssssssssssessssssssssssssssaes 2
Section 1 - Agendas, Minutes and Participants for all meetings .......c..cccceeuveervureennns 2

Posting Agendas and MINULES...........cccveeuieriiiiiiinie ettt aeeseeeeanees 2
Section 2 - Draft Documents and CRATLer .......cocuieivvercssrnrcssnicssnnicssnnscsssnssssssssssnssssnns 5
Finding Current Drafts & CRArter..........ccveviiiiiiiniieiieeieeieeee e 5
Loading Current Drafts and Charter Documents.............ccoceeverieneenienicnennienicneenne. 7
Submitting Drafts for GGF Conferences...........ccoeeveeiienieiiieenieeiiesieeieesee e 9
Section 3 - Submitting a Grid Working Draft to the GGF Editor ..........c...cccuueeee.. 11
Grid Working Draft Template ..........ccociieiiieiiieiieieeieeeeeee e 12
NaMING CONVENTION ...eeuvvieiiiieeiieeeiieeeteeeeieeeeteeesteeesaeeessreeasaeeesseeessseeessseessssessnsses 12
Intellectual Property Statement and Copyright...........cccveviiiiiiiiiiiiieiiecieeieeees 12
The Editor PIPEIINe .......ooeiiiieiiieeieeeee ettt 12
Section 4 - Revisions t0 DOCUMENLS .....cccueeeiieeiiineiisnenssnecsseecsssneesssnecssseecsssescssanccns 14
Creating Trackers for Document ReVISIONS.........c.ccocvvieeviieeiiieeieecie e 14
Customizing @ TraCKET .......ccuiiiiieiieeii et e 16
SUbMItNG REVISIONS ...cvviiieiiiieciieeciie ettt e e ibe e e sabeeeeaeeenaeeenneeens 18
Browsing Tracker Items (Revision Requests) ........cceevieriieiieniieniieeieeieeieeeeee 19
Updating Current Versions of Drafts.........ccccoecieeiiiieiiiiiiie e 19
Section S - Milestones and TasKsS .....cueeeeeeiiveeciinenssnecssnecssneecsssnecsssescssseecsseesssanenes 21
Section 6 - Adding Members To A Project.......ceicnvsencscencssnncssnncssssscssssecsnnees 25
Section 7 — How to Update the Project “Front Page” .......ccccccceecerccneecssssnnnecsssnsnecs 26

Page 1 of 27



GridForge Cookbook forge.ggf.org

Introduction

This document is a “cookbook” for GridForge Administrators and chairs listing “recipes”
for a core set of functions that each chairperson must be able to perform within
GridForge. The contents of this document are not meant to be exhaustive. The list of
tasks is purposefully minimized and has been carefully chosen to enable simplicity and
consistency across all GGF groups.
The functions that each project must consistently support include:

e Providing group name, acronym, and brief purpose of the group (via charter
abstract)
Providing chair and secretary names and contact information
Providing a means of managing group membership
Providing link to the group’s mail list including archives
Providing links to the full charter document, current drafts in progress, current
milestones, and meeting minutes

¢ Providing document revision trackers for documents in progress.
Additionally, submitting a grid working draft document to the GGF Editor will be
discussed in this document. Beyond this core set of functions, chairs and Administrators
are free to use GridForge tools in a way that best supports the activities of the group.
However, this freedom must not infringe upon or violate the consistency that these
functions provide both to Administrators and users. As groups find better ways of
performing certain tasks, they are encouraged to submit their “recipe” for review and
addition in this document. As groups gain greater comfort with GridForge, this list of
core functions will be expanded to include other GridForge best practices.

Section 1 - Agendas, Minutes and Participants for all meetings

The Intellectual Property (IP) policy of GGF implies that all interactions, whether face-
to-face, teleconference, or electronic in nature, where contributions are made should be
recorded to protect the rights of the contributors as well as implementers of resulting
standards. As a result, one of the most critical responsibilities of a group chair is to
ensure that minutes of all meetings, regardless of venue, are recorded and posted for the
GGF community. Minutes should include a list of attendees as well as the subjects
discussed. GridForge provides a simple way of recording minutes using the Forum tool.

Posting Agendas and Minutes

In a lifecycle of a typical meeting, an agenda is posted, is bashed (i.e., revised), the
meeting is held, minutes are posted, and revisions to minutes noted. GridForge forums
provide a single discussion thread where all of this information can be connected.

Steps for posting a meeting Agenda and Minutes:

1. Logon to GridForge and go to your GridForge project.

2. List the available Forums by clicking on the triangle next to the “Forums” link on
the left navigation bar.
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3. Click on the “Meeting Agendas and Minutes” forum.

Project Tools

Project Summary

~Tracker
Support Requests
Subrnit
Test Spec Revisions
Subrnit

Document Manager
Submit

[* Task Manager

File Publisher

MNews
Submit

~Forums
Agendas and Minutes
Save Place
Help
Save Place
Open Discussion
Save Place

[» Reporting

IAgendas and Minutes;l IUItimate ;l IShow 1DD_v| Change Yiew

|| Topic Topic Starter

[T (3 Agenda for 30 Oct 2003 Steve Crumb 1 200
[ 3 Proposed Agenda for GGFS Meeting Steve Crumb 0 200
[T 3 Agenda for 92603 Meeting Steve Crumb 1 200
[T 3 Welcome to Agendas and Minutes <MNone> 0 200

I~ select all

Select threads you wish to monitar and click on Manitor Selected. Manitar

Start a New Thread

*Suhject:l

*Message: ;I

4. For a new meeting, create a new discussion thread (form at bottom of page).
Type in a brief description of the meeting in the subject line (e.g., TEST-WG
Agenda 23 October 2003). Type in the Agenda in the Message field (or paste in)
and press “Post Message”.

