Project / Subproject:

FUNCTIONAL ANALYSIS AND PLAN.JO No. 10030 / R3

DESIGN — NEW DOCUMENTS Reference Number / Version:
RELEASE 3 D.FAD /0.03

PLLAN-JO—-RELEASE 3

Functional Analysis and Design — New Documents
Preliminary version

Release 3
Version 0.03
22/01/2009

Issue Date: Document File Name: Page:

22/01/2009 D.FAD-Functional Analysis and Design-New Documents R3 v0.03 1 of 40




FUNCTIONAL ANALYSIS AND
DESIGN — NEW DOCUMENTS
RELEASE 3

Project / Subproject:
PLAN-JO No. 10030 /R3

Reference Number / Version:

D.FAD/0.03

DOCUMENT HISTORY

Version | Date

Author Reason for Modification

Action” | Confidentiality | Pages

(*) Action: C= Creation, [=Insert, U=Update, R=Replace, D=Delete

Issue Date:

22/01/2009

Document File Name:

Page:

D.FAD-Functional Analysis and Design-New Documents R3 v0.03 2 of 40




FUNCTIONAL ANALYSIS AND
DESIGN — NEW DOCUMENTS

Project / Subproject:
PLAN-JO No. 10030 /R3

Reference Number / Version:

RELEASE 3 D.FAD/0.03
CIRCULATION LIST
Person Name Organisation Name
Issue Date: Document File Name: Page:
22/01/2009 D.FAD-Functional Analysis and Design-New Documents R3 v0.03 3 of 40




Project / Subproject:
FUNCTIONAL ANALYSIS AND | ,,"\X.10 No. 10030 / R3

DESIGN — NEW DOCUMENTS

Reference Number / Version:

RELEASE 3 D.FAD/0.03

APPLICABLE AND REFERENCE DOCUMENTS

Type | Title Identification Ver | Date

®

Al ITT No 10030 - Technical specifications Annex 1 to Contract

A2 ITT No 10030 - Software Requirements Specification | Annex 1.A to the Technical Specification

R1 D.FAD-Functional Analysis and Design 100 | 18102006

R2 D.FAD-Functional Analysis and Design 005 | 2000222008
R2

R3 D.FAD-Functional Analysis and Design 002 | 10/122008
R3 — Printer Interface

(*) : Reference document, Applicable document

Issue Date: Document File Name: Page:

22/01/2009 D.FAD-Functional Analysis and Design-New Documents R3 v0.03 4 of 40




Project / Subproject:
FUNCTIONAL ANALYSIS AND PLAN.JO No. 10030 / R3
DESIGN — NEW DOCUMENTS

Reference Number / Version:

RELEASE 3 D.FAD/0.03

TABLE OF CONTENTS
1 INTRODUCTION 9
2 NEW DOCUMENTS 10
2.1 UPLOAA AOCUIMENL .....evvieeiieeiiciieeie ettt ettt ettt e e et e et e e et e e teesbeesbeesbeessasssessaesseesseessesssessseseesseenseessesssassseseesseensesnnas 10
2.1.1 Create APA and other Documents through the PPE .............cccccocouiviioiiiiiiieeieieeieeeeeie et 10
2.1.2 Upload document — NO URZIP OPIIOT..........c..cueouiriiiiiiiiiieee ettt et sttt 14
2.2 Parent and Child DOCUIMENLS ............oiiiiieiieieee ettt ettt et e et e et e bt e bt e teeseesseesbeenseemaesneesneesseenseenseenneas 16
2.2.1 Create PATent DOCUTNENL ...............c.coueiiiiieeee et ettt ettt ettt et ettt et ettt e te et et eneeenae e nnee 16
2.2.2 REPOSIIOTY ROOL ...ttt et ettt ettt ettt et e ettt et e et e e ateeentteenseeeataeanseeanseeanseeensseeneeenns 19
2.2.3 Search for Parent DOCUIEHL .................ccccuuueiuiriiiiii ettt ettt ettt ettt st b et ettt sbe ettt e eneens 21
2.2.4 Create (Child) Document and Link to the Parent DOCUMENL ...................cc.cccueeeiuieeireiieeeiieeeieeeeieeeeieeeereseevee v 21
225 Dispatch to Printer / Prepress Request (Print INStrUCtiOn FOFM) ..........c..c.cceveieiiiiiiiieieeeee e 25
2.2.6 ATCRIVE PAVENE DOCUINERLS ...ttt ettt ettt ettt b ettt e et e bt eae ettt eneenee 25
3 USE CASES 26
3.1 PrOQUCLION AZENL. ... ecutieiieieeie ettt ettt et et et et e e etesteesseesseesseesseesseeseaseenseenseensesssesseenseensesnsesasesseenseanseensenssenseens 26
311 UC-0101 — Create Documents through the PP ................ccooooii oottt 26
312 UC-0102— Create Parent DOCUIENL...................c.ceuaeutaeaueaeeee et et et e et ettt et e e et et e ettt sneesneeseee et eaeanee e 27
313 UC-0103 — Upload Child DOCUIENL ...................c.cccoeeuieieaieeieeieeeieeie et eee et ete e eete et ssaesseesbeessesssesnsessaesseeseansenns 28
314 UC-0104 — Dispatch Manuscripts to Printer — CRild DOCUIMENL..................cc.ccccuvouiiiriniiiiieiieeeieeese e 30
3.2 Reception Agent, ProdUCION AGENE........c.ooiuiiiiiiiitieitieie ettt ettt e e et e et e e eesaeesae et e e et enseeneesseesneenseeneeeneas 31
3.2.1 UC-0201 — Upload Author files WItROUE URZIP ..............ccccoiiiiauieieeeee ettt eneens 31
4 UML DIAGRAMS 33
4.1 ACHVILY DIAGIAIMS ...ttt ettt ettt e ettt s bt eb e eb e eae e s et et e s bt e bt ebeeh e es e enten s e b e nbeebesbeebe e bt entensentenbenbeanes 33
4.1.1 UC-0101 — Create Documents through the PPFE ...............cccccocuiiiiiiiiiiiiiiiiiii ittt 33
4.1.2 UC-0102— Create Parent DOCUIENL ................c..ccuoiueiiae ettt ettt ettt ettt e bt aeasae e seeesneenseaneeens 34
4.1.3 UC-0103 — Upload CRild DOCUIENL.............c....ccueeeiiiiieeiieeeieeeiteeeieeeteeeteesteeeaeesteeasaessbaesseesabeesssaensseessseensnes 35
4.14 UC-0104 — Dispatch Manuscripts to Printer — Child DOCUMENL ..................c..ccveeieiieiiieieiieeieeieeeeeeeeie e eenees 36
4.2 Reception Agent, ProdUCLION AZENL........ceiciieieriieitieiieieeiesie sttt ete st e ste st e st eseeesesssesseeseesseensessaesseenseesesnsesnsesnnenns 37
4.2.1 UC-0201 — Upload Author files WithOUE UNZIP...............c.oocueiieiiei ettt 37
5 REPORTS 38
5.1 ATULNOT REPOTES ...eeiiiieiiieeiiecieeette ettt e e st e st e sttt e st eestee e sbeesae e sbeessaeassaeeaseeasseeenseeanseeessseeasseessaensseensseensseessseennsenns 39
5.1.1 RP-0101 — LISt Of AOCUMERLS............ccoeeuieciieiieieeiieeieeeie ettt ete et ettt e etaesteessaebeesseesseesseeseesseenseesseessesseenses 39
512 RP-0102 — LISt Of UPIOGUS ...ttt ettt et 39
5.2 ReCePON AENt REPOITS ...c..iiiiiiiiiietietieite ettt ettt ettt et e bt et e st e e s ee bt e bt eaeeemaesaeesmeessee st enseenseenteeneesneenneenees 39
5.2.1 RP-0201 — List of Documents in Progress not Attached t0 OJ ...............ccocevoeioiiiiiiiiiiieeeeeeeee e 39
53 Production AGEnt REPOTLS ........cc.eiiiiieriieiieieeteeteeste ettt e et e st e steeteesaesseesseesseesseesseessaessessaessaesseesseessesssesssesseesseensenssens 39
5.3.1 RP-0301 — List Of AOCUMENLS = OVEFVIEW .........cuivuiiuiiiiiiiiieiieeeeeete ettt ettt 39
532 RP-0302 — DOCUMERE HISTOFY ......ceeieieeeee ettt ettt ettt et e et et e bt et es et ete et e enseeneesneenns 39
533 RP-0303 — List Of ReQUIAIONS / DECISIOMS ...........ccueeueiieiieieeee sttt ettt neeneas 39
534 RP-0304 — List of Documents in Progress not attached t0 OJ...............cc.ccoueeiiiueiiieiiiniiiieeieeeieesieeeie e 40
5.4  Production Coordinator REPOILS ........ccueeieriieriieieiieeie sttt te st et et et e e e s aesteeseessesaeesneesseenseenseenseensesnsessnesseenees 40
54.1 RP-0401 — Manuscript pages per institution by date/period report ................coccuoeicieiieicieciieaeeeee e 40
5.4.2 RP-0402 — Manuscript pages per institution by date/periodand LV ................c.cccccooevmveiienoeiciiiiieieeeeene 40
5.4.3 RP-0403 — Manuscript pages per institution by date/period MT and GA..............c.cccovvevvevieeceenienieieeeeeeenns 40

