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During the first quarter of the year 2000, a new document management strategy will be introduced into the working practices of the ITU-D Study Group Secretariat. The strategy reflects the general introduction of the Documentum document management software into the work processes of the ITU. As a result of this and other activities, the following services and working practices will be introduced by the ITU-D Study Groups Secretariat:

1.
Improved electronic document submission facilities 

2.
Online contributions database

3.
Online discussion groups

4.
Archival of meeting documents on CD-ROM for all meeting participants

5.
Issues under consideration

1.
Improved electronic document submission facilities

To facilitate improved document handling for Study Group, Rapporteur’ Groups and other group meetings, a web-based document submission system is being introduced. The web-based system is based upon similar systems already used in ITU-R and ITU-T, and is part of the overall strategy for introducing the Documentum document management platform into the ITU. A simple form is provided as part of a web page and is divided into four sections:

Section 1 - General information including:

Study Group:
Study Group 1 or 2

Rapporteur’s Group or Other:
Rapporteur’s Group

Start meeting date:
Date of meeting requested in month/year format

Meeting location*:
Location of the meeting

Question(s):
Study Question concerned

Main source*:
Organisation submitting document

Other Sources:


Title:
Document title

Contains:


Revision marks:
Does the document contain revision marks

Document language:
Document language, e.g. Arabic, Chinese, English, French, Russian, Spanish

Original text:
Is the document translated (yes/no)




Section 2 - Person to be contacted regarding the document, e.g.

Main Contact:


Other Contacts:


Organization:


Telephone:


Fax:


E-mail:


Section 3 - Sender information – details of person actually submitting document

Sender:


Organization:


Telephone:


Fax:


E-mail:


Section 4 - Enables the user to add additional comments and state whether the document is for action or information only.

Once the form is complete an electronic envelope is created which stores this information. The user is then asked to select a document from their computer and state its file format. Once this has been done, the document is uploaded from the user’s computer and, along with the above-mentioned information, is automatically entered into the Documentum document database. As the document is registered with the database, an email is automatically sent to the Study Group team, notifying them of that submission. Existing forms of document submission, such as fax, email, post will continue to be used.  Increasingly, these forms of submissions will also be integrated into the document management system.

This system is currently under testing and is anticipated for delivery in the first quarter of the year 2000.

2.
Online contributions database

During 1999 there were a number of problems accessing meeting documents via the ITU-D Study Group website. While these technical problems have now been overcome, they highlighted the need for improved web access to contribution documents. As part of the Documentum system, a new Study Group contribution database is being established. The contents of this database will automatically update the list of available contributions as and when they become available.

When a document is received as a submission, it will often require additional formatting, translation or other activity before becoming a meeting contribution.  Once a submitted document has undergone whichever set of actions it requires, it will be entered back into the Documentum database as a contribution or meeting document. If the contribution is to be made available via the web , it will be automatically displayed on the list of available contributions as soon as it is entered into the database as a contribution. This will improve the rate documents are made available via the website.

This system is currently in development and anticipated for delivery during the first quarter of the year 2000.

3.
Online discussion groups

Following successful deployment on the ITU-D Study Group 2, Topic 7 Focus Group, and requests from numerous Study Group members, a web-based discussion system is being made available to all members of the ITU-D Study Groups. The discussion forums are public, though private (members only) discussion groups can be established.

This system will be accessible via the ITU-D Study Group’s website by the first quarter of the year 2000.

During 1999, in response to requests from some Study Group members, email-based discussion groups were established. For those members not wishing to work via web-based discussion groups, email-based discussion groups can be set up on request. To do this, simply email the Study Group Secretariat.

4.
Archival of meeting documents on CD-ROM for all meeting participants

Following requests made during the September 1999 meetings of Study Groups 1 and 2, and in recognition of problems many Study Group members have with the time required in downloading contribution documents, the Study Group Secretariat aims to release all final contribution documents on a CD-ROM. The CD-ROM will be released following annual meetings of each Study Group.

The contents of the CD-ROM will be accessible via a small web page stored on the CD-ROM, which will provide a list of all available documents. Following the hyperlinks on this web page, each final contribution document and report (where available) will be loaded directly from the CD-ROM.

In order to provide access to those who could not attend a particular meeting and would like to obtain a copy of the CD-ROM, a form for requesting copies will be available via the Study Group website.

5.
Issues under consideration

Issues of using FTP and document exchange areas such as those employed by ITU-R Study Groups, are currently being examined. Once the feasibility of this approach and its integration into Documentum have been fully evaluated, information regarding the availability of these services will be published on the ITU-D Study Group website.
__________
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