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Guidelines Document Repository

I ntroduction

@ \We store all church documents on our church sefez.document repository is an online
filing cabinet of all church documents. With thereat password you can get access to all
these documents on any computer connected to tisraén.

@ The great thing about a document repository, isitmeans important documents are not
scattered across a lot of computers. It also mgmatsve don't end up with many different
versions of the same document. You can always tgetsudind the latest version of any
document you need.

@ 'Subversion' is a program that allows you to chahgelocument repository. You download
(‘checkout’) part or all of the document reposityyur ‘local copy’). You can then make
changes to documents and upload (‘commit’) thettmetovebsite.

@ Subversion also keeps a copy of every change yde teathe document repository, so that
nothing is ever lost.

@ |t is important to realise that managing a versibrepository is very different to managing
a 'normal’ filesystem. When updated correctly, ®usion repositories allow the users to
track changes through time. This means that iffymlia change that doesn't seem right,
you can find out why it was made and change it blagiu need to.

Security
® Don't disclose your username and password to anyone

@ (Web only) Always log out at the end of a sessiod @ose the browser completely.
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@ Be aware that if you change the names of folderi,ymu move folders or files in the
document repository, their security settings map @hange. Always notify the Vision 100 IT
Team if you are making changes to folders or docushat are sensitive.

Access

@ To access repository you need a login name anavpags this may not be the same as your
website login. Ask it@vision100.org for these.

@ www.crossroadshobart.org. Click login button at-tight. Insert username and passowrd
intodialogue box.

@ Select 'documents' on new menus that appear aff sgeen.

® To download documents, select desired documentcliitieat ‘download in original format' at
bottom of page. You may need to save the documegbor desktop before you can edit it.

Quick Adding and Editing for Individual Documents
- Itis relatively simple to edit individual document
- If using a Mac, open the Terminal and type:
defaults write com.apple.desktopservices DSDort&MetworkStores true

It may be necessary to log out and back in, or ¢veastart the computer (which is what the article
states), for the change to take effect.

. If using Open Office, go to Tools-Options-Genet#der open/save dialogs, select 'Use
Open Office dialogs'.

. Click 'File' -'Open'.

. In the 'File name' type the location of the repmyitfor eg
http://www.crossroadshobart.org/svn/Crossroads/.

You will be asked for your username and password.

Select the file you would like.
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. Any changes you make to these files will be addetiti¢ document repository.
. You can add files to the document repository, bgtse 'Save As' and then enter the full
URL or where you would like to save it, includirtg document name, eg

http://www.vision100.org/svn/Documents/Paper Docotriele.doc.

. For more detailed things, like adding folders detleg files you will need to mount a local
copy of the repository (see below) or ask it@vid@dorg or church leaders to do this for you.

Mounting a local copy of therepository for quick editing
For Mac

- Follow second step above under 'Quick editing divilslual documents'.

- Select Connect to Server from the Finder's Go menu.

- Enter the document repository address, for example
http://www.crossroadshobart.org/svn/Crossroadti@server address and then click
Connect.

- You are now free to add, delete, rename filesyike would in a normal drive.

- To get access to this drive to to Finder-Go-Network
Windows

- Go to Network Places and select the option to Adéwa network place.

- Type the document repository location, eg www.a@asdshobart.org:80/svn/Crossroads/ as
the URL.Note: You have to make sure you add the ‘port numbext #fe first bit of the
URL.

- Please contact it@vision100.org if you have furtfiéficulties.

Windows XP and Vista

- Search Microsoft’'s web site for update KB90730,ftvare Update for Web Folders.” This
may fix all your problems.
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- On Windows Vista, the same KB90730 update may @earything up. But there may still
be other issues. Some users have reported that dossiders alit t p: // connections
insecure, and thus will always fail any authentarathallenges from Apache unless the
connection happens oviet t ps: / /. If you're unable to connect to the Subversion
repository via SSL, you can tweak the system regtstturn off this behavior. Just change
the value of the
HKEY_LOCAL_MACHI NE\ SYSTEM Cur r ent Cont r ol Set\ Servi ces\ Wbd i en
t\ Par anmet er s\ Basi cAut hLevel keyfroml to2. A final warning: be sure to set up
the Web Folder to point to the repository’s rogedtory ( ), rather than some subdirectory
such ag t r unk. Vista Web Folders seems to work only againsts#proy roots.”