Project Tools

Project Summary

~Tracker
Support Requests
Subrmnit
Test Spec Revisions
Subrmnit

Document Manager
Submit

[>Task Manager

File Publisher

News
Subrnit

~“Forums
Agendas and Minutes
Save Place
Help
Save Place
Open Discussion
Save Place

[> Reporting

[> Monitoring

Praoiact Mananemeant

|P.gendas and Minutes_l |Ultimate J |Show 1UD_| Change Yiew

|
[ (3 Agenda for 30 Oct 2003 Steve Crumb 200
[T 3 Proposed Agenda for GGFS Meeting Steve Crumb o 200
[T (3 Agenda for 3/26/03 Meeting Steve Crumhb 1 200
[T @3 Welcome to Agendas and Minutes <Mone= ] 200

T select all

Select threads you wish to monitor and click on Monitar Selected. Manitor

Start a New Thread

*SUhjeCt:lngenda for 18 Decernber 2003

*Message:[pronosed Agenda: =]

1) Discussion of the lastest revision to the Test Specifications.
23 Discussion and the Next Steps prior to GGF10,

3) Discussion of topics and dates for next meeting |

HTML tags will display in your post as text

Post Comment

5. Those with revisions to the agenda may follow steps 1-3, select the meeting
agenda thread (i.e., title of the Agenda to be revised under “Topic” heading) and
post a reply to the Agenda message, by selecting the “Reply” link directly to the
right of the Agenda title.
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4 My Page

Project Web Server

Project Tools

Project Summary

“Tracker
Support Requests
Subrmnit
Test Spec Revisions
Subrnit

Document Manager
Subrmnit

[» Task Manager
File Publisher

News
Submit
< Forums
Agendas and Minutes
Save Place
Help
Save Place
Open Discussion
Save Place

[* Reporting

M ddanitawinn

forge.ggf.org

Agenda for 18 December 2003
testoweg : Forums : Agendas and Minutes © Agenda for 15 December 2003

By:Stacey Bruno
Subject: SAgenda for 18 December 2003 Reply
Date:2003-12-22
Proposed Agenda:
1) Discussion of the lastest rewvision to the Test Specifications.

2) Discussion and the MNext S2teps prior to GGFLO.

3) Discussion of topics and dates for next meeting.

Post a follow-up to this message

*SUthCt:lminutes far 15 December 2003 Meeting

*Message:[nrendees: 1 =]
Jack Chair
Jill Chair
Joe Thorn
Billy Bob

fgenda & Discussion:

1) Discussion of latest revisions of the Test Specification.

=

6. After the meeting has been concluded and minutes are ready to be posted, then
another reply (as in step 5) can be posted containing the minutes.

7. Like revisions to the agenda, revisions to the minutes may also be posted as
replies as in step 5.

& My Page

Project Web Server

Project Tools

Project Summary

<Tracker
Support Requests
Subrnit
Test Spec Revisions
Submit

Document Manager
Subrmit

[: Task Manager
File Publisher

Mews
Submit

<Forums

Agendas and Minutes
Save Place

Help
Save Place

Open Discussion
Save Place

[: Reporting

[ Monitoring

Agenda for 18 December 2003
test-weq : Forums : Agendas and Minutes © Agenda for 18 December 2003

By:Stacey Bruno
Subject: Egenda for 18 December 2003 Reply |

Date: 2003-12-22
Proposed Agenda:

1) Discussion of the lastest revision to the Test Specifications.
Z2) Discussion and the Next Steps prior to GGFLO.

2) Discussion of topics and dates for next meeting.

By:Stacey Bruno

Subject: EMinutes for 18 December 2003 Meeting[ Reply
Date: 2003-12-22

Attendess: J
Jack Chair T
Jill Chair
Joe Thorn
EBilly Eoh

Agenda & Discussion:

1) Discussion of latest revisions of the Test Specification.

In some cases, text-only meeting minutes may not have sufficient formatting to
accurately convey some portion of the minutes (e.g., formatted tables containing action
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items). The same can be said of sign-in sheets from GGF meetings. In this case, GGF
suggests that the formatted minutes (in pdf format) and scanned sign-in sheets are stored
in a Document Manager category such as Meeting Materials and URL(s) to those
artifacts are included in the forum-based, text-only minutes.

Finally, when a project is created, two aspects of the standard template will be a Forum
named “Meeting Agendas and Minutes” and a standard link from the front page entitled
“Meeting Agendas and Minutes” which points directly to the contents of the
aforementioned forum. This gives a project visitor a quick method of accessing meeting
agendas and minutes.

Section 2 - Draft Documents and Charter

Finding Current Drafts & Charter

Two of the most important artifacts in a given project will be the current version of the
group’s draft documents and it’s Charter. As such, they should be easy to find. Each
project will have two links on the project’s front page called “Current Drafts” and
“Charter”. These links will point to one of two folders that will be present in every
project (Current Drafts and Charter). The Current Drafts folder should always contain
current versions of the group’s draft Grid documents. Similarly, the group should store
their Charter document in the “Charter” folder.

Steps to Finding a Current Draft

1. Logon to GridForge and browse to the group project.
2. Click on the “Current Drafts” (or “Charter) link on the project front page.
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[
TEST Working Group (TEST-WG)

Working Group Information:
UL b C B e U L T o T fe e

(s):

Secretary: -

Email list: test-wyiEgridforurm. org {subscribe?
Email list archive: (by threadh or {by date)

Working Group Charter:

This is where the abstract of the Charter of the test-wg would go. This
would not be the full charter as they can sometime get rather large. Instearc
we just show an abstract so that project visitors get a glimpse of what the
group is generally about., The below links provide a short-cut to the
important artifacts contained in the ;A’Dject such as the current draftis),
charter, milestones, and meeting minutes.