Issue Date: Document File Name: Page:

22/01/2009 D.FAD-Functional Analysis and Design-New Documents R3 v0.03 5 of 40




FUNCTIONAL ANALYSIS AND
DESIGN — NEW DOCUMENTS
RELEASE 3

Project / Subproject:
PLAN-JO No. 10030 /R3

Reference Number / Version:

D.FAD/0.03

544
545
5.4.6
5.4.7
548
5.4.9

RP-0404 — List of Uploaded manuscript LVs not sent to printer per institution by date/period
RP-0405 — Number of Files Sent to printers.............c..ccccocecevenenvincenenncn.
RP-0406 — Number of Manuscript pages prior-read by OPOCE/Printers
RP-0407 — Number of Documents per institution by date/period................
RP-0408 — Number of Documents with DEMED status other than VALID
RP-0409 — Documents uploaded by group(Author, Reception team, PA group)

Issue Date:

22/01/2009

Document File Name:

Page:

D.FAD-Functional Analysis and Design-New Documents R3 v0.03 6 of 40




Project / Subproject:
FUNCTIONAL ANALYSIS AND | ,,"\X.10 No. 10030 / R3

DESIGN — NEW DOCUMENTS

Reference Number / Version:

RELEASE 3 D.FAD/0.03

TABLE OF FIGURES

Figure 1: Create New DOCUMENTS IMEIIU ......ooueiiuiriiiiiitieiieie ettt ettt ettt sttt st e e bt et e st et e tesae et e nbesaeenes 10
Figure 2: Create New Documents FUNCHON ©.......ccooiiiiiiiiiiiiiieee et 11
Figure 3: Create New Documents FUNCtion IL..........cccooiieiiiiiiiiiiiieeie ettt 12
Figure 4: Create New Documents FUnction IIL ..........c.ccooeiiiiiiiiiiiiieee et st 13
Figure 5: PPF with the created dOCUMENLS ..........cocuiiiiiiiiiiiiiece ettt st e 14
Figure 6: Upload Author Files — INO UNZIP ...cc.eeitiriiiiiiieieie ettt ettt st et 15
Figure 7: Upload Author files — Create Parent DOCUMENL. ........c.eoouiiiiiiiiinieierineeee e 17
Figure 8: Create Parent Document — Metadata FOIM ........cc.ooviiiiiiiiiiiiiie e 18
FIgure 9: REPOSIEOTY TOOT......coueiiiieieieiteeet ettt ettt ettt h et b ettt e b et e st e eb e e e e bt et e e bt emeesteeste bt saeentenneeneenes 19
Figure 10: Parent DOCUMENt MANAGET .......c..coouiitieieiiitieieeie ettt ettt sttt be et ae et e et st et b et e besaeenee 19
Figure 11: Parent Document Manager — FOlders’ CONLENL..........coeiruiririerinieierieeiteie ettt 20
Figure 12: Parent Document Manager — Document FOIAET.........cccoooiiiiiiiiiiiiiieeee e 20
Figure 13: Upload Author files — Link to Parent Document ..............ccoooeiiiiirininieneiieeeeeee e 22
Figure 14: Upload Author files — Select Parent DOCUMENL ..........ccoouiiuiiiiiniiieiiiieec e 23
Figure 15: Create Child Document — Metadata FOTmM ..........cocoiiiiiiiiiiiiiee e e 24
Figure 16: Activities for Create Documents through the PPF ... 33
Figure 17: Activities for Create Parent DOCUIMENE .........oc.oiuiiiiriiiiiieiieeeseee ettt st s 34
Figure 18: Activities for Upload Child DOCUIMENE ........cocueiiiiiiiiiiiiiiiieieese ettt st e 35
Figure 19: Activities for Dispatch Manuscripts to Printer — Child Document ...........ccccecereririenencenenenceeneeene 36
Figure 20: Activities for Upload Author files WithOUt UNZIP ......coceeviiiiiiiiiniee e 37

