MASE Documentation Guidelines and Standards
03JUN08 rev. 1.0 Mark Chaffey
1. Minimum expectations.

a.  Each document shared or distributed to other parties should have the name of the author, a date and a version number. The version number should change for any changed documents that are released (you should version it for your own edification anyway).
b. It is highly recommended that each document file name start with the orgination date in the form of 2008_06_30DocumentNameRev1.0. In this way documents easily sort by age, name and version. Naturally the more descriptive the name, the better.
c. A copy of each released document should be placed in the appropriate “space” or folder in the project library. The format can either be a Microsoft Office document (Word, Excel, etc., or a pdf. You can create new “spaces” or folders in the existing organization chart at will but please use the appropriate name and put it under the correct subsystem space (folder).
2. Recommended documentation practice and how to use the MASE project library:
a. To make your life easier you should start by:

b. Map the MASE project library as a network drive.

c. Add the MASE project library home page to your list of browser favorites. https://alfresco.mbari.org/alfresco/n/browse/workspace/SpacesStore/a8688c3a-c46f-11dc-b6cf-dd62da77b0b8
d. Add the MASE project Wiki home page to your list of browser favorites. https://oceana.mbari.org/confluence/display/MASE/Home
e. Work should be done on your local computer and backed up by you in the manner of your choosing.

f. When documents are to be distributed to the rest of the project team or otherwise released as part of the permanent project record a copy should be placed in the MASE project document library (url above).
g. The documents can either be placed in the MASE document library by using the Alfresco web interface and using the “add content” feature, OR by clicking on the “view details” icon on the right side of the text line for the document “space” or folder of interest and clicking on the “View in CIFS” link. This then allows you to use windows-like drag-and-drop methods.
h. For easy browsing you might want to bookmark this alternate site with a graphical organization chart with links to each “space” or folder area in the project library. This site is also linked off the Wiki home page: https://alfresco.mbari.org/alfresco/webdav/Projects/900701_Axial_Seamnt_Observ_Fsblt/Project%20Management/DocumentOrganizationWebDrawing.htm
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Figure 1. MASE document  list showing  subsystems. Click on a link to open the appropriate "space" (folder).
i. Note that the project library and Wiki are accessible to all project collaborators, including those outside MBARI. Some project management information such as accounting and resource usage may only be available to users inside MBARI.
2. How to easily share documents with others on the project Wiki.

a. To easily share documents from the project library you can put a link to the documents on the project Wiki pages located here: https://oceana.mbari.org/confluence/display/MASE/Home
b. Note that the Wiki pages are not necessarily permanent so documents should not be released or stored there permanently – only use for links to the project library and temporary working documents used for collaborative discussions

c. The suggested way to add documents to the Wiki is to first add them to the project documentation database and them add a link to them in the Wiki.
3. Hot tips for using Alfresco and Confluence.
a. To grab an Alfresco link for a file download to paste in the Wiki: right click “copy shortcut” while pointed at the “Download Content” URL address in the Alfresco “view details” page for the file to paste link to.
b. To grab an Alfresco link for “space” (folder) access for pasting in the Wiki: right click “copy shortcut” while pointed at the “Browse Page URL” URL address in the Alfresco “view details” page for the folder.