Current Drafts | Charer | Milestones | Meeting Agendas & Minutes _|;I
4 I F

3. Next you may click on the appropriate draft document (or Charter) you are
looking to view.

Current Drafts

test-wq . Document Manager © Current Drafts

Documents in: Current Drafts
[English]

a: Foot Category (5)
i3 Current Drafts (11 [Edit] [Monitor] [Users Monitoring]

Filter By: R Basic Fitter =
Type Last Edited On Last Edited B

---Any--- i’ | ---Any---
Comma Separated Values Adrministrator
CrocBoaok SGML ;l ' Before © Range & After &drmin Testuser

| Tite Last Edited €

r w— draft-ggf-testwg-TestSpec Details hicrogoft Word  Stewe Crumk

Current Draft of Test Specification

M select all I _I_'I
| 3
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Loading Current Drafts and Charter Documents

In order for project visitors to find the Charter and current draft documents, someone
must initially load these documents into their respective folder and maintain them.

Steps for Loading Current Drafts or Charter

—

Logon to GridForge

Browse to the project front page.
To submit a document to a project, you select the “Submit” link under Document

Manager in the left navigation bar.

Project Web Server

Project Tools

Project Summary
I Tracker

Document Manager
Submit

[ Task Manager
File Publisher

MNews
Submit
~Forums
Agendas and Minutes

Project Summary - test-wqg

TEST Working Group (TEST-WGQG)

Working Group Information:

Working Group Chair o~y o ook chai

(s):

Secretary: -

Email list: test-woEaridforur. org {subscribe)

Email list archive: by thread) or (by date)

Working Group Charter Abstract:

This is where the abstract of the Charter of the test-wg would go.
not be the full charter as they can sometime get rather large. Inste.
show an abstract so that project visitors get a glimpse of what the
generally about. The below links provide a short-cut to the importar
contained in the project such as the current draft{s}, charter, miles

meeting minutes.

Once the Submit Document form appears, you first fill in the document title

(mandatory) and description.

Next, browse and select the document you wish to submit. Note that you may

also paste non-binary document text into the Paste Document pane on the form
and not use the browse feature. This is determined by which radio button you

select.
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Documentation - New Submission

test-weg © Documert Manager | Documentation - MNew Submission

Add Hew File
Enter information to submit a document below.
You can alsgl Upload Multiple Files I

*Document Title: IGridFirge Training

Click here for maore information on document management

Descriptiun:IHDw to use GridForge -

Document: = Upll:l:ad

) | Browsze. .. I
File:

File Type: IMichsof‘t Woard =]

7 Paste

Text:

File Type: [Plain Text =l Instructions for usi

Paste Document:
Mon-Binary Only =

-
4 | r

6. Next select the type of document (PDF, DOC, TXT). Take care that there is not a
mismatch in the type of document as this will result in an error. Charters should
be in PDF format.

7. Select the access type, category (either Charter or Current Drafts) into which the
document will be placed, and the language of the document. Do not select the
Lock or Review check boxes, but take care to read the Acceptable Document
Usage information and check its check box (mandatory).
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-

File Type: | Plain Text =l Instructions for usi

Paste Document: i
Man-Binary Cnly =

Access T?P'E:I Fublic Access ;I
l:ategur:r:| Current Drafts ;I
Language:|[English =l

[T Lock This Document

Lock Eumments:l

[T This GGF docurment needs to be reviewed

¥ | have read and agree to all of the terms and conditions listed
Usage guidelines.

add File | -
4 I [

8. After the form has been fully filled in, press the “Add File” button. Note that if
you successfully submitted the document, a URL for the document will be
presented at the top of the form. If this URL is not present, you will likely have
an error message (in red) toward the top of the form indicating something did not
submit correctly and you must repeat the process.

Submitting Drafts for GGF Conferences

In the past, the GGF secretariat has requested that chairs submit drafts to be discussed at
an upcoming GGF meeting. However, if all current drafts are now posted with
GridForge and these can be found in the Current Drafts folder of every group project,
then there no longer is a need for submitting them to a central repository.

However, since the Secretariat does promote the activities of each meeting in advance, it
would be helpful for the chairs to send the URL(s) of the drafts to be discussed at the next
GGF to the Secretariat. The URL provided will be displayed on the GGF website where
individuals can click directly to view the document that will be discussed during their
working session. You may submit the URL(s) along with the meeting agenda and other
information required while requesting a session at the GGF meeting.

Steps for Submitting Drafts for GGF Conferences

1. Logon to GridForge
2. Go to https://forge.gridforum.org/tracker/index.php?func=add&group id=100&atid=557
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Logged In: Stacey Bruno | Advanced Search | Help | Logout

"I Search: | Schedule GGF Session | for | ﬂ | |-- My Bookmarks -- =

Submit
GGE Chairs : Trackers : Schedule GGF Session : Submit

Submit a request for a Session at a GGF Conference

1. Please Logon prior to filling out this farm.

2. Supply group namefacronym in the Subject field

3. In the Description field, please supply the proposed session title (if applicable), session leaders, and a proposed
agenda (may be attached as a document).

4. Select type of session Waorking/Research Group) fram the Group drop-down.

5. Select the AREA of your group from the Category drop-down.

6. Select the estimated number of participants (to determine room size) from the Size drop-down.

7. Supply the URL to view draft document being discussed at the GGF meeting (if applicable) in the Draft1 and Draft2
fields.

8. List at most 5 other sessions (groups, Area meetings, workshops) that you prefer not be scheduled at the same time as
your session in the Conflicts field.