Issue Date: Document File Name: Page:

22/01/2009 D.FAD-Functional Analysis and Design-New Documents R3 v0.03 7 of 40




Project / Subproject:

FUNCTIONAL ANALYSIS AND PLAN.JO No. 10030 / R3

DESIGN — NEW DOCUMENTS

Reference Number / Version:

RELEASE 3 D.FAD /0.03
LIST OF TABLES
Table 1: TabIe OF USE CASES ...eevueeriieeieiiieitietiestiestesttestesteeteesseesseesstesssessseasseesseessaeseesseesssesssessseesseesssesssesssesnsenssees
Table 2: List of Reports affected by the ANALYSIS ......ceecvieriieiiiiieiieiie ettt ere e se e e ssnessseensaensees
Issue Date: Document File Name: Page:

22/01/2009 D.FAD-Functional Analysis and Design-New Documents R3 v0.03 8 of 40




Project / Subproject:

FUNCTIONAL ANALYSIS AND PLAN.JO No. 10030 / R3
DESIGN - NEW DOCUMENTS Reference Number / Version:
RELEASE 3 D.FAD/0.03

1 Introduction

This document covers the functional specifications of Release 3 with regard to the New Document Types that will
be included in PLAN-JO as defined in A2.

For a description of the 1 and 2™ releases of the Plan-JO system please refer to D.FAD-Functional Analysis and
Design R1 and to the D.FAD-Functional Analysis and Design R2 documents.
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2 New documents

2.1 Upload document

2.1.1 Create APA and other Documents through the PPF

A new function “Create New Documents” will be added in the PPF. This function will enable the user to create
documents without attachments. The process for this is described below:

1. The PA accesses the PPF of an OJ.

2. He selects the new function “Create New Documents” under “Doc Functions” Menu.

0 Functions Doc Functions Collation Delivery Hote

Add new Doc ument
QJCO-05/12/2008 | Create new Document REPARE
Documer A fion
I:I Referend Date e
[l Documents without 0J Heading or Subheading

Figure 1: Create New Documents Menu

3. A new form is presented with the title “Create New Documents”. The PA selects the number of documents
to be created and the Document Type from a drop down list.
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Mo of Docs D

Document Type b
L

AGR

THER
AM.FROP.DEC
AM.FROF.DIR
AM.FROP.REG

BUDGET
ANMEX.BUDGET
CASE
COMMUNIC
COM.POS
COMPETITION
CORRIGEMDA
GEC

DEC.ECSC
DEC.EEA

CiR

ECU.D
ECU.DMR
ECU.DR
GREEMFA
IMFO
IMFOLCIT

Figure 2: Create New Documents Function I

4. Clicking on the “Next” button, the system will generate a number of rows (same with the number of
documents). Each row represents a document to be created. The manuscript reference of those documents
is the combination of the creation date (shown automatically by the system) and a text field that the user
will fill in manually. In addition, the institution of each document should be updated (if needed). The
default value of the Institution is the “COM”.
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Figure 3: Create New Documents Function II

Note: In case the manuscript reference along with the institution is already assigned to another document,
the system will present a restriction message. The PA should modify the appropriate fields and click on
“Create” button to create the documents.
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* The Manuscript Reference has been assigned to other Document

Hoof Doce | 1 Manuscript Reference
Document Type |APA v [Hmd] = 20081212 = APAI

20081212 | APAZ

20081212 | APA3

Figure 4: Create New Documents Function ITI

5. The system will create the OJ Documents without any files attached in the Current LVs folder or other
folders. The Document Metadata will be automatically filled in according to the document type from an
XML template provided by the Publications Office. A new workflow for processing will be generated for
each document for the appropriate PA group.

6. The created documents will be also attached to the OJ and presented in the PPF at the end of the upload.
The order of the documents on the PPF will be the same with the creation order (from the “Create New

Documents” form).
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0J Functions Doc Functions Caollation D&onry Hote

OJCO-05/12/2008 6302 LOT % Jouve Total pages: STATLUS: PREPARE

= - Dificial

Document  Manuscript Document . Short Adoption _. : Treaty Start E
[ Reference Reference Tvpe B — Title Date Sa— EE S Reference Page P:
[J Documents without 0J Heading or Subheading
O © zo0:1212.002 20081212-APA1  APA OTHER | o |[o

e I 1

O © 0081212003 20081212-8P81 APA OTHER o |[o
[] @ 20081212004 20081212-4PA1 APA OTHER | o o

Figure S: PPF with the created documents

Requirements:

e XML files with the document metadata may be used that will be filled in automatically according to the
document type. This needs to be defined by the Publications Office.

2.1.2 Upload document — No unzip option

There are cases where documents have a large number of Files and therefore are required to remain as zip files in
all their lifecycle. In this case the user will upload them in PLAN-JO in zip files.

A new functionality will be included in the “Upload” module in case the user wants to upload and keep the
uploaded zipped files as they are in the system.

In the new Upload functionality, a new check box “No unzip” will be added in the “Attach files” tab. The zip files
will be uploaded in the Current LVs folder in zip format. The system shall check whether the zip file is empty or
not but will not unzip it. The upload function and the created workflow for processing the document will remain
the same as for all other documents.

Documents uploaded with the "No unzip" function selected are not sent to OJ-Format even if the "Exlude OJ-
Format" check box has not been selected.
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= e 5 1 - S TE T = =y

4. Attach files | 5. Attach email |
INFORMATION: The upload procedure may fake a few minutes. Fiease do not close your browser. 2
Language versions previously uploaded:
bg [es _|da de ' iy - | £n les et fi fr ga g | b
i Llm v mt ol I/ pt ro sk s | sv Lall
Language versions to be attached:
Clog Oles Claa Hlee [Cla Dlen [Cles [Oer Oa Ol ga [ lhu
Ot O Ov Om Om Op Opt Ore Osx DOa DOs  DCan
Comments:
[ONo Attachments [J mo unzip
[ Exclude 0J-Format
Selected Files:

Figure 6: Upload Author Files — No unzip
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Note: Theoretically these documents will not be dispatched to Prior-reading but the system will keep the function
enabled.