« In Windows XP, go go to Control Panel, and theokcNetwork and Internet Connections.
Under See Also, click My Network Places. Click Aaldietwork place.

- In Windows Vista, go to ‘Computer' and choose 'Addetwork'.

Getting a local copy of repository

For PC users

o
ownload TortoiseSVN.

o
nstall TortoiseSVN.

ake a new folder on the desktop & rename it sokymw what it is (eg Document
Repository).

ight click on folder you have created and sele&NSCheckout...”.

n the URL line copy and paste
“http://lwww.crossroadshobart.org:80/svn/Crossrdad@ithout the quotation
marks)
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For Mac Users
- If using a Mac, open the Terminal and type:

defaults write com.apple.desktopservices DSDort&MetworkStores true

t may be necessary to log out and back in, or eveestart the computer (which is
what the article states), for the change to tafecef

ownload Subversion for mac

ownload and install svnX for mac

nstall Subversion. Follow all instructions.

ontact IT@ and ask for access to the document iteppsit will provide you with a
your username and password.

o
pen svnX.

In the window named 'Repositories’ click on thesign to add the Crossroads
document repository. Fill out the ‘path’ field withe following url.
http://crossroadshobart.org:80/svn/Crossrodtie ‘user’ and ‘pass’ fields are your
username and password as provided by IT.

reate a folder where you want to store the documegdsitory and name it.

o
ouble click on this new line. “Select Checkout”.
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o
elect this folder.

his will now appear in the window called 'Workingi@les'. Add your username and
password here as well.

For Linux Users

®
nstall subversion. Instruction for the Ubuntu disition are below.

o to System / Administration / Synaptic Package &gam. It'll ask for your
password.

earch for "subversion"

o
ouble click on it, it should go green or something.

o
lick "Apply". This will install subversion.

o
o create a local copy of the document repository

pen a command line terminal/console

®
ype

svn checkout --username <your username> --passwauar password>
'http://crossroadshobart.org/svn/Crossroads
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o
ote: don't type the < or > bracket, just your uaera and password

K eeping local copy of repository up to date

very time you log on to a computer in the officek@aure you update the document
repository

For PC users

@ right click on it on the select 'SVN update'.
For Mac Users
- Double click on the repository in the window call@dorking Copies’
- Select 'Update'.

For Linux Users

pen a command line terminal/console

ype svn update <path>/Crossroads

ote: if you are in the same directory as the fde gon't need to type the path

Committing Changes

very time you log off a computer commit the docubrepository to the internet. This
should be done more regularly.
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For PC users

ightclick on the document repository folder andeselSVN commit'. First make sure
that every box is ticked (you can use the 'seléduaction in the bottom left of this
dialogue box).

o
Iways add a brief comment about what changes yoe hade.

For Mac Users
- Double click on the repository in 'Working Copies'
« Click 'Refresh’

- Select all the files you want to commit by highligly them with shift-cursor or mouse.
Click '‘commit’

- Type brief message.

- For information about adding, deleting and removilesg, see below.

For Linux Users

o
pen a command line terminal/console

o
ype svn -m ‘comment on what you have changed' ¢orpath>/Crossroads

ote: if you are in the same directory as the laogly of the document repository you
don't need to type the path

Change the Document Repository

lease ensure that you comment your subvesion cawmmégardless of operating
system.
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When making changes to a subversion repositorgetisbhanges should be of similar
kinds and should be commited seperately to othangébs.

E.g. Make spelling and grammatical across mulfijds and commit all those
changes together, independantly to changes madsetaletails or procedural
documents etc.