9. OPTIOMAL: Supply a URL for meeting information in the Info field.

10. Supply any AV requests: # of microphones, projector, screen, phone line, speaker phone in the AV field.

11. Supply any other special requests in the Special field.

12. Press Save when complete.

* Required field Save |  Cancel
* Subject: I

* Description: =

3. In the Subject field fill in the group name and acronym
4. In the Description field put in the proposed session title (if applicable) and a
proposed agenda (may be attached as a document).
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File Edit WYiew Favorites Tools Help |

Back ~ = - (2 7t | @sesrch  [EFavorites  {Media (% | By S E |
Address [€] https:/iforge  gridforum. orgjtrackerfindex. php?Func=addaqroup_id=1008atid=557 | wae
J[z] ”‘ n5naglt

T L =
Priority: |<None> 'I
Category: I<Nnne> < @) admin Group: |<none> 'I admin
Assigned To: |<N0ne> -I @

* size: [<nane> 7] admin

Draft1: I

[
GRIDFORGE DIRECTORIES
[» GGF GRIDFORGE ADMIN

Draftz: I

Conflicts: =

Info {URL):

ASY Needs:

Special:

E E = E

Attach File I Browse. I

File Description: |

Associations

Add New Association |

|

2] Dane ’_’_E|' Internet

5. From the Group drop-down select the type of session (Working/Research/BoF

Group)

Select the AREA of your group from the category drop-down.

7. Select the estimated number of participants (to determine room size) from the
Size drop-down.

8. In the Draftl and Draft2 supply the URL to view the draft document that will be
discussed at the GGF meeting.

9. In the Conflicts field list at most 5 other groups that you would like not to be
scheduled at the same time as your session.

10. OPTIONAL: Supply a URL for meeting information in the Info field.

11. Put any other special requests in the Special field.

12. Press Save when complete.

a

Section 3 - Submitting a Grid Working Draft to the GGF Editor

When GGF documents have gained consensus within a working group or research group,
then the draft document may be submitted to the GGF Editor for review and processing.
Prior to submitting the document, the draft must have certain attributes of name and
format to make it consistent with other Grid working drafts.
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Grid Working Draft Template

The document format of all grid working drafts must be consistent. Thus, it is best to
obtain a copy of the GWD template and ensure that the content of the document
conforms to its format. The GWD template may be downloaded from:
http://forge.ggf.org/projects/ggf-editor/GFD-Template.

Naming Convention

All Grid working drafts must follow a consistent naming convention. There are two
naming formats depending on whether draft is submitted be a group or by an individual.

For drafts accepted as working groups documents, acronym is that of the working group:
o draft-ggf-[acronym]-[short title]-[version].doc

For individual submissions:
o draft-ggf-[author]-[short title]-[version].doc

Intellectual Property Statement and Copyright

Although it is hoped that the IPR and Copyright statements would have already been
included in earlier drafts, these statements MUST be included in drafts submitted to the
GGF Editor.

The Editor Pipeline

The GGF Editor uses GridForge to manage the pipeline of Grid Working Drafts (GWDs)
vying for publication. Thus, it is critical to use the proper submission process to reduce
the potential for delays or lost submissions via email.

Steps for Submitting a Draft to the GGF Editor:

1. Logon to GridForge (this is important because you will be emailed with all
updates made by the Editor).

2. Go to the following URL:
https://forge.gridforum.org/tracker/index.php?func=add&group id=90&atid=414

3. This will display the following tracker submit form.
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Logged In: Stacey Bruno | Advanced Search | Help | Loge

vI Search: | Submit GGF Draft =] for | ﬂ |[-- My Bookmarks -- ]

Submit

EDITOR : Trackers : Submit GGF Dratft : Submit

Use this forrm to submit a draft to the GGF Editor as a candidate for publication in the GGF docurment series.
Do not use this form to submit documents for discussion at GGF meetings.

Please review the GGF Document process (GFD-C.1) to ensure that your docurment contains the proper information
(authar, date, etc.), including the GGEF Copyright and [ntellectual Property staterments.

Acceptable file formats include ASCIH text, RTF, and Microsoft YWord.

If your document reguires images and you are not able to include therm in RFT or Microsoft Word, please supply your
irmages as individual JPEG files, with filename clearly indicating figure number and with placeholders in the text.

If your document is the result of a GGF working group or research group activity it must be submitted by one of the
wearking group chairs, Individual submissions, not intended to represent the work of a GGF working group ar research
group, are also accepted. The review process on individual submissions may take somewhat longer than submissions
frorm warking groups or research groups for document types other than Informational.

Please use the following conventions with this tracker:

Subject = title of draft

Description = narme of working group, other cormmments to editor

Priority (leave blank)

Category = select proposed docurment type {community practice, recommendations track, informational, experimental}
Group = GGF area

Assigned to (leave blank)

File Description = title of draft (yes, this is the second time you entered ith)

Don't forget to attach the file!

* Reqguired field Save Cancel

* Subject: I

* Description: ;I

=
Priority: [Shoner =]
* Category: |[<mMone> =1 admin ¥ Group: |<pnones =1 admin

Assigned To: |<N0ne> =3 |

Adtach File: | Browse.. | (7]

File Description: |

Associations

Add Mew Association

Save Cancel

@Global Grid Forum 2003

Areas, Wiss, and Research| Support | GGF Home | GridForge Home
Hrid Forumm ™, Grid Forum™, and the SGF Logo are tradermarks of GGF,

() VA SOFTWARE
| |
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4. Supply the Document Title (mandatory) and Description. Please use the GWD
naming convention (i.e., “ggf-draft-groupacronym-title-version” for the title).

5. Leave the Priority box blank (note: this field may not show up on your form)

6. Under Category select proposed document type (community practice,
recommendations track, informational, experimental).

7. Select the appropriate GGF Area from the Group drop-down.

8. Leave the “Assigned to” field blank (note: this field may not show up on your
form).

9. File description should be the Title of the draft (yes, this is the second time you
entered it!). Acceptable file formats include ASCII text, RTF, and Microsoft
Word.

10. Attach the file using the Browse button and click the Save button.

The document is now submitted to the GGF Editor. Any updates to the tracker, such as
comments added, will be emailed to you directly as the submitter.

Section 4 - Revisions to Documents

A typical activity of a GGF group is to create, revise, and submit documents to the GGF
Editor for publishing. GridForge provides useful mechanisms to aid in the document
finalization process within a group. Particularly, GridForge provides a document
manager with capabilities of versioning documents. Additionally, GridForge provides
trackers, which can be used to report, assign, track, and archive revision requests on a
particular document.