2.2  Parent and Child Documents

Many large documents need to be handled in segments and are also sent to the printer as such. In order to handle
these types of documents effectively in PLAN-JO, a new entity will be implemented. A new system entity will be
created and labelled “Parent Document”, under this main document, additional documents may be attached as
children. The children documents will belong solely to the Parent document and can be treated as separate
“segments” to this document. The children documents are able to follow the same workflow paths as normal
documents in the system with specific exceptions however.

The “Parent” document in the system will represent and be treated by the system as one single document entity
which is linked to the child documents. This means that the Parent document will have all the necessary forms of a
normal document, but will not have any workflows such as Prior-reading, Proofreading or Dispatch to Printer.
These workflows will be handled in the Child document Level. In the Parent Document Level, the forms Metadata,
Budget Request (Publication Request) and Prepress Request (Print Instruction Form) will be stored and populated
to the Child Level.

The following sections describe the above mentioned functionality in more detail:

2.2.1 Create Parent Document
A new Parent Document can be created by following the steps below:

1. The PA selects the function “Upload Author Files” as usual.

2. In the “Create” tab, a new button will be implemented “Create Parent Document”. The PA fills in the at
least the mandatory fields “Manuscript reference” and the “Institution” and clicks the “Create Parent
Document” button.
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( 1. Create 1 2, Infc

INFORMATION: The uplead procedure may take a few minutes. Please do not close your browser.

Manuscript reference:

Existing XML reference data:

Institution:

Contact person:

Department:

# Mandatory fields

Figure 7: Upload Author files — Create Parent Document

3. The Metadata form will be displayed and the user fills in the appropriate fields. The Metadata form remains
the same as the present one. However, a new field is added under the Document Reference to indicate that

this is a Parent Document.
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INFORMATION: The uplead procedure may take a few minutes. Please do not close your browser.

Institution code:
Document reference:

Parent Document

COm

Mot yet created

Date of latest transmission:

Transmission date:

121272008 18:07

Manuscript reference
Dfficial No
Interinstitutional No
Procedure No
Publication reguest No
Registration No
Contact name

Contact address
Contact telephone

Date of adoption

Official title

Document Type

Duration
EEA relevance
Codified version

Service/DG

Prior-reading

| Ulrike Trautenberger

| Ulrike. Trautenberger @ec.europ|

|s7372 |

Test Official title

AGR b

| Limited - Ephémére |
Cyes ®no
Ovyes ®no

O yes O no @ not sure

Publication date requested
Publication deadline
Publication date

0J Series

0J Heading

0J Humber

Language version of the original
Authentic language

Placeis) of signature

Signatory name

Signatory function

Languages to be published

Manuscript pages

Estimated OJ pages

|pec 13, 2008

|pec 13, 2008

|pec 13, 2008

0J Sub heading
[ |
[en o] |

|

[ o REHN

Member of the Commissicn

bg Mes [Mda [Flae Ma
en es et ﬁ fr
Mea Fu Fit Fi M
Mmt Fa Fp Mgt Mro
Msk st Flse Cau

| v

Figure 8: Create Parent Document — Metadata Form

4. Using Next button the PA navigates to the next tabs of the upload. The tab “Select Production Agent
Group” will be read only and automatically filled in by the current group. The tab “Attach files” will be
skipped and disabled as there are no files to be uploaded. The last tab “Attach email” enables the user to
upload files into the “Correspondence” folder of the Document.

5. When the user finishes the upload pressing the “OK” button, the system creates the document in a new
folder in the Repository Root called “Parent Docs in Progress” (see section 2.2.2 Repository Root).

Document File Name:

D.FAD-Functional Analysis and Design-New Documents R3 v0.03

Issue Date:

22/01/2009

Page:
18 0of 40




Project / Subproject:
FUNCTIONAL ANALYSIS AND | ,,"\X.10 No. 10030 / R3
DESIGN — NEW DOCUMENTS Reference Number / Version:
RELEASE 3 D.FAD /0.03

2.2.2  Repository Root

A new folder called “Parent Docs in Progress” folder will be added in the Repository Root to store the Parent
documents. When accessing the ‘“Parent” document, the user will see a Document Manager similar to the current
Document Manager, with the following folders:

e Metadata
e Instructions Form: to store the Budget Request (Publication Request), Prepress Request (Print Instruction
Form)

e Correspondence
e Other files
e Documents: links to the virtual Child documents (Document Manager links)

W# planjo : pa_c-extra
e Inbox
L3 Subscriptions
My Files
oy Cabinets
=Hg planjo
B[ Archive
I-i-l Delsted Documents
ITI Deleted OJs
[=} Repository Root
B[ Docs_in_progress
FH[ . OJs_in_progress
- Parent_Docs in proqress

Figure 9: Repository root

B Ex 20:081127-004
EI— Correspondence
=

mail. bxk

o Documents

B fa Instruction Forms
h EUDGET REQUEST
h PREPRESS REQUEST

—J— Meta Data

L META-DATA

= E.I Dther Files

|} LBE]  worksheet.xds

Figure 10: Parent Document Manager

Il
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B Checkin & Check Out By £uit [ Add To Clipboard & Cancsl Checkout

= % Correspondence
mail. txct

Bl oocuments O D 20081127-004
= Instruction Forms 0J Manuscript Reference: test_notification -
? % BUDGET REGQIEST Demed Reference Mo: w m
PREPRESS REGUEST Cate Modified: Dec 9, 2008 7:24:15 PM —
= % Meta Data Demed Status: NOT_CREATED
@ META-DATA Demed Progress: UNIMITIALISED

= Other Files
Workshest.uds

O Hame Version Size  Modified e =
| x= E Correspandence (1) @  CURRENTL.O 1KB 09/12/2008 18:30 dmadmin

|:| E Instruction Forms (2) o CURRENT, 1.0 1KB 27/11/2008 17:58 pa_b-2_test

|:| E Meta Data (1) o CURRENT, 1.0 1KB 04/12/2008 18:56 dmadmin

|:| E Other Files (1) o CURRENT, 1.0 1KB 27/11/2008 17:58 dmadmin

|:| E Documents {0} o CURRENT, 1.0 1KB 27/11/2008 17:58 pa_l-2_test

ol

Figure 11: Parent Document Manager — Folders’ Content

B Checkin & Check Out By £uit [ Add To Clipboard & Cancsl Checkout

= [ 20081127-004
= Correspondence

mail.txt —
Documenis E DDocumems

Instruction Forms 20081127-004

BUDGET REGUEST 0J Manuscript Reference: test_notification
Demed Reference Mo:

