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1
Scope

The present document is a guide for oneM2M Rapporteurs, and other delegates and will explain how to prepare oneM2M deliverables and will set out the steps to ensure that the deliverable is available on the portal in a timely manner. It will act as a kind of check-list and will be of use to any delegate who would like to propose a new Work Item or upload CRs to existing deliverables.
2
Introduction
oneM2M produces 4 types of deliverable (known also as permanent documents):

· Work Item (WI)

· Technical Report (TR)

· Technical Specification (TS)

· Admin Document (ADM)

· This is an internal oneM2M document and is neither ratified nor published

· This is the only deliverable that may be created under a Working Group, all others must be created under the Work Programme area of the portal.

Each of these deliverables needs a Rapporteur and the information on what the Rapporteur needs to do is set out in the clauses below.
3
Work Items
3.1
Introduction

A Work Item is a document outlining a body of work to be undertaken by oneM2M on a specific topic. One WI may generate TRs, TSs, CRs to existing deliverables, or a combination of all three.
Work Items should be agreed in the impacted Working Group and then they must be approved by the TP before the work can begin. Before presenting the WI to the TP there should be at least 4 named supporting member companies or PT2s and a Rapporteur should have been appointed.
Once a WI is approved by the TP, the number will be added to the cover page, the history will be updated and it will be uploaded to the WPM area of the portal. This is done by the WPM Secretary (not the Rapporteur). 
If the Rapporteur of a WI changes then the Chair of the impacted WG should send an email to the WPM Convenor so that the Work Programme (ADM-0001) can be updated. A revision of the WI is not necessary for this change. If the WI is changed for any other reason then the Rapporteur can be updated at this point. The list of Rapporteurs can be found here: http://member.onem2m.org/static_Pages/others/WPM-pages/TR-TS_List.htm
3.2
Reporting progress on a WI
During each face to face TP meeting the Rapporteur for each WI will be expected to send an email to the Chair of the WG which has the main responsibility for the WI so that they can collate the information from all Rapporteurs and include it in the WG report to TP. This should be expressed in percentage. This enables the WPM Convenor to update the ADM-0001 – oneM2M Work Programme.

If work is not progressing as quickly as originally thought, the WI schedule may be updated and presented to the TP for approval. An updated WI that has been approved by the TP will be uploaded to the Work Programme area of the portal by the WPM Secretary.

4
Baselines

4.1
First draft

The first draft of a TR or TS must follow the oneM2M drafting rules and use the latest version of the relevant oneM2M template. It is not advised to take an existing deliverable and change it as it may have corrupted styles and may not be the most recent template. A link to the templates is also on the home page of the members portal. The following clauses give some information on how the first draft of the baseline should be prepared.
4.1.1
Cover page
The cover page should be filled out with the following information:

document number:
· the document number will be allocated automatically once the deliverable is uploaded to the Work Programme area of the portal. For the input contribution to the WG this should be TS-00xx V0.0.1 or TR-00xx V0.0.1

· the version number shall comply with the oneM2M drafting rules

· the document number should not include the text ‘oneM2M’ or the deliverable name.

document name:
· the document name shall be the document name exactly as specified in the Work Item
· it should not start with oneM2M (e.g. oneM2M Core Architecture) but can be in the title itself (see below)

· it shall not include:

· Technical Report/Specification

· document number

· version number

· hyphens or underscores instead of spaces

Date:
· the date format shall be yyyy-mm-dd e.g. 2019-03-21
· it should not be:

· 2019-March-21

· 21 March 2019

Abstract: 
· This is free text but should give a brief description of the content of the deliverable

See this example[image: image2.jpg]ONEM2M

TECHNICAL REPORT
TR-0053 V0.2.0

Lightweight oneM2M Services
2018-08-16

The document is a study of lightweight oneM2M services. Based on the
result of the study, it identifics proposed optimizations and enhancements to
the oneM2M system to streamline and optimize its features and services.