Creating Trackers for Document Revisions

When a group is working on a document, the project Administrator should create a
tracker for requesting and tracking revisions to that document. There should be one
tracker for each document being revised.

Steps for creating a new Tracker for reporting revisions on a document:

1. Logon to GridForge as a project Administrator.
. Browse to the project in which the draft document resides.
3. Click on the triangle next to the ADMINISTRATION link on the left
navigation bar and select “Tracker Administration”.
4. Below the list of existing trackers is a form that can be used to create a new
tracker. Type in the name of the tracker (e.g., Test Spec Revisions). Then
type in a brief description of the purpose of the tracker.
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[ Forums *Name: |
D Reporting *Description: I
[» Monitoring
: Send email on new submission to address:
Project Management | ¥ Send email on all changes
~Administration *Days till ¢ idered overdue: |SD
< Project Admin {0 to disable)
vncc?ss Con.tro\ *Days to automatically set artifacts from Pending to Closed:
Wiew Assignments (0 to disable) |14
Create Role o
Copy Role Task Manager association: ¥ Enable [ Required
Madify Raole Matriz
Project Inforrmation Document Manager association: .
v
Audit Log [¥l Enable [ Required
Project Assistance File Publisher association: .
List/Edit [V Enable [ Required
lackedtdnin 4 Free form text for the "Submit” page:
Doc Manager Admin If you are using HTML in your text, please check for accuracy
Task Manager Admin before submitting. HTML errors may prevent submission of new
File Publisher Adrmin artifacts.
Mail Admin
News Admin
Forum Admin
GridForge Tools
Tracker Power Search Free form text for the "Browse" page:
If you are using HTML in your text, please check for accuracy
SUOPTRE [FOGEEE before submitting. HTML errors may prevent submission of new
Bookmark This Page artifacts
Register New Project
> Account
[: GridForge Directories
[ SourceForge Admin
SUBMIT

5. Optionally, you may type in the email address of the individual you wish to
act as a “moderator” of the tracker (i.e., the one who should first be aware of it
and make appropriate updates to status and assignment). Deselect the “Send
mail on all changes” check box.

6. Leave the next several fields as the default.

7. In the “Free form text for Submit page” pane, copy and paste the following
text:
<strong>Prior to submitting this form, please make sure you are logged in to
GridForge. </strong> <br> To submit a request for revision, please fill out the
following form and press “SUBMIT”. Choose the appropriate value from the
Category and Group fields that best describe your request for revision.”
(Note: If you wish to give more explicit instructions about the custom values
of the Category and Group field, feel free to do so.)

8. In the “Free form text for Browse Page” pane, copy and paste the following
text:

“The following items are requests for revisions submitted by the reviewers.”
(Note: If you wish to be more explicit in your description of the items that are
listed, feel free to do so.)

9. When you have filled out the form, press the “SUBMIT” button to create the
new tracker.
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Customizing a Tracker

Once a tracker is created, an Administrator will want to customize the fields and
field values of the tracker to gather the information pertinent to the reason for the
tracker (i.e., in this case, recording revision requests).

Steps for Customizing the Fields and Field Values of a Tracker

1. Logon to GridForge as a project Administrator.

Browse to the project in which the tracker resides.

Click on the triangle next to the ADMINISTRATION link on the left
navigation bar and select “Tracker Administration”.

4. Select the tracker to be customized from the list of existing trackers displayed.

bl

Tracker Admin
test-wwy - Project &dmin Summary  Tracker Admin

Select an existing tracker to maintain fields,canned responses and preferences or enter information below to create a new tracker.

 Neme | oeton
Support Reggl\ 319 Tech Support Tracking System

Test Spec Revisions Subrnit revisions to Test Specification

5. Select “Fields Admin”.

Test Spec Revisions Admin

test-wy ;- Project Admin Summary - Tracker Admin : Test Spec Revisions Admin

Fields Admin

Choose which fields are available, edit their values, set other field properties.

Add/Update Canned Responses

Create/Change generic response messages for the tracker.

Update preferences
Set up preferences like expiration times, email addresses, etc,

Delete Tracker
Delete empty unused tracker.

6. Scroll down to the row containing “Group” and select the “Configure” link on
that row to the far right.
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Project Summary

[ Tracker

Document Manager
Submit

[» Task Manager

File Publisher

News
Subrnit

[* Forums

[* Reporting

[ Monitoring

Project Management

~ Administration
=Project Admin
= Access Control
Wiew Assignments
Create Role
Copy Role
Modify Role Matrix
Project Information
Audit Log
Project Assistance
List/Edit
Tracker Admin
Doc Manager Admin
Task Manager Admin
File Publisher Admin
Mail Adrnin
Mews Adrnin
Forurn Admin

GridForge Tools

I Tracker Power Search

forge.ggf.org

Artifact 1D = nfa Integer

Project = nfa String

Tracker 2 nfa Integer

Submit Date = nfa Timestamp

Last Madified = nfa Timestamp

Last Modified By 2 nfa User reference

Close Date = nfa Timestamp

Summary = = String

Description 2 = Text

Status = [ | “alue List Canfigure
Status Class = nfa Walue List

Priarity 2 O Range 1-5

Submitted By = nfa User reference

Assigned To = r Tracker technician

Category 2 O Yalue List Configure
Group = O Yalue List Configure
Reszolution [l ] “alue List Canfigure
Severity [l ] Range 1-5

Platfarm O [ | “alue List Configure
[l [l [l Walue List Configure
Browser [ | ] “alue List Canfigure

7. Type in the values of the “Group” list you wish to have. Examples might be
“Typo”, “Missing Figure”, “Reference Needed”, “Unclear”, or any number of
other groups of revisions. Type these (four or less at a time) into the “New
Value” table and press “Update”.