PREPRESS REQUEST Default Child Version:

Date Modified: Dec 9, 2008 7:24:15 PM

"’El;;i';m Demed Status: NOT_CREATED
: Demed Progress: UNINITIALISED
= Other Files

‘Waorkshest.xs
L

[l Bl an0g121 2002 @ currenNT,10 1KB  09/12/2008 18:30 dmadmin

D 520031 2 2.003 o CURRENT, 1.0 1 KB 27/11/2008 17:58 dmadmin

| E 2008121 2-004 o CURRENT, 1.0 1 KB 04/12/2008 18:56 dmadmin

ol

Figure 12: Parent Document Manager — Document Folder
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The functions that will be available from within the Parent Document Manager are the following:

e Metadata
e Forms
o Prepress Request (Print Instruction Form)

e Budget Request menu

O

Create/Update Budget Request (Publication Request)

e Functions

O
O

O
O

Attach Document
Detach Document
Move Document
Delete Document
Go to PPF

e Upload Files

O
O

Upload Other files
Upload Correspondence

In case of Delete Document Function, the attached (child) documents will be deleted along with the Parent

document.

2.2.3 Search for Parent Document

The Parent Documents will be included in both the Quick Search and the Advanced Search Function. In the
Advanced Search Function, a new Search Criteria will be added to enable the user to perform searches according to
this feature (Parent or Normal Document). The new criteria will be named “Documents” and will be a radio button
with the following options:

e All: To search to all the documents (Parent and Regular). This will be the default value.

e Parent: To search to Parent Documents only.

e Regular: To exclude the Parent Documents from the search.

2.2.4  Create (Child) Document and Link to the Parent Document
In order to create the (Child) Document and link it to the Main (Parent) Document the user will follow the next

steps:

1. The PA selects the function “Upload Author Files” as usual.

2. In the “Create” tab, a new button will be implemented “Link to Parent Document”. The PA fills in the
mandatory fields Manuscript reference and the Institution; all other fields will be copied from the Parent
document. The user then clicks on the button “Link the Child document”. Please see figure below:
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( 1. Create |

INFORMATION: The upload procedure may take a few minutes. Please do not close your browser.

Manuscript reference:

Existing XML reference data:

Institution:

Contact person:

Department:

# Mandatory fields

Figure 13: Upload Author files — Link to Parent Document

3. A list with all the available Parent Documents will be shown. The PA will select the Parent Document to

link the new (child) document that is being uploaded.
Note: Available Parent Documents are all the Parent Documents that are still in Progress and not Archived.
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The following documents have been found

Manuscript Reference Document
r's Reference

test001 20081208001

test0oz 20081208002
test003 20081209002
test0od 20081209003
test005 20081200006
test0os 20081200004
test0o7 20081209005
test00s 20081200007
test00g 20081209008
testd10 20081209010
testo11 20081209009
test012 20081200011

o)
O
O
O
O
O
@)
O
o)
O
O
O

Figure 14: Upload Author files — Select Parent Document

4. The system will continue to the “Info” tab and will show the metadata automatically, which will
automatically be filled in from the Parent Document. In the Metadata form under the Document reference
of the Child Document, the Document Reference of the Parent Document will be presented.

Note: The Metadata form for the Child documents will be in read-only mode.
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lGreatey] 2. Info

INFORMATION: The upload procedure may take a few minutes. Piease do not close your browser.
Institution code: com Transmission date:

Document reference: Hot yet created Date of latest transmission: 12/12/2008 18:07

Parent Document: 20084212-004

Manuscript reference

Official No

Interinstitutional No

Procedure No

Publication request No

Registration No

Contact name

Contact address

Contact telephone

Date of adoption

Official title

Document Type

Duration

EEA relevance

Codified version

Service/DG

Figure 15: Create Child Document — Metadata Form

Publication date requested
Publication deadline

Publication date

0J Series

0J Heading

0J Number

Lant | anguage version of the original
Authentic language

Place(s} of signature

Signatory name

Signatory function

Languages to be published

Member of the Commission

Manuscript pages |

Estimated O.J pages |

No other change to the “Create Author Files” function will be done. The workflow for the Child document can
follow the same paths as already implemented in the previous releases. In other words, they can be sent for prior-
reading, to the printer, for proof-reading and also receive control proofs. However, they will not have available the
following functions which will remain at the Parent document level:
o Send, Create/Update Publication Request

o Attach Document
o Detach Document
o Move Document
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When linking the child document to the Parent document, the system will fill in automatically the Metadata form
and the Publication request from the Parent document. In fact no user will be able to modify these two forms from
the child document. The modifications should always be made to the Parent Document and will this in turn will
populate the metadata in all the Child documents.

Apart from those two forms, the workflows for the Child document can follow the same workflows as for all the
documents.

Note: Concerning the dispatch to printer workflow for a (child) document, before dispatching, the Publication
Request of the Parent document must be created and a DEMED number should be assigned.

2.2.5 Dispatch to Printer / Prepress Request (Print Instruction Form)

The Prepress Request will be created in the Parent Document Level and copied to the Child documents. In order to
dispatch a Child document to the printer the PA will access the pre-filled Prepress Request for the child document.
In the form, the Parent Document Manuscript and Document Reference will be presented for consultation and
correct communication with the printer. This information will also be added in the xml that will be exchanged with
the Printer.

In this form he PA will only be able to modify only Comments field and the Number of Pages. The field “Number
of pages” is not linked to the Metadata of the document as this field is applicable to the Child document only, while
all other Metadata are linked to the Parent Document.

2.2.6 Archive Parent Documents

The archiving method will remain the same as it is at the moment. The system will archive the Parent Document
under an OJ. The Child documents will be stored under the Parent document.
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3 USE CASES

The following represent functional requirements, in terms of Use Cases for the new documents which will be
delivered in release 3 of PLAN-JO.

The table below is a list of Use Cases corresponding to the analogous users involved.

