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Introduction

This document is intended for chairs and secretaries of OASIS TCs, who will be administering the membership roster, events, ballots, and doc repository that are all part of the collaboration tools for the TC.

The purpose of the collaboration tools is to provide help for the chair and secretary in running the TC in accordance with the OASIS TC Process so that they can concentrate less on administrivia and more on the technical work being done by the TC.

While Karl Best has been the project manager of the development and rollout of the collaboration tools, and primary contact with the TC chairs, once the tools have been implemented chairs and secretaries should contact the OASIS webmaster (webmaster@oasis-open,org) for first level support.

All of the screens in the collaboration tools system have Help buttons. This document is intended to instruct you in how the tools are used within the context of OASIS and the OASIS TC Process; the collaborative tools are based on the Kavi software which, while somewhat customized for OASIS, does not conform 100% with the way that we need to do things.

Initial Setup of the TC

When a new TC is created at OASIS, the OASIS staff will do the initial setup of the TC under the collaboration tools. This includes creation of the TC’s public and private pages, creation of mail list, initial population of the membership roster, creation of links to the TC charter, creation of an event for the first meeting, etc. 

After the initial setup there isn’t much that the new TC chair needs to do besides perhaps adding announcements to the Note field and edit the blurb in the Group Description field, etc. It isn’t until after the first meeting that much setup will be required; at that point the chair or secretary needs to update the membership roster, add documents as appropriate to the doc repository, add additional events, etc. Note that the TC does not have any members before the first meeting, but observers and prospective members will receive email; the chair can use the TC’s mail list to send announcements to these people before the first meeting occurs.

The following setup is all done starting on the TC’s private page, which is accessed via the All Groups page or from the TC’s public page. 

Public and private pages

The public page is the page accessible to the public from the OASIS home page, either via the link in the left nav bar, or from the All Committees page (start at http://www.oasis-open.org/committees/committees.php). This page is composed of a combination of dynamic information queried from the collaboration tools database, which is updated by the TC chair on the private page, and static HTML content that is updated by the OASIS webmaster.

The private page is accessed via the All Groups page in the collaboration tools (start at http://www.oasis-open.org/apps/org/workgroup/portal/), and is created entirely by the collaboration tools.

Group Setup

Group Notes

From the TC’s private page select the Edit link next to the Group Notes header.

· The “Note” field is used for announcements to the members of the TC. This appears on the both the TC’s private and public pages. The chair should maintain the field on a regular basis.

· The “Group Description” field is for the blurb or short description of the TC’s work. This appears on the “All committees” page at http://www.oasis-open.org/committees/committees.php and in the orange box on your TC’s public page. Please don't put anything other than the short description in this field.

If you need to additional content that doesn't fit into one of these fields you should send it to the OASIS webmaster (webmaster@oasis-open.org) and asked that it be placed on the TC public page at the bottom or one of the pages that are linked from the purple box on the TC public page.

Edit Group Setup

From the TC’s private page select the Edit Group Setup link.

This screen contains settings that are default for all OASIS TCs. You should not change anything on this screen.

Charter and Chairs

From the TC’s private page select the Charter and Chairs link.

This screen lists the TC chair(s) that have been identified on the TC’s membership roster (see below), and also allows you to edit the charter field as well as the public description fields that are described above.

· The “Charter” field contains a link to the charter and IPR statements for your TC. Please don’t change the contents of this field; OASIS staff will maintain this field as well as the documents that it points to. If your TC clarifies its charter, or receives additional statements regarding IPR, this information must be communicated to the OASIS TC Administrators (Karl Best or Jamie Clark) who will then update these documents as appropriate.

Email Templates

From the TC’s private page select the Manage Email Templates link.

These are the messages that are sent to people who have requested membership in the TC, and are either approved or denied. You may modify these as you see fit.

Managing membership

The membership roster is the central focus of the entire set of collaboration tools. A person must be a member of the TC and be on the TC’s membership roster in order to participate in the TC. 

During the initial setup and rollout of the collaboration tools OASIS staff initially populated the roster of each TC with the subscribers of the TC’s current email list; these people were imported as Observers. It is up to the TC chair to designate which of these people are members rather than observers. (The individual roles are described below.)

In order for a person to be added to the roster he must create an account in the member database. In order to do so he must specify which OASIS member company he is employed by, or that he is an Individual member of OASIS. Therefore, in order to have an account in the database he must be eligible to participate. (This by itself will save a huge amount of effort and confusion that we experienced previous to implanting these tools; we had no automated way of tracking who was eligible to participate in the TCs.)

From the TC’s private page select the Manage Roster link.

The people on the TC’s membership roster are listed, sorted by company then by last name. Each person’s email address, company name, and role are listed. The TC chair or secretary may modify the role, set the voting status, or delete the person from the roster.

NOTE: There is not at this time any explicit connection between role and voting rights; these need to be set separately. Please set them as stated below.

