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 SEQ CHAPTER \h \r 1NOAA Observing System Architecture (NOSA) Project

Guidelines for Submitting NOSA Survey Data

NOAA Forge, a collaborative tool available via the Internet, is the vehicle being used to capture necessary data to construct a baseline architecture of all NOAA observing systems.  These guidelines were designed to assist individual observing system managers or points-of-contact to accurately and successfully complete the five survey forms for each observing system.  

Five steps are necessary to successfully complete the survey forms: 

1) Registering as a NOAA Forge user.

2) Becoming a member of the NOSA project on NOAA Forge.

3) Accessing the NOSA project on NOAA Forge.

4) Creating the survey documents.

5) Completing the created survey documents.  

These steps (and amplifying instructions on editing your survey documents) are described below.  If any questions, please contact your line office representative on the NOSA Action Group listed below:


Lisa Botluk (NESDIS)—Lisa.Botluk@noaa.gov


Tim Ross (NWS)—Tim.Ross@noaa.gov


Eric Meindl (NWS/NDBC)—Eric.Meindl@noaa.gov


Steve Gill (NOS)—Stephen.Gill@noaa.gov


Sid Thurston (OAR)—Sidney.Thurston@noaa.gov


David Detlor (NMFS)—David.Detlor@noaa.gov


A Help Desk has been established to help you with using NOAA Forge and filling out the surveys.  There will be someone available every workday from 9 to 5.  Details on the Help Desk can be found in Section 9 of this document.  Questions can be sent to NOSA.Help@noaa.gov.
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Registering on NOAA Forge

To use the NOSA Survey tool, you must first register for an account on the NOAA Forge web site.  This registration process takes about five minutes to complete. Register by accessing the NOAA Forge URL: http://class1.nesdis-hq.noaa.gov  (See Figure below).  Under the NOAA Forge logo in the upper left corner of the page is a link titled “New User via SSL”; clicking on that link will present a registration form.  On the registration form, enter a username, password, and some other identifying information.  Upon completion of this form, you will receive a confirmation message at the e-mail address you provided on the registration form.
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You activate your NOAA Forge account when you visit the link provided in the confirmation e-mail, and enter your username and password on the form presented.
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1. Becoming a member of the NOSA project

NOAA Forge is a web site that hosts multiple projects, which can be public or private.  The NOSA Survey is a private project, and can only be accessed by its members.  To become a member of the NOSA Survey project, contact your line office representative on the NOSA Action Group listed below:



Lisa Botluk (NESDIS)—Lisa.Botluk@noaa.gov



Tim Ross (NWS)—Tim.Ross@noaa.gov



Eric Meindl (NWS/NDBC)—Eric.Meindl@noaa.gov



Steve Gill (NOS)—Stephen.Gill@noaa.gov



Sid Thurston (OAR)—Sidney.Thurston@noaa.gov



David Detlor (NMFS)—David.Detlor@noaa.gov


Your line office representative will establish you as a member of the project and notify you promptly of that status.  You will then be able to access the NOSA project on NOAA Forge and create a survey document.

2. Accessing the NOSA Project

When you log on to NOAA Forge, you are presented with your “Personal Page”, which summarizes your involvement in the various NOAA Forge projects (see Figure below).  To access the NOSA Survey project, click on the word “NOSA”.  

CAUTION:  Do not click on the Trash Can icon directly to the left of the words; this will remove you from the project.
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3. Creating a Survey Document

Clicking on the NOSA link on your personal page presents the “Main” NOSA Survey project page (see Figure below).  This page provides access to multiple features, listed across the top of the page (Main | Homepage | Forums | Bugs | Support | Tasks | Docs | Surveys | News | Files).  To interact with the surveys, click on the feature called ‘Surveys’, which will present a roadmap page for access to the actual survey documents.  There are three sections to this main survey page:

a. 
Create a new Survey Document

b. 
My Survey Documents

c. 
Other Survey Documents for this Project

[image: image3.wmf]•

Click on “Survey” to start 

working on your surveys

•

Click on “Survey” to start 

working on your surveys


Any member of the NOSA project can create a Survey Document.  Click on the link corresponding to the appropriate Template (“blank survey”).  For NOSA, the first template to use is the “Observing System Template”.  You will be prompted to name your new survey document.  There are naming instructions specific to each template presented on this page.  When you click on the “Create” button, your survey document is created; you are presented with the Summary page for your new document, from which you can begin to fill in the survey content.

4. Being a Member of Survey Documents

As the creator of a survey document, you are automatically a member, and have write access to the document.  To access your document, go to the survey page for the NOSA project (as described in section 4), and look for the name of your document under the heading “My Survey Documents” (see Figure below).  Notice two links for your document.  Clicking on the name of your document takes you to its summary page, from which you can access the various data pages for the survey.
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There is also a link to the left of the document name, ‘(admin)’.  This link presents an administration page for your document.  You can perform several functions from this page (see Figure below):
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1) Status – You can change the status of your document:

a)  Active—documents currently being filled out

b) Inactive—incomplete documents not currently in work

c) Complete—documents “done”, the content of which is considered accurate and complete

d) Deleted—documents no longer of interest

e) Active – documents currently being filled out (Note:  after marking a document “deleted”, the document is no longer displayed on the survey page.  If necessary, a project administrator can recover a “deleted” document.)

2) Add/Delete Members – You can add others as members (with write access) of your document.  You can also remove them.  Upon removal, ex-members are listed with the dates that they participated.  To ‘reinstate’ a member, just add that person again.  Note:  All members have equal access and authority over the document. If two members input data in the same survey, the data displayed is the last data entered.