Actor Identifier Use Case

UC-0101 Create Documents through the PPF

Production Agent / OJ Collator,

. . uc-0102 Create Parent Document
Production Coordinator
ucC-0103 Upload Child Document
UC-0104 Dispatch Manuscripts to Printer — Child Document
Reception Agent, Production Agent /| ;- Upload Author files without unzip

0OJ Collator, Production Coordinator

Table 1: Table of Use Cases

3.1 Production Agent

3.1.1 UC-0101 — Create Documents through the PPF

Use Case ID | UC-0101

Use Case Name | Create Documents through the PPF

Actors | Production Agent / OJ Collator, Production Coordinator

Description | Documents without attachments are created through the PPF and attached to the
0J. The document structure will be automatically created. The metadata form will
be filled in automatically if there are default values for the selected document

Type.

Pre-conditions |m  The OJ has status ‘PREPARE’ or ‘CREATED’.

Post-conditions |m  Documents are created and stored under the ‘Docs in Progress’
Repository folder.

m  Documents Metadata form is filled in automatically according to a
predefined template for the selected Document Type (if it exists)

= Documents are attached to OJ.

Main success | 1. Actor starts the Use Case by accessing the ‘Production view’ from the
scenario menu.
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2. Actor browses the calendar and clicks on an OJ link.

3. System displays the corresponding Print Production File.

4. Actor selects the function “Create New Documents” under “Doc
Functions” Menu.

5. System accesses the form “Create New Documents”.

6. Actor types the number of documents that they want to create and selects
the document type from a drop-down list. Actor presses the ‘Next’ button.

7. System generates a number of rows within the form (same with the
number of documents) that represent the documents to be created. System
prompts the user to fill in their Manuscript Reference that already are
prefixed with the creation date.

8. Actor fills in the Manuscript References and the Institution of each
document and clicks the ‘Create’ button.

9. System checks if the Manuscript References along with the Institution are
unique. If not the user is prompted to modify them and resubmit. If ok,
system creates the OJ Documents without any files attached in the
Current LVs folder or other folders. The Document Metadata will be
automatically filled in according to the document type. The Documents
are attached in the OJ with the same ordering as in the form.

10. New tasks are created for the PA group for Processing.

Alternative sequence | 1+2. Actor can start the Use Case from a specific Print Production File,
without browsing.

1+2. Actor can start the Use Case from a specific OJ by accessing its Print
Production File from the menu.

Failure sequence

User interface

3.1.2 UC-0102- Create Parent Document

Use Case ID | UC-0102

Use Case Name | Create Parent Document

Actors | Production Agent / OJ Collator, Production Coordinator

Description | The Upload Author Files Procedure is used to create a Parent Document.

Pre-conditions | <none>

Post-conditions |m  The Parent Document is created and stored under the ‘Parent Docs in
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Progress’ Repository folder.

Main success | 1. Actor selects the function “Upload Author Files” from the “File” Menu in
scenario the Inbox.

2. In the “Create” tab, actor fills in at least the mandatory fields Manuscript
reference and the Institution and clicks on the button “Create Parent
Document” to create the Parent Document.

3. System checks that the combination of Manuscript Reference and the
Institution is unique to allow the upload. If not, the system presents an
error message and prompts the user to modify the fields.

4. In the next tab “Info”, the Metadata form is displayed and the actor fills in
the appropriate fields.

5. Using Next button the actor navigates to the next tabs of the upload. The
tab “Select Production Agent Group” is read only and automatically filled
in by the current group. The tab “Attach files” is skipped as there are no
files to be uploaded. In the last tab “Attach email”, actor uploads a file
with the email communication with the author (optional step).

6. Actor finishes the upload pressing the “OK” button.

7. System creates the document in a new folder in the Repository Root
called “Main Docs in Progress”, fills in the metadata form and all the
corresponding fields are populated to the forms “Prepress Request” and
“Budget Request”. The email is stored under the “Correspondence” folder
of the Document.

Alternative sequence

Failure sequence

User interface

3.1.3 UC-0103 — Upload Child Document

Use Case ID | UC-0103

Use Case Name | Upload Child Document

Actors | Production Agent / OJ Collator, Production Coordinator

Description | The Upload Author Files Procedure is used to create a Child Document and
link it to the Parent Document.

Pre-conditions |m At lease one Parent Document in Progress exists.

Post-conditions | m  The Child Document is created and stored under the “Docs in Progress”
Repository folder.
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m  The Child Document is linked to the Parent Document. A new link is
added in the folder “Documents”

Main success | 1. Actor selects the function “Upload Author Files” from the “File” Menu in
scenario the Inbox.

2. In the “Create” tab, actor fills in at least the mandatory fields Manuscript
reference and the Institution and clicks on the button “Link to Parent
Document” to create the Child Document.

3. System checks that the combination of Manuscript Reference and the
Institution is unique to allow the upload. If not, the system presents an
error message and prompts the user to modify the fields. System presents
a form with all the available Parent Documents that are in Progress.

4. Actor selects the Parent Document through a radio button to continue
with the upload and also link the Child Document to a Parent Document.

5. In the next tab “Info”, the Metadata form is displayed in read-only
format. The form is filled in with the Metadata of the Parent Document.

6. Using Next button the actor navigates to the next tabs of the upload. The
tab “Select Production Agent Group” is read only and automatically filled
in by the current group.

7. In the tab “Attach files”, actor selects the Languages to be uploaded and
files to be uploaded. He also adds comments (optional step).

8. In the last tab “Attach email”, actor uploads a file with the email
communication with the author (optional step).

9. Actor finishes the upload pressing the “OK” button.

10. System creates the document in a new folder in the Repository Root
called “Docs in Progress” and also links the document to the Parent
Document. In the folder “Documents” of the Parent Document, a link to
the Child Document is stored.

Alternative sequence

Failure sequence

User interface

3.1.4 UC-0104 — Dispatch Manuscripts to Printer — Child Document

Use Case ID | UC-0104

Use Case Name | Dispatch Manuscripts to Printer — Child Document

Actors | Production Agent / OJ Collator, Production Coordinator
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Description | Manuscripts are sent to the Printer for the Child Document

Pre-conditions | m  Receive Manuscripts from Authors.

s DEMED Status is “VALID” or PC has received task to override it and send
the document to Printer.