4.1.2
Document meta-information

To update the meta-information in Microsoft Word:

· click on ‘File’ on the left hand side of the top bar
· update the ‘Title’ on the left hand side of the page which opens

· the title should be the document name in full using normal spaces with no hyphens or underscores

· e.g. Core Architecture
4.1.3
History

The last clause of a oneM2M deliverable is a history of all changes made to this deliverable. This clause contains two tables:
· Publication history

· the Rapporteur shall not update the publication history table

· the publication history is updated by the WPM Secretary once the deliverable has been ratified

· Draft history

· the Rapporteur shall update this with a list of all agreed CRs that have been incorporated into the baseline
· once the deliverable is ready to be published, the draft history table will be removed

4.1.4
Agreement of the baseline

Once it is ready, the first draft should be uploaded as an input contribution to the relevant WG area on the portal and assigned to a meeting. The contribution should be a .zip file containing a cover page, a version of the baseline with change bars showing the changes that have been made and a clean version of the baseline where all the changes have been accepted. It should be named: TS-xxxx-baseline_for_agreement (or TR, as appropriate).
To upload the input contribution the following steps should be followed under the WG portal:

· on the ‘Document’ area, click on ‘new document’

· chose ‘Temp’ document class

· change the document type from ‘Agenda’ to ‘Input contribution’

· ‘Source’ should be the name of the Rapporteur and the company they represent

· select the correct meeting from the drop down menu

· fill in the ‘Shortname’. It should be TS-xxxx baseline for agreement (no underscores)
· click on the Document ID icon to the right of the text box to generate the number of the input contribution

· upload the document by clicking on ‘Choose file’, and

· click on submit.

The Rapporteur should be present on the call where the baseline is to be discussed as they will be expected to display the deliverable and briefly go through the main changes that have been made.
It may be that the baseline is sent out on ‘agreement by correspondence’ for a period of time. The WG Secretary takes care of this and any follow-up action.

4.1.5
Uploading to the Work Programme
Once a baseline has been agreed by the WG it should be uploaded to the Work Programme area of the portal. This should be done by the Rapporteur as soon as possible following the WG agreement.
To do this, the following steps should be followed:
· from the portal home page, click ‘Document’
· then click on ‘Work Programme’

· choose ‘New document’

· chose ‘Perm’ document class

· select the correct document type
· fill in the ‘Shortname’. This should be the agreed name with no underscore or dashes and should not include a TS number
· the field ‘Against TS/TR (version) is an obligatory field ane should contain the Release number e.g Release 4

· This will ensure that the deliverable is reflected on the external website. This field is used to filter the specifications into the correct Release page

· click on the Document ID icon to the right of the text box to generate the number of the deliverable
· copy this text and save the deliverable with this file name. 

· update the document header by double clicking and 

· upload the document by clicking on ‘Choose file’, then right click and choose ‘update field’. This then automatically ensures that the header contains the correct text
· click on select file, locate your document and click on submit.

NOTE: Only the clean version of the deliverable should be uploaded at this point.
5
Creating CRs
When a deliverable is in early drafting stages, all new text proposals or changes to the draft should be submitted using input contributions. However once the deliverable has been approved by the TP and brought under change control, all changes to the document must be carried out using Change Requests. CRs must use the most recent template and all details should be filled in correctly. 
If it is not clear that a deliverable has been approved the Chair of the group or a member of the Secretariat will be able to help.

Progressing the work is not the sole responsibility of the rapporteur, all of the WI supporting companies as well as any other interested delegate are also expected to help by providing technical content via CRs. Discussions over the oneM2M mailing lists and offline discussions can also help to progress the work. oneM2M is contribution driven and if there are no contributions then the work can not progress.

6
Incorporating agreed CRs

The Rapporteur incorporates the agreed content from contributions into the baseline and creates a new version of the deliverable. Track changes should always be used when updating any agreed baseline. 

Editorial mistakes that are found during the revision of the deliverable may be corrected however these changes must be clearly visible by the use of track changes. No content or structure changes are permitted without an agreed contribution proposing such changes.

The newly revised baseline should then be uploaded as an input contribution (zip file containing 3 documents) to the WG for agreement, see clause 4.1.4. 
This draft should be available on the portal no later than 10 days after the closing of the meeting where the changes were agreed.
When incorporating CRs it can be a good practice to change your username for each CR. Using the agreed CR number as your username can be useful to check which changes relate to which CR.