3) Initialize from another Survey Document  - You can set the responses to your document to be the same as any other document in the project.  You do not need to be a member of the source document to be able to copy from it.  This can be done at any time, even if you have already answered some of the questions.  Although your previous answers will be overwritten, they can be recovered using the “Revert” function discussed later in this document (see paragraph 6).
4) Rename Survey Document – You can change the name of your document at any time.  Old names are not retained.
5. Editing your Survey Document

You can submit information to survey documents you are a member of.  Start at the summary page for your document (accessed as described in section 5—see Figure below).  The summary page provides instructions for filling out your document, an outline view of the document contents, and summary status on what you and your fellow document members have filled out so far.
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The survey documents are organized as a series of five templates, which can be accessed from the page links in the outline on the summary page.  Each template presents a series of questions and instructions for filling out those questions.

Questions have several forms, Yes/No, Text, Selection, Document, URL, and Survey Document Reference.  Each of these types will be described in detail in the coming sections.  Additionally, all questions share some common attributes:

Clarification Forums – Each question has a link to a discussion forum that is shared by all survey documents of the same template.  This forum is used to clarify issues having to do with the question itself, and is a way for the survey administrators to provide feedback to all survey respondents regarding the interpretation of questions.  The clarification forum for a particular question can be accessed via the ‘Clarification’ link directly to the right of the question title.  The number of messages posted to the forum is indicated in brackets to the right of the link.  Clicking on the clarification link opens a new browser window so that survey interaction is not interrupted.  When you have entered your comments in the clarification box, hit the “Post Comments” button to ensure your comments are submitted (see Figure below).
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Comment Forums – Each question also has a link to a discussion forum that is unique to your survey document.  This forum is intended to allow for survey members and other interested parties to discuss and refine the answers submitted for your survey.  The features are the same as the clarification forum.

Footnotes – There is a mechanism to annotate your question responses.  Next to the forum links, there is a “Footnote” link that pops up a page for entering formal annotations to your survey responses.  Multiple footnotes can be attached to each question.  Footnotes can also be ‘deactivated’ and ‘reactivated’ by any document member.

6. Question Types

There are six distinct question types (Yes/No, Text, Selection, Document, URL, and Survey Document Reference) which are described below.  On accessing a data page, the current response to each question is presented.  You can edit all of the responses on the page at the same time.  When you are satisfied with your changes, click on the ‘Update Page’ button at the bottom of the page.  Any responses that have changed will be entered in the database, with your user id, and a date/time stamp.  Question responses are not overwritten.  You can review the history of responses to any question by clicking on the “History” link (to the right of the “Footnotes” link).  To reinstate a previous response, select the desired historical response using the “Revert” pull down menu to the right of the question title.  When you update the page, the selected response will be reinstated.  The “Revert” function overrides any other data entry for its question.

a.  Yes/No – presents a radio button for a binary response
b.  Text – provides a text field for entry of bodies of text or single parameters.
c.  Selection – There are several types of selection questions.  In each case, the question can be rendered as a series of checkboxes or a pull down menu.
     Single Fixed Select – Select one option from a fixed field of options.
      Multiple Fixed Select – Select as many options as apply from a fixed field of options.
Single Select/Add – Select one option from the available field, or add your own response if none of the available values applies.
Multiple Select/Add – Select as many options as apply from the available field, or add your own responses if they are not already represented
When multi-select questions are presented as pull down menus, the selections must be made sequentially, i.e. make a selection, update page, make another selection, update page.  Selected items in pull down mode are listed below the pull down menu.  To remove a value previously selected in pull down, mark the checkbox next to the listed item, and it will be removed the next time the page is updated.  

d. 
Document – This question type allows for documents to be attached (uploaded) to your survey document.  After upload, the document is presented as a link, which opens in a popup browser window.  Note – the ‘mime-type’ of the document is tested during upload.  If the NOAAForge is not aware of the document mime-type, it will be rejected.  If this occurs, please contact Joe Zajic or Jim Barkley.  

e. 
URL – Reference a web site with this question type.  The question response (link) is presented, and opens into a popup browser window when clicked.  It is necessary to fully specify the URL (i.e. include http://, etc).
f. 
Survey Document Reference – Survey documents can be related in a hierarchical fashion.  These questions are used to reference other survey documents.  Where no survey documents apply, a name for a new survey document can be entered, and that document is created with you as a member.  Clicking on previously selected documents opens the selected survey document in a popup browser for viewing. 

7. Viewing surveys for which you are not a member

All survey documents that you are not a member are listed below the list of documents that you are a member of.  You have read-only access to these surveys as a member of the NOSA project.  With read-only access, you can review the question responses, history, footnotes, but not make changes.  You can participate in both the clarification and comment forums, where you can post messages.
8. Help Desk

For help when using the NOAA Forge Survey Forms, please use the following point of contact:

David J. Hixon

The Aerospace Corporation

Office phone:  (703) 633-5678

Email:  NOSA.Help@noaa.gov
Feel free to use the Forums and Bugs features in NOAA Forge as another means to get help with NOAA Forge.  If you have a suggestion for a new feature in NOAA Forge, please submit this as a "bug".  You will be contacted with the resolution of your feature request or bug report.  Discussion Forums have been established for each question in the survey forms.  To reach the Forum for a particular question, click on the Clarification button next to each question title on the survey pages.

For each of your questions or suggestions for improvement, please provide the following:

· Which survey form you are addressing

· Which topic on the form

· Describe your problems/concerns/suggestions in detail

· Date and time you were using the survey form

· Your contact information including your availability, email, and phone number.

We will attempt to respond to all questions within 24 hours, but with the same day as a goal. We will provide answers to your questions or supply you with the name of a contact who can best help you.  Thank you for your support and patience.

9. Features under construction

There are some features still under construction.  Instructions for these new features will be added to this document upon completion:


1) survey printable reports 

2) project survey statistics.