Post-conditions | m  The status of LV’s has changed accordingly.

m A snapshot is kept in “Sent to Printer” folder of all files, Prepress
Request and model sent to Printers.

m  Acknowledge message “OK” that the package is received from the
Printer (optional).

Main success
scenario

Actor browses the tasks assigned to his team (Inbox).

Actor selects a task for a document

Actor accepts the task.

Task disappears from all other Inboxes which it has co-existed.
Actor selects files to send to the Printer from within the task.

Actor selects the function ‘Dispatch to Printer’ from the menu.

A

System presents the ‘Prepress Request’ for the Manuscripts. The form is
pre-filled from the Parent Document’s “Prepress Request”.

8. Actor can fill in only the ‘Comments’ and the ‘Number of Pages’ fields
and press ‘Send files to printer’ button to send the Manuscripts to the
Printer.

9. The system sends Manuscripts (doc), model (pdf), Prepress Request (pdf
+ xml) and an envelope xml file in a zip file to the printer using ftp.

10. The status of the exchange messages concerning is set to ‘In Progress’.

11. Printer sends an Acknowledge message ‘OK’ that the package is received
(optional step).

12. The message exchange status changes to ‘Received’.

Alternative sequence | 1. Actor access the Document Manager of the appropriate document

2. Actor selects the button ‘Send To Printer’.

3. The system prompts the user to Select Proof Or Lvs For Printer Dispatch.
Actor selects ‘Current LVs’ and presses the ‘OK’ button.

4. User selects the files to be sent to the printer from the presented list.

Continue from 7.

Failure sequence
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User interface

3.2 Reception Agent, Production Agent

3.2.1 UC-0201 — Upload Author files without unzip

Use Case ID

UC-0104

Use Case Name

Upload Author files without unzip

Actors

Reception Agent, Production Agent / OJ Collator, Production Coordinator

Description

The actor uploads manuscripts that have been sent from the Author service
via e-mail. The manuscripts are uploaded in zip files and are not unzipped.

Pre-conditions

= Author Service sends email with at least one zip file to the PA.

Post-conditions

m  The Document is created and stored under the “Docs in Progress”
Repository folder.

m  No Document files are sent to OJ-Format.

Main success
scenario

1. Actor selects the function “Upload Author Files” from the “File” Menu in
the Inbox.

2. In the “Create” tab, actor fills in at least the mandatory fields Manuscript
reference and the Institution and clicks on the button “New Document” to
create the Document.

3. System checks that the combination of Manuscript Reference and the
Institution is unique to allow the upload. If not, the system presents an
error message and prompts the user to modify the fields.

4. In the next tab “Info”, the Metadata form is displayed and the actor fills in
the appropriate fields.

5. Using Next button the actor navigates to the next tabs of the upload. The
tab “Select Production Agent Group” is presented and the RA selects the
PA Group that will recieve the Upload task. In case of PA or PC users the
tab is read only and automatically filled in by the current group.

6. In the tab “Attach files”, actor selects the Languages to be uploaded. He
selects a zip files to be uploaded and the check-box “No unzip”. He also
adds comments (optional step).

7. In the last tab “Attach email”, actor uploads a file with the email
communication with the author (optional step).

8. Actor finishes the upload pressing the “OK” button.

9. System creates the document in a new folder in the Repository Root
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files).

called “Docs in Progress”. In the folder “Current LVs” of the Document
Manager, the zip file is stored as is (normally system would unzip the

Alternative sequence

Failure sequence

User interface
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4 UML Diagrams

4.1 Activity Diagrams

4.1.1

UC-0101 — Create Documents through the PPF

Actors

:PA or PC

Plan-JO

?

accesses the ‘Production view’
from the menu

browses the calendar

and clicks on an OJ link

selects the function \

ﬁsplays the correspondi@

\ Print Production File

“Create New Documents”
under “Doc Functions” Men}

/ System accesses the

@rm “Create New Documents)

ypes the number of documents
that wants to create and \

selects the document type
from a drop-down list.
ctor presses the ‘Refresh’ butt

fills in the Manuscript References
and the Institution of each document
and presses the ‘Create’ button

the documents to be created

2

prompts the user to fill in
their Manuscript Reference
that start with the creation date

checks if the Manuscript
References along with

ﬁenerates a number of rows
within the form that represent

Gompt to modify them and resubi

mit. )

the Institution are unique

NO

_/

creates the OJ Documents
without any files attached in
the Current LVs folder or other folders,

|}

he Document Metadata will be automaticall
filled in according to the document type.
The Documents are attached in the OJ
with the same ordering as in the form

New tasks are created for
the PA group for Processing.

Figure 16: Activities for Create Documents through the PPF
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4.1.2 UC-0102- Create Parent Document

Actors

Plan-JO

:PA or PC

selects the function
“Upload Author Files” from
the “File” Menu in the Inbox

n the “Create” tab fills in a
least the mandatory fields
Manuscript reference and
the Institution and clicks
on the button
“Create Parent Document” to
reate the Parent Docume

ﬁecks that the combination of Manuscript
/K Reference and the Institution is

unique to allow the upload.

the Metadata form is \/ YES
r

displayed and the acto
fills in the appropriate fields

\L Error message\

navigates to the last tab of the uploa
Uploads a file with the email
Communication With the author.

finishes the upload creates the document in a new
pressing the “OK’ button folder in the Repository
Root called “Main Docs in Progress”

NO

Figure 17: Activities for Create Parent Document
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4.1.3 UC-0103 — Upload Child Document

Actors

::PA or PC

Plan-JO

selects the function
“Upload Author Files” from

the “File” Menu in the Inbox

n the “Create” tab fills in a
least the mandatory fields
Manuscript reference and

the Institution and clicks
on the button
“Link to Parent Document” to
create the Child Docume

@acks that the combination of Manuscript

selects the Parent Document through
a radio button to continue with
the upload and also link the

hild Document to a Parent Documen

In the tab “Attach files”, selects the
Languages to be uploaded and
files to be uploaded and adds comments

\i

navigates to the last tab of the uploa
Uploads a file with the email

Communication With the author

finishes the upload
pressing the “OK” button

Reference and the Institution is
\ unique to allow the upload.

