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2 Document Creation & Maintenance

2.1 Document Change History

	Version No.
	Date
	Name (Alias)
	Description of Change

	1.0
	9/28/2011
	Randy Pitkin
	First Draft

	1.1
	10/06/2011
	Soorajlal Balan Vanaja
	First review

	
	
	
	


3 Overview

This document is intended to outline a set of standards to improve documentation moving forward. Currently the documentation in the environment lacks the form and detail for effective use. The purpose of a documentation pool is not just to write down what was done, but to teach the next person how to do it and to improve processes moving forward. The more complete and effective the documentation pool is the less time is spent re-inventing solutions. 
4 Structure

There are several important sections in any technical document.

4.1 Title Page

We should use the standard template available to make it same as this document with the Microsoft logo.
4.2 Table of contents

While seemingly obvious the table of contents is an extremely valuable tool and should be included in any document more than 2 pages in length. 
4.3 Document Creation and maintenance

This section will be a table that tracks the document history.
4.4 Overview

 An overview is a very important part of every document. It is as important to the author as the reader in making sure that the information required is presented in the document. The author should use the overview to outline his original purpose for creating the document, as well as track the completeness when publishing the document. The reader will use the overview to confirm that the included information is directly relevant to their need.

4.5 Considerations

This section often has many different names. Important specific details and vernacular should be provided early so that further communication is not hampered by environmental issues. Server names and IP addresses should be in the appendix section but the terms Front End web server, CS site should be defined quickly in primary documents so that the user is well prepared to consume information. 

For example, “Primary” document refers to one of the four documents that should exist at the top of a Document Pool. More common examples of primary documents we see all the time are “README” files. In a document for enterprise class applications there should be the following primary documents;

4.6 Standard Documentation Required for OPS

Operations teams only require 4 specific document pools which are usually provided by DEV initially but maintained by OPS moving forward. What is not usually included is;

· Functional Specifications.

· Business requirements.

· Use cases
4.6.1 Architecture

Usually a set of Visio documents with Physical, Network and Logical Topology drawings, accompanied by SharePoint List or Excel Sheets with current values for IP Addresses, DNS, WINS, Service Accounts and certificate dates. 
Certificates and Service Accounts require special handling and should only have the expiration dates and installation requirements. Thumbprints and passwords should be stored in a more secure location with a link from the document. 
4.6.2 Operations Guide

This pool contains the instructions for the regular and often scheduled efforts of the OPS team. As a pool the information does not need to live in the document but may have links to other documents. Just as any SOA application, the owner of the service is responsible for the document. 
· Notification processes for both maintenance and incident management.

· Dependency contacts and impact information

· Instructions for special tools and services specific to the environment.
example: ECN, SCOM, KanBan should be found in the OnBoard Document and a link provided from the Ops guide  

· A list of service accounts and the steps to take for password changes.

· A list of certificates both internal and externally with instructions for replacement.

· Specific support items like access requests and in the case of commerce server, content push efforts.

· Disaster recovery plans and implementations

· Test, UAT and PPE platform support efforts

4.6.3 Deployment / Build Guide
This document should provide 100% of the details for installing any and all of the software and or hardware for the property from beginning to end. This is an integral part of the disaster recovery plan and should be kept up to date and tested at all times. In past contracts the document and process was implemented constantly against rotating servers in test so that test was current with production and DA was a solid and tested process.

Version Deployments should only require a review for changes to this document.

4.6.4 Troubleshooting Guide 

This will be the most used and needed document. It should start with an end to end test process with links to remediation when failures are encountered

Further it should reference an index of event log event id values like our wiki.
4.7 Execution

To get our documentation pool up to this standard, there needs to be a personal commitment to open the appropriate document whenever the effort is spent and confirm that all the information is up to date and clear. The better our documentation the less we have to do by memory and we can move on to more pressing issues. 

We could expend an additional effort of each picking one old document a week and committing to reviewing and validating the contents.
4.8 Summary

A good documentation pool is the best measure of a team. We are so dependent on other teams for bugs in code, other services and vice versa care of the production deployment. But the documentation pool belongs to us and us as a team alone.
5 Appendix

5.1 Current shortfalls
	TS Guide
	Non-existant
	Created 
added some notes
	Randy Pitkin

	Architecture 
	UAT Environment missing
	
	

	Operations
	Elements spread to wikis
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