Copying the changes from an agreed CR to the draft baseline can be simplified by turning off track changes and copying the entire updated paragraph into the baseline, removing the original text and then turning on the track changes again. However this method can have disadvantages

· it can introduce different countries’ styles into word, and

· it can introduce changes that are not marked in track changes.

7
New Release
7.1
Creation

A new Release version of a deliverable is triggered when CRs are agreed against that deliverable for the next release. This first version for the new Release should be vx.0.0 where ‘x’ is the Release number. For brand new TSs and TRs the first version number should be v0.0.1.
Once this happens, the WPM Secretary will create the new Release on the portal and upload the first version of the baseline provided by the Rapporteur. The Rapporteur can not do this as Admin rights on the portal are required.

When the new draft baseline is created from the last published release, the line numbers should be reinstated as these will have been removed following ratification of the deliverable.

7.2 
Revisons

After the first version of a new Release has been uploaded, the rapporteur may create revisions and upload all subsequent versions without any input from the WPM Secretary.
8
editHelp! services

editHelp! Provides an invaluable service to oneM2M (as well as all ETSI Technical Bodies, ISGs and 3GPP) and help ensure that the quality of the oneM2M deliverables is of the highest standard.
Once a deliverable is ready for ratification, i.e. there will be no further changes made to the document by the Rapporteur - it will be sent to the editHelp! Team for processing. 

The Rapporteur should send the deliverable to the WPM Secretary who will register it in the editHelp! database. Once the deliverable has been registered the Rapporteur must not make any changes to it or update it in any way.

As soon as editHelp! has processed the document the WPM Secretary will return it to the Rapporteur with the questions and comments to be addressed. Typically these comments are related to editorial issues, use of ‘must’, clauses mentioned that do not exist, missing or out of date references, missing abbreviations, hanging paragraphs, etc. 
The team will have reformatted the deliverable ensuring that the correct stylesheet has been used and will have checked that the drafting rules have been followed. For these reasons, the document returned to the Rapporteur is the version that must be used in future Releases. This ensures that the editHelp! Team do not have to repeat the same exercise every time we have a new Resease or version of the deliverable. 

Annex A - Rapporteurs checklist for draft deliverables

Immediately before uploading the agreed output draft, the Rapporteur is encouraged to check the following.
· name of deliverable is correct

· deliverable number is correct and is not preceded by ‘oneM2M’

· meta data is correct

· links to the references work

· all abbreviations are listed in the abbreviations clause

· line numbers are visible

· use of ‘clause’ and not ‘section’
· check the use of ‘shall’ in a TR – this is not allowed
· tables and figures are numbered in line with the clause number, see the examples below

· Table 5.2-1: Industrial Domain Research – this will be the first table in clause 5.2

· Figure 6.3.2-2: xxx xxx – this will be the second figure in clause 6.3.2

· a spell check should be run

· both history tables should appear in the History clause
Annex B – Useful links
oneM2M website: http://www.onem2m.org/
oneM2M Drafting Rules: http://www.onem2m.org/images/files/oneM2M-Drafting-Rules.pdf.
oneM2M FTP site: http://ftp.onem2m.org/Work%20Programme/
oneM2M templates: http://member.onem2m.org/Static_pages/Templates/Index.htm
List of active Work Items: http://member.onem2m.org/static_Pages/others/WPM-pages/Work-Programme.htm
List of deliverables & Rapporteurs: http://member.onem2m.org/static_Pages/others/WPM-pages/TR-TS_List.htm
Writing World Class Standards: A guide to help Rapporteurs and anyone involved in writing standards: https://portal.etsi.org/Portals/0/TBpages/edithelp/Docs/AGuideToWritingWorldClassStandards.pdf
ETSI editHelp! Services: https://portal.etsi.org/Services/editHelp!.aspx
oneM2M WPM Convenor: To be confirmed
oneM2M WPM Secretary: Karen Hughes, ETSI, karen.hughes@etsi.org 
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