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Introduction

This document details the processes for using the Corporate Services Corps Project Library.  The project library will be used to house CSC project deliverables and work products.  The project library is located at:  http://ccca.sby.ibm.com:13080/ram/login.jsp.  Use your IBM intranet credentials to log in.
1 Concepts

Communities:  A community is a repository structure that facilitates user interaction with a group of assets that are related in some way.  In the case of the CSC, communities are defined by the country, for example, “Ghana” or “Vietnam”.
Assets:  An asset is a file or a group of related files called artifacts.  Artifacts can be work products such as software requirements, designs, models, and documentation.
Asset Types:  The asset type is a label that defines the type of file by function and will act as a filter to assist users when they search for assets.  So for example, the asset type for a project plan would be “Plans”.  
	Architecture Diagrams
	Component models, system context diagrams, application architecture, operational documents, etc.

	BPM & Process Flows
	As-is flows, to-be flows, process flows, etc.

	Change Management
	Change logs, change requests, change management process, etc.

	Charters
	Project charter, business charter, etc.

	Database Specifications
	Database specifications, table structure, data models, physical/logical models, etc.

	Demonstrations & Presentations
	Typically a PowerPoint or HTML file

	General Documentation
	General documentation

	Guides
	Style guides, etc.

	Marketing Material
	Press releases, copy, etc.

	Meeting Minutes
	Meeting minutes

	Plans
	Project plans, quality plans, test plans, WBSs, etc.

	Requirements
	Business requirements, functional requirements, non-functional requirements, etc.

	Risk and Issue Management
	Risk logs, risk plans, issues logs, etc.

	SOWs & Proposals
	SOWs, DOUs, PCRs, proposals, estimates, etc.

	Strategy Documents
	Test strategy, strategy and consulting documents, etc.

	Technical Deployment Documentation
	Installation documentation, setup documentation, build documentation, etc.

	Test Cases
	Test cases

	Use Cases
	User use cases, system use cases, etc.

	UX & Information Architecture
	Wireframes, site map, navigation flows, content, etc.

	Visual Designs
	Visual designs, graphics, JPGs, images, etc.


Categories:  Categories help users find assets during a search.  The categories for the CSC are the types of project engagements.  The complete list is below.
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2 How to Search for and Download Assets

The primary method of finding assets is to search by using keywords.  The search keywords are compared to information in an asset's name, description, short description, rating, community, category, attributes, custom attributes, and tags.  Search keywords are also compared to artifacts, or files in an asset.
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You can also search by using filters such as asset type, category, state, and community.
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1. To download an asset, click on the asset that you want to access.

2. On the General Details page, click on the “Download” button.
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3. If you want to just look at the asset without downloading it, click on the “Content” tab.
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4. Click on the file name to open it.
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3 How to Perform Advanced Searches

You can also use queries to find assets.

5. Click on the “Advanced” link on the Search bar.
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6. Start your search by typing terms in the advanced fields.  After you type values in the fields, click Search.  
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7. The search query that you created will be displayed along with the Search results. 
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4 How to Submit an Asset

8. Click on the “Submit Asset” button from any page.  [image: image11.jpg]Submit
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Describe Tab:

9. In the Name field, enter the name of the asset.  Remember it should be memorable, and descriptive.  Title case should be used for the name, for example, “”Business Plan for XYZ Company”.
10. In the Version field, enter a number, for example, “1.0”.

11. In the Community field, select the country that should be associated with the asset.

12. In the Type field, select the asset type that defines the asset.

13. In the Project Name field, enter the name of the project that produced the asset.
14. In the Tags field, enter any tags that would help other users find the asset.

15. In the City field, enter the name of the city in which the project took place.
16. In the CSC Client Name, enter the name of the project’s client (business partner).

17. In the CSC Participant Home Country, enter the name of your home country.
18. In the Project Begin Date and Project End Date fields, select the project dates by clicking on the calendar button.

19. In the Team Name field, select your team’s name.

20. In the Description field, enter verbiage that provides an overview of the asset.
21. Click “Next’ at the bottom of the screen.
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Attach Tab:
22. Click on the “Basic” link.
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23. Click on the “Browse” button and select the file you want to attach.  Once the file name appears, click “Upload”.
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24. Click “Next’ at the bottom of the screen.

Categorize Tab:
25. Select the type of project from the Category list.
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26. Click “Confirm” at the bottom of the screen.

Confirm Tab:

27. Preview the metadata of the asset to make sure it is correct.
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28. If the information is correct, click “Submit”.  If you need to make further edits, click “Back”.
29. Once your asset is submitted, you have the option of notifying others that it is available.  You also have the option of unsubscribing to your asset.
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5 How to Add Multiple Asset Owners or Change Asset Ownership
You can change asset ownership or assign multiple owners to an asset after the initial submission process.  Note:  Only someone listed as the asset owner can perform this action.
30. Open the asset for which you want to add or change owners.

31. Click on the “Change Owner” icon.  
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32. Type in the name of the owner you want to add or change.
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33. Then select the person you want to add or replace.
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34. Then click “Add” to add an additional owner or click “Replace” to change ownership.
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6 How to Subscribe to Someone Else’s Asset

You can subscribe to an asset to receive notifications when the asset has been updated.  

35. Open the asset to which you want to subscribe.

36. On the General Details page, click on the “Subscribe to this asset” link.

[image: image22.jpg]Asset: Example Asset 2 [1.0] 7

General Details | Content Ratings  Foums  Statistics [owmiesd] (... -
Project Name: Project 123 D Approved models b
3 ——————— | process I
Ouners Gina . Cardosi wyraing s
Community:  Ghana ARNAR |
\Average rating (0 ratings) I Adg
Type: Business Process Hladels & Process Flows Yrtririrdr

Discussion fopics (0) Assetfeed

|Lastupdated: March 24,2009 | - Subscribe to this asset

Attributes P Gina . Cardosi subscried
248 210 PIf

o Kimee! Gina . Cardosi changed the state:
o Approved - 324105 2:10 P

CSC Client Name: Ad for Atisans Ghana B e o < 2N
210P1

CSC Participant Home Country:  US.

Viewal
Project Begin Date: Jui1,2008
Project End Date: Jui25, 2008

Team Name: Ghana Team 2




37. Change the subscription name if desired and determine how often you want to be notified of changes via email.
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38. Click “OK”.
7 How to Rate an Asset

You can rate and leave feedback about an asset so that other users can evaluate the asset.  
39. On the General Details page for an asset, you can click the Rate icon ([image: image24.png]


) to leave a rating and provide general comments about the asset. 
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*** END OF DOCUMENT ***
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