Comments must be detailed when changes made ;

Contact details, new files, deleted files, bankoaict details, url details, etc.

For PC users

ou can't just create new folders, delete foldergoame folders. You need to also
rightclick on them and then under TortoiseSVN &itd', 'delete’, 'rename’.

ou can't just cut and paste/copy and paste foldens.need to add the folders afresh.

o
lease don't change anything in the ".svn" or "gotders.

f you add or delete top level folders, you neebbtat@vision100.org know about it.
This requires a change in Admin part of website.

Mac Users

To add afile: Create and save the file on your computer. Doalut& on the repository in
'Working Copies'. Select the new item (it shoul@eqr in blue). Select 'add’. Then committ
as normal.

Toremoveafile: Delete the file on your computer. Double click be tepository in
'Working Copies'. Select the delete item (it shapgear in red). Select remove’. Then
committ as normal.
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® Toadd afolder: Double click on the repository in 'Repositorieglegt 'svn mkdir'. Choose
where you want the folder to be. Enter its nam&arget name. Select ‘add’. Commit the
folder. You will need to update your repositorydrefthis new folder will appear.

® Deéetingfolders: there is probably an easier way to do this. Bunfow, double click on
the repository in "Working Copies'. Click off 'srharode’ and 'flat mode'. Find the relevant
folder in the sidebar so that appears in the mamlow. Select it in the main window then
click 'remove'. Reactivate 'smart mode' and ‘flatdel and commit as normal.

For Linux Users

o
0 add files type svn add <path>

o find out what other commands are

type svn help

ote other comments in pc users

Structureand Folders
@® |f you can't find something, or are not sure wherélle something, ask Steering Committee.
@ Use the existing folders. If you want a new onéocchange the structure, ask.

@ Each document repository has three basic parts:Rhecedure/ folder; the _Discontinued/
folder; and all the other folders.

® Procedure/ is for all job descriptions, guidelingiecklists. It is the procedure manual. The
things which don't change.

@ Discontinued!/ is for all material which is no l@mgn active use, but which must be retained
(e.g. financial records for a ministry that has ptetely shut down).
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@ All the other folders are for the changing materiatalendars, occasional documents and fliers
and rosters.

@ Each folder (not including _Procedure and _Discureil) has a sub-folder: “/Records/”. These
are things that are not procedural, but neverteedbsuld be kept long-term. (e.g. attendance
statistics).

File Naming
® Pput spaces between words.

@ Don't repeat name in document title the name ofdfeer in which it is storedis:
Session/Agenda 406.dawmt this: Session/Session Agenda 406.doc)

@ The ‘<title>" part of the filename should be in RepTitle case with spaces. This means that the
following words are lower case: a, an, and, asfdyefrom, in, is, of, on, the, to. These words
are always written in "upper"” case when staririge name. All other words are always upper
case. e.g. The Man and the Mouse'. Also, feeltinause these common abreviations: MTS,
UBS, BAS, DJ, jml, SUS.

@® Files should be named as follows:
[Document Type] [Document Title] [Date] [CommenBxtension]

® Document Type: eg Paper, Agenda, Guidelines.

@ Date is only required if the document is a regyl@sued document. (eg. Session agendas).
Date should be of the format: DDMMYY or MMYY or YYY as applicable.

File Formats
@ \Wherever possible file formats should be choseh pitrtability in mind (cross-platform).

@ \Wherever possible the following should be used: FDBC, XLS, PPT,

Formatting and Templates

@ \When no other template exists use the General Taepl
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@ Change font size using 'Stylist' function. Useesiylvith "XRDS' prefix.
® Many templates have a footer that must be filled in

@ |f information within the document, or the entirectiment, is found in other documents, make
a note of this at the bottom of the last page Kedhto... (location on document repository).

Use of Documents

@ Please note that all files in the repository arbe@onsidered drafts unless you are told
otherwise. Before relying on any document, you sthaheck with Steering Committee.

Linked to Vision 100 Website - IT Documentation

and Vision 100 Website - Document Repository Bagage
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