Project Web Server

Project Tools

Project Summary

I Tracker

Document Manager
Subrmit

[»Task Manager

File Publisher

News
Subrmit

[ Forums

[ Reporting

[» Monitoring

Project Management

< Administration
“~Project Admin
— Access Control
View Assignments
Create Role
Copy Rale
Modify Rale Matrix
Project Information
Audit Log
Project Assistance
List/Edit
Tracker Admin
Doc Manager Admin
Task Manaasr Admin

Configure Field: Group
test-wey © Project Admin Summary © Tracker &dmin © Support Reguests &Admin : Field Administration : Configure Field: Group

Each tracker in the system inherits values defined in the PROTO TRACKER of Master Group. This allows administrators to enforce
consistent workflow patterns across all projects in the enterprise, These patterns can be extended to satisfy specific needs using the local
{per-tracker) values below. Note that inheritance is dynamic: adding or removing value in PROTO TRACKER propogates immediately
across all projects, Current inherited values are presented below:

<Mone>

Edit local values for the 'Group' field belaw, Delete or rename values with caution, Deleting a value causes all iterns with that value to be
changed to 'Mone'. Renaming a value causes all iterns with the current value to be changed to the new value,

¥alue{max 64 chars)

Mo local values defined for this field. Reset Changes

Update

Create new values for the 'Group' field below, To add mare values, click Update to record your current additions and be presented with
additional blank fields.

Mew value{max 64 chars)
Typo

[Reference Needsd |
[General Edit |
fother

Update Reset Changes

8. Return to the “Fields Administration” page and select the “Configure” link to
the far right of the row containing “Category”.
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9. Determine the values for the “Category” list you wish to have. These are
typically sections of the document like chapters or sub-sections. If you have
particular contributors that are responsible for particular sections, you may
wish to give these sections meta-names (e.g., WSDL section). Type these
values into the “New Value” table (up to 4 at a time). Prior to submitting, if
you wish that a submitted item be sent directly to the contributor responsible
for the selected section, then select the contributor’s name from the “auto-
assign to” drop-down. When the table is filled out, press the “Update” button.

Logged In: Stacey Bruno | Advanced Search | Hel

Project: |test-wg =l Search: | Test Spec Revisions =] for | 6ol | [-- My Bockmarks

Configure Field: Category
test-weg : Project Admin Summary © Tracker Sdmin : Test Spec Revizions Sdmin : Field Sdministration : Configure Field: Category

Project Web Server

Project Tools the local {per-tracker) values below, Note that inheritance is dynamic: adding or removing value in PROTO TRACKER

Each tracker in the system inherits values defined in the PROTO TRACKER of Master Group. This allows administrators
consistent workflow patterns across all projects in the enterprise. These patterns can be extended to satisfy specificn

9 immediately across all projects. Current inherited values are presented below:
Project Summary g A .

<Tracker
Auto-assign to
Support Requests | vale | Aute-assignto |

Submit <Mones
Test Spec Revisions
Subrnit
o M Edit local values for the 'Category’ field below, Delete or rename values with caution, Deleting a value causes all itern
BT FIEEEr value to be changed to 'Mone'. Renaming a walue causes all items with the current walue to be changed to the new val
Subrnit
> Task Manager
g Yalue{max 64 chars) Auto-assign to
File Publisher -
[ |Append|x |Steve Crurmb ;I
News
Submit O |Intr0ducti0n |Steve Crumb =l
b (R O |Section 4-5 |Stac:35r Bruno x|
[ Reporting
O |Sections 1-3 |Steve Crumb =] |
b Monitoring Update Reset Changes

Deniart Mananamaont

Submitting Revisions

Once the tracker is created and customized, document reviewers may use it to request
revisions to documents.

Steps for Submitting Document revisions using a tracker:

Logon to GridForge and go to the project in which the document resides.

. Select the triangle next to the “TRACKER” link in the left navigation bar.

3. Select the “Submit” link immediately below the Tracker referencing the
document for which you wish to submit revisions.

4. Fill out the tracker item form, selecting the appropriate values from the

“Category” and “Group” drop-downs.

N —
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test-wi : Trackers : Test Spec Revisions : Submit

Project Web Server

Prior to submitting this form, please make sure you are logged in to GridForge.
Project Touls To submit a request for revision, please fill out the following form and press "SUBMIT". Choose the appropriate value from the Category

and Group fields that best describe your request for revision.
Project Summary

~Tracker
Support Requests -
Submit Required field Cancel
ilEsBsnedREVSIoN * Summary: |Introduction Revision
Submit
Document Manager * Description: [105he intraduction, we need to be mare specific about the =
Subrmit background of the test area, A sentence or two about it's

background and ather activities leading up to our work in the

Task Manager working group would be a helpful addition.

File Publisher

News
Subrmit
[* Forums =
[ Reporting Priority: |<None> 'l
[> Monitoring tategory: [Introduction =] () admin Group: [Rewording Needed =] (7 admin
Project Management -
J gl Assigned To: [<uone> -
<~ Administration
<Project Admin - 7
< Access Control A I M
View Assignments File Description: |
Create Role

5. You may choose to attach a marked-up version of the document in the “Attach
File” field by browsing and selecting a document accessible on your local
machine.

6. After the form is complete, press the “Save” button to create the tracker item.

Browsing Tracker Items (Revision Requests)

After the tracker has been created and items have been submitted, one may review the
items by browsing the tracker.

Steps for browsing a list of tracker items

Logon to GridForge and browse to the group project.

Click in the triangle next to the “TRACKER” link in the left navigation bar.
Click on the name of the tracker (e.g., Revisions to Test Spec).

If you have appropriate permissions, a list of submitted tracker items is displayed.
Click on the title of the tracker item in the Subject column to view the item
details.

Nk W=

Updating Current Versions of Drafts

Once requests for revisions begin to come in via the tracker, document authors and
editors will want to make updates and create new versions of the draft. A typical draft
document will go through many versions prior to being sent to the GGF Editor for
comment. The previous sections indicated that it is important to keep the current
versions of drafts available in the “Current Drafts” folder. However, group members
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often want to view previous versions and may even wish to keep a certain version as
“public” while a newer version is being reviewed. GridForge document manager
supports both of these needs without having to keeping copies of the document’s
previous versions.