YES

NO

Error message )|———

resents a form with a
the available Parent
Documents that are
in Progress

System creates the document in a
new folder in the Repository Root called
“Docs in Progress” and also
inks the document to the Parent Documen

Figure 18: Activities for Upload Child Document
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4.1.4 UC-0104 — Dispatch Manuscripts to Printer — Child Document

Actors

:PAor PC

Plan-JO

=PRINTER

Gowses the tasks assigned to his teaD

Gelects atask for a docume@

accepts the task

Krask disappears from all otheD

/wboxes which it has co-existed

selects files to send to the

Printer from within the task /™

selects the function
‘Dispatch to Printer’ from the menu

can fill in only the comments field and press
‘OK’ button to send the Manuscripts

presents the ‘Prepress Request’ for the
Manuscripts. The form is pre-filled from the
Parent Document’s “Prepress Request”

to the Printer or he selects the

utton ‘Send files to printer’ to skip the foyﬁ

system sends:

- Manuscripts (doc),
- model (pdf),

- Prepress Request (pdf + xml)

(if selected in the previous step)
- envelope xml file
iq_a zip file to the printer using

sends an Acknowledge
message

‘OK’ that the package

is received (optional step,

Figure 19: Activities for Dispatch Manuscripts to Printer — Child Document
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4.2  Reception Agent, Production Agent

4.2.1 UC-0201 - Upload Author files without unzip

Actors

RAPA or PC

Plan -JO

selects the function
“Upload Author Files” from
he “File” Menu in the Inbox

In the “Create” tab |, fills in at least the mandatcﬁ
fields Manuscript reference and the Institution

and clicks on the button “New Document”
to create therDocument

\@cks that the combination of Manuscript

Reference and the Institution is
K unique to allow the upload .

YES

< the Metadata form is displayed \/
a

nd the actor fills in the appropriate fields J\

In the tab “Attach files” , selects the
Languages to be uploaded . He selects
a zip files to be uploaded and
the check -box “No unzip” .
He also adds comments

In the last tab “Attach email”
uploads a file with the email communication
with the author

NO

Error message

System creates the document in a

Q finishes the upload \
r

essing the “OK” button

new folder in the Repository Root
called “Docs in Progress” .

Figure 20: Activities for Upload Author files without unzip
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5 Reports

The PLAN-JO system provides the users various reporting features enabling them to monitor the production
process, delays and generate statistics.

All reports run from the Documentum WebTop under the menu name Reports. Different users have access to
different reports based on their relative permissions and access rights.

The following table represents a list of the Reports, which have been delivered in the previous release of PLAN-JO
and will be affected by the current analysis.

Actor Use Case
RP-0101 — List of documents
Author RP-0102 — List of uploads
Reception Agent RP-0201 — List of Docs in Progress not attached to OJ

RP-0301 — List of documents - overview
RP-0302 — Document History
RP-0303 — List of Regulations / Decisions

Production Agent / Collator

RP-0304 — List of Documents in Progress not attached to OJ

RP-0401 — Manuscript pages per institution by date/period report

RP-0402 — Manuscript pages per institution by date/periodand LV

RP-0403 — Manuscript pages per institution by date/period MT and GA

RP-0404 — List of Uploaded manuscript LVs not sent to printer per institution
by date/period

Production Coordinator RP-0405 — Number of Files sent to printers

RP-0406 — Number of Manuscript pages prior-read by OPOCE/Printers

RP-0407 — Number of Documents per institution by date/period
RP-0408 — Number of Documents with DEMED status other than VALID

RP-0409 — Documents uploaded by group(Author, Reception team, PA

group)
Reception Coordinator <none>
Proofreader Coordinator <none>
Proofreader <none>

Table 2: List of Reports affected by the Analysis
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5.1 Author Reports

5.1.1 RP-0101 - List of documents

Because authors are not familiar with parent and child documents, this report will display only the regular and the
parent documents. The child documents will be excluded from this report.

5.1.2 RP-0102 - List of uploads

The Parent documents will be excluded from this report as the report shows the actual uploads that are applicable to
the Child document level only. Thus, only the Regular and Child documents will be included to this report.

5.2 Reception Agent Reports

5.2.1 RP-0201 - List of Documents in Progress not Attached to OJ

A new criterion will be added in the Criteria form. In addition, a new column will be added in the Search results to
show the information. The new criterion will be named “Documents” and will be a radio button with the following
options:

e All: To search to all the documents. This will be the default value.
e Parent: To search to Parent Documents only.
e Regular: To exclude the Parent Documents from the search.

The child documents will be excluded from this report as these functions are applicable to the Parent document
level only.

5.3 Production Agent Reports

5.3.1 RP-0301 - List of documents - overview

The Parent documents will be excluded from this report as the functions shown to this report are applicable to the
Child document level only. Parent documents do not have workflows. In order for the PA to distinguish regular
from child documents, a new column named “Parent doc. Ref.” will be added to this report. This column will
display the document reference of the parent document for child documents, and will be empty for regular
documents.

5.3.2 RP-0302 — Document History

Same as RP-0301 — List of Documents - overview.

5.3.3 RP-0303 — List of Regulations / Decisions
Same as RP-0201 — List of Documents in Progress not Attached to OJ.
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5.3.4 RP-0304 — List of Documents in Progress not attached to OJ
Same as RP-0201 — List of Documents in Progress not Attached to OJ.

5.4 Production Coordinator Reports

5.4.1 RP-0401 — Manuscript pages per institution by date/period report

The child documents will be excluded from this report as the required information is kept in Parent document level

only.

5.4.2 RP-0402 — Manuscript pages per institution by date/periodand LV
Same as RP-0401 — Manuscript pages per institution by date/period report.

5.4.3 RP-0403 — Manuscript pages per institution by date/period MT and GA
Same as RP-0401 — Manuscript pages per institution by date/period report.

5.4.4 RP-0404 — List of Uploaded manuscript LV's not sent to printer per institution by date/period

Same as RP-0301 — List of Documents - overview.

5.4.5 RP-0405 — Number of Files sent to printers

Same as RP-0301 — List of Documents - overview.

5.4.6 RP-0406 — Number of Manuscript pages prior-read by OPOCE/Printers

Same as RP-0301 — List of Documents - overview.

5.4.7 RP-0407 — Number of Documents per institution by date/period
Same as RP-0401 — Manuscript pages per institution by date/period report.

5.4.8 RP-0408 — Number of Documents with DEMED status other than VALID
Same as RP-0401 — Manuscript pages per institution by date/period report.

5.4.9 RP-0409 — Documents uploaded by group(Author, Reception team, PA group)
Same as RP-0401 — Manuscript pages per institution by date/period report.
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