Membership roles

The following roles have been defined by OASIS.

· Member This role is intended for TC members who have complied with the requirements of the OASIS TC Process to become a member (i.e. are eligible, have notified the chair, and then either attended the first meeting or have gone through the probationary period) and who are attending at least two out of three meetings. The various membership features described below will help the chair or secretary determine these requirements. 

A person with this role can post messages to the TC’s email list and submit documents into the TC’s doc repository. 

The TC chair or secretary should check the “Voting Member” checkbox for this person so that he can cast ballots.

· TC Chair This role is intended for the one or two people who are chairs or co-chairs of the TC. Together with the secretary, this person has all of the same rights as a Member (above), plus the ability to manage the membership roster; add/edit ballots; edit documents in the doc repository; add/edit events; track attendance; and edit group settings and notes.

The TC chair or secretary should check the “Voting Member” checkbox for this person so that he can cast ballots.

· Secretary The secretary has all the same rights and abilities for membership and creation as the chair, except that he is not listed on the “Chairs and Charter” page and is listed separately on the TC’s public page.

The TC chair or secretary should check the “Voting Member” checkbox for this person so that he can cast ballots.

· Prospective Member This role is for OASIS members who have requested to become a member of the TC but who have not yet fulfilled their probation requirements as specified by the OASIS TC Process (i.e. they must wait 60 days or until after the third meeting after notifying the TC chair of their intent to join the TC, whichever comes first). 

This role is “read-only”, i.e. the person is subscribed to the TC’s email list but cannot post messages, and also cannot submit documents to the doc repository, etc. Because he is not yet a member of the TC, the TC chair or secretary should not check the “Voting Member” checkbox for this person.

· Observer This role is for OASIS members who do not intend to become members of the TC but want to “lurk” on an on-going basis.

This role is “read-only”, i.e. the person is subscribed to the TC’s email list but cannot post messages, and also cannot submit documents to the doc repository, etc. Because he is not a member of the TC, the TC chair or secretary should not check the “Voting Member” checkbox for this person.

Designating roles

The change the role of a person select the new role from the pull-down box, then click the Submit Changes button. Any number of changes maybe made in a single action; you do not need to click Submit Changes for each individual change.

Make sure to also check/uncheck the “Voting Member” checkbox as appropriate for the role that you have assigned the person.

The automated membership process

New members joining

When a person wants to join a TC, he starts by clicking the “Join this TC” link on the TC’s public or private pages. The person specifies whether he wants to join as an Observer (long-term lurker) or a Prospective Member. If the former he is added to the roster as an Observer. If the latter, he is added to the roster as a Prospective Member and the TC chair is sent a notice that the person has been added. (This notice fulfills the person’s obligation to notify the chair that he wants to join, as specified by the OASIS TC Process.)

After the person has been a Prospective Member for 60 days, or as soon as the third meeting has been held (see Events below) the chair is sent a notice that the person has fulfilled his probation. The chair or secretary should go into the membership roster and convert the person from Prospective Member to Member.

Poor attendance notification

At the end of every meeting (see Events below) the collaboration tool checks the attendance records and sends a notice to the chair if any member has failed to attend two out of the last three meetings. The chair should go to the Meeting Attendance Report found at the top of the member roster, to check the attendance records, then demote to Observer those Members who haven’t attended as required.

Failure by the chair to demote non-attending members will result in the TC having difficulty achieving quorum at future meetings. 

Manually adding a new member

While in most cases a person is added to the TC roster by going through the “Join this TC” link, a chair may manually add a person to the TC roster. Select the “Add a New Member” link on the roster page, use the lookup to find the name to add, then specify the role and voting status of the person. 

Chairs and secretaries should not use this feature to unnecessarily circumvent the automated membership tools. New members should only be added to the roster in compliance with the OASIS TC Process.

Balloting

set up, run

select “Voting Members Only” not “All Members on Roster” – that would allow Observers to vote.

Quorum calculation is based on voting members

Event Calendar

set up meeting, repeating, agenda, etc

record meeting attendance – chair notified re: attendance

certify that a meeting has been held – used for prospective member third meeting notice and for poor attendance notification

meeting minutes should be sent out via the email list, and may also be added to the doc repository. they can be attached to this event after the meeting is over.

Doc Repository

operation

relationship with previous method (ftp in committees directory)

Action Items

setup, operation

Subgroups

The subgroup functionality is used to support the creation and operation of TC subcommittees. A subcommittee will have all the same functionality of a TC, including its own chair, notes, membership roster, events calendar, balloting, etc.

Because the creation of a subcommittee within the collaboration tools includes the creation of mailing lists and directories on the OASIS server, and some consistency is required in naming the subcommittees, TC chairs must request OASIS staff to create subcommittees. The name of the subcommittee, name of the chair, and a short description or charter should be provided to OASIS staff as part of the request.