Steps for Loading an Updated Draft

1. Logon to GridForge and browse to the project containing the document you wish
to update.

2. Click on the “Document Manager” link from the left navigation bar.

Browse to the folder containing the document you wish to update and open it.

4. Find the document you wish to update and click on the “Details” link next to the
document title.

5. Press the “Edit” button at the bottom of the next form.

6. This displays the Edit Document form.

(98]

Edit Document
test-wwg | Documert Manacger : Current Drafts © @@draft-aoftestwy-TestSpec : Edit Document

Edit Document draft-ggf-testwg-TestSpec [ English ]
“Document TitIBIIdraft—ggf—testwg—TestSpec

Description: | rrent Draft of Test Specification

*Administrative
Title:ldra& gof-testwg-TestSpec

“Access T?DB=|Puinc Aocess 'I
*Status:lp'.;tive .I

*File T?PE=|Microsm‘t word =

¥Yersion Comment:
Change Lag

Make Active: =

W Make this version the default version

|\.-'ersion 3|

Create New Yersion ¥ Create new version of this document with the modifications.

Lock This Document |

Lock Eumments:l

Upload FiIE:IC:\Documents and Settingsiscrur - Browse.. |

Paste Document: ;I
Mon-Binary Gnly

[

Update Document |

7. Press the “Browse” button and find the updated version of the document on your
local machine. You may wish to supply a Version Comment as well.

8. When complete, press the “Update Document” button and GridForge will replace
the old version of the document with the uploaded version you provided.
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Section 5 - Milestones and Tasks

As part of the group approval process the GFSG requires that a group set specific
milestones for productivity. These milestones may be workshops held, documents
completed, or a variety of other deliverables. GridForge provides a task management
tool, similar to project management software that can be used to record the milestones
and track progress and completion. Milestones are becoming an important metric in
determining a group’s effectiveness. Area Directors and the steering group in general
will begin using GridForge’s project management capabilities to track progress toward
the milestones of each group. It is vital, then, that groups load their milestones, record
progress toward completion, and mark milestones completed.

Each group will be created with a master task group called “GGF Group Milestones” and
a sub-group that has the same name as the group (e.g., test-wg). Chairs should record the
milestones of the group and mark progress toward completion of the milestone in this
sub-group.

Steps for initially loading milestones:

Logon to GridForge and browse to your project.

Click on the triangle next to “Task Manager” in the left navigation bar.
Click on “Add Task”

You will be presented with an Add Task Form.

el S

Add a New Task
test-wiy : Task Manager : GGF Group Milestones © Add & Mew Task

Task Group: T

Task T H WEBS #: . .
ask TYP® Goneral Task Will be assigned
g
Percentlﬁ Priority: -
Complete: Mot Started |5 T Lowest I
*Task Name:
[Maxirum S0
characters)
*Task Details: d

[Maxirnurn 4000
characters)

Startnate:lr\lovember =z =l|zo03 |

End Date: [y rorter B[ E[z005 5
Assigned To:

adrninistrator Dependent On Task: [yane

Admin Testuser 23-Re-Charter for post-Test Spec Activ
Crumb Steve ZZ-Finalize Test Spec at GGF10

Stacey Bruno 21-Submit Final Draft to Editor

Stewe Crumb 20-Incarporate GGF9 comrents
19-Submit Test Spec Draft at GGF9

Hours:
Decimals will hel
raunded
Actual Hours:
Decimals will bel_
rounded

Subrnit |

Page 21 of 27



GridForge Cookbook forge.ggf.org

5. The Task Group should already reflect the name of your group. Fill in the Task
Name and Task Details with your milestone name and a brief description.

6. Set the start and end dates. (Note: If your milestone is related to a particular GGF
meeting, use March 7 for Spring meetings, June 7 for summer meetings, and
October 7 for fall meetings.)

7. Select the Assigned To person(s) (if applicable).

8. Ifthe task is dependent on the completion of another previously defined task,
select it from the “Dependent On Task™ pane.

9. Press the Submit button to add the milestone into task manager.

Repeat this process until all milestones have been added to the task manager.

Steps for updating progress toward milestones:

1. Logon to GridForge and browse to your project.
. Click on the triangle next to “Task Manager” in the left navigation bar.
3. Click “GGF Group Milestones” and you will be presented with a list of tasks
resident in the project.

Submit New Task

&dd Task

Browse Tasks:

Task Group Assigned to Status

|.0.n3r ;”Fm\,r ;Ilnny ;I Browse
Submit Test Spec Draft at GGF9 2003-10-04 2003-10-05 100%
Incorporate GGF9 comments 2003-10-15 2003-11-30 15%
Submit Final Draft to Editor 2004-01-05 2004-01-15 0%
Finalize Test Spec at GGF10 2004-05-04 20040313 0%
ro-Chartor for post-Test S0EC 5004 601 20040730 0%

[T select all Total:a

4. Select the task name of the task you wish to update. This will result in a modify
task details form.
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Modify Task

test-vwwy : Task Manager | GGF Group Milestones : Modify Task

s Wonitoring

Submit Changes

*Task Name:
(Maxzimurm 50
charactaers)

Type:

Percentage
Complete:

Planned Hours:
Decimals will be rounded

Actual Hours:
Decimals will be rounded

Assigned To:

*Task Details:
[Maximun 4000
charactars)

R

IIncorporate GGFY comments WEBS #:
General Task Priority:
[t5% =] Start Date:
ID_ End Date:
ID_

Admin Testuser

Steve Cramt Assigned by:
Make Rewisions to Test Spec from GGFY comments ;l

Cancel

1.2
|2 vl
|october =] |15 =] |2003 -]

|Movember =] |30 =] |2003 -]

Steve Crumb

5. You may make what ever updates you wish to the details. Since the milestone
end dates are linked to your charter milestones, please do not update milestone
end dates without first discussing it with your Area Director.

task.

Steps for closing a task:

N —

Logon to GridForge and browse to your project.
Click on the triangle next to “Task Manager” in the left navigation bar.

When updates are complete, press the “Submit Changes” button to update the

3. Click “GGF Group Milestones” and you will be presented with a list of tasks
resident in the project.
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Submit New Task
Add Task

Browse Tasks:

Task Group Assigned to Status

[any =lany Efany =] erowse |

- Submit Test Spec Draft at GGF9 | 2003-10-04 2003-10-05 100%

Incorporate GGFY comments 2003-10-15 2003-11-30 15%
Submit Final Draft to Editor 2004-01-05 2004-01-15 0%
Finalize Test Spec at GGE10 2004-03-04 2004-03-13 0%
Re—_Che_lrter for post-Test Spec S004-05-01 2004-07-30 0o
Activities

[T select all Total:a

4. Select the task name of the task you wish to update. This will result in a modify
task details form.

Submit Changes I Cancel

*Task Name:

[Mazimum S0 ISubmit Test Spec Draft at GGFY WEBS #: 1.1
characters)
Type: General Task Priority: |5 - Lawest 'I
Percentage Iﬁ . - - -
Complote: |100% Start Date: |October | [4 -] [z003 =
Planned Hours: I— % .
Decimals will be rounded 0 End Date: IOctober —I IS —I |2DDS—I
Actual Hours: I_
Deacimals will be roundad 0
adrninistrator
adrnin Testuser
Crurnb Steve
Assigned To: g::ﬁ?camg Assigned by: Steve Crumb
*Task Details: [ bt corrent draft of Test Spec for discussion at GGFI ;I
[Maximum 4000
characters)
[~
Status:

A':':"mp"_Shme“t: Test spec was submitted on October 4 as part of preparing for ;I
[Maximum 2000 GEFg,

characters)
[~
Plan : -
[Maximum 2000 —I
characters)
[~

Issues |
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5. To close a task, select “Completed” from the Status drop-down. Also, you may
wish to select 100% from the Percentage Complete drop-down and fill out the
Accomplishment pane with details on the completion of the task.

6. Press the “Submit Changes” button when you are done.

Section 6 - Adding Members To A Project

Steps for Customizing the Fields and Field Values of a Tracker

1. Logon to GridForge. During this process, the user will obtain a login name (also
known as a “short name”).

2. Next the project Administrator navigates to the Project Administration Summary
page by clicking the Administration Project link on the left navigation bar. The
Add Member pane offers a text box into which an Administrator can type the
login name of the user to be added and press “Add”. If the login name is a valid
GridForge user, then the user is added to the membership.

Project Web Server

Project Information

Project Tools TEST Working Group (TEST-WG)
Project Summary Working Group Information:
<Tracker Working Group o) oyoiv  Jack Chair
Chair{s):
Support Requests Ser I _
Submit o ? . .
Test Spec Revisions Ema!: :!st. testwoiEaridforum. org {subscribe)
Subrmit Email fist (by thread) or (hy date)
archive:
Document Manager
Subrnit working Group Charter Abstract:
[: Task Manager
File Publisher This is where the_ abstract of the Charter of the test-
wg would go. This would nat be the full charter as
News they can sometime get rather large. Instead, we just
Subrmnit show an abstract so that project wisitors get a
[* Forums glimpse of what the group is generally about. The
b Reporti below links provide a short-cut to the important
eporting artifacts contained in the project such as the current
[ Monitoring draft{s), charter, milestones, and meeting minutes,

Project Management

=7 Administration Current Drafts | Charter | Milestones | Meeting Agendas &
=Project Adrin Minutes
=hccess Control
Wiew dssignments

Edit Project Information

3. Assign arole to the new member. Normally, new members are assigned the role
of GGF-Project-Member. This is done by pressing the “Edit Member
Permissions” link at the bottom of the member listing. On the subsequent page, a
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list of the four roles is presented and a link “Edit User Assignments”. Press the
link that is next to the role you wish to grant to the new member. A page is
displayed showing a listing of the project members. To grant the role to the new
member, simply check the check box next to the new member and press Update.
The same can be done for other roles such as GGF-Project-Administration or
GGF-Site-Sign-in.

Enter the Login Mame here and add to list below. After adding to the list, you can assign user to roles. Hit "Add to
Project” to complete the process.

*Login Mame : Assign Users to Roles:

I Uszer Lookup GGF-Group-Member

- GGF-Project-Admin
| Add to List Below | GGF-Site-Sign-in

Mo users added GGF-Site-Yisitar
Tool Access
Mote - all the users will be assigned to the roles selected.

add to Project |

Section 7 — How to Update the Project “Front Page”

From time to time, a project Administrator will want to update the front page of a project.
While this is a relatively simple process, care should be taken to preserve the layout of
the front page, which is purposefully consistent with other GridForge projects. Updating
links, adding content, updating the names and contact information of chairs, and other
simple changes are permissible.

Steps for updating the project “front page”

1. Logon to GridForge and browse to the project.
On the left navigation bar under “Administration”, press the link entitled “Project
Info.” You will be presented a page with a Description pane containing the html
code for the front page. This can easily be cut out and pasted into an html editor
of your choice (for more wholesale changes) or one can make the changes to the
code in the pane.
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|
Edit Project Information

test-wq ; Project Admin Summary ; Edit Project Infarmation

*Project Name:
|test-wg

*Description {(10-255 characters) :
<html = =
<head= =

Active Features:

"l Mailing Lists

¥ Forums

¥ Task Manager

I scm

¥ News

¥ Document Manager
¥ Project Web Server

Update

3. Once the changes have been made (either by pasting back the updated code from
your editor or by making the change directly in the pane), press the “Update”
button at the bottom of the page.

4. Return to the front page of the project and verify that the changes made are
correct.
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