Illustrated Parts Map                                                                                (Revised October 4, 2000)
(MSG/TRG email folder)
1. Make sure you have PDF, DOC, and Document Distribution Form (DDF). Word files not required if only publishing online, but are required for QuickFind.

2. Print the email message.

3. Open the DDF (Document Distribution Form) to get the document number for file naming.

4. Save DDF file as document number with dist, 215879-001_dist.doc, lowercase to local drive E:/support/techpubs/illustrated_parts_map

5. Save the PDF file as the document number, 215879-001.pdf, lowercase to local drive E:/support/techpubs/illustrated_parts_map

6. Print the DDF file and leave open.

7. If no PDF, create one from the word file.

8. In the DDF, check the “Date Authorized for Release.” If it is a future date, go to, and follow the instructions for an Announcement.

9. Open the PDF file from the hard drive (not from email).

10. Open the ipm_template.html file in E:/support/techpubs/illustrated_parts_map using Homesite.

11. Copy the template and save it as the document number html, 215879-001.html.

12. Complete the META tag information using the DDF. Get the Edition information from the PDF file. List all Editions with the newest first.
Author = from email
New = Release date from DDF
Rev Author = you
Updated = Date submitted to Compaq-Com-QA
Expires = 6 months from now
OS = Operating systems affected checked on the DDF. If none are checked use Non OS Specific
Product = Products affected checked on the DDF.
Doc Title = from DDF. Put in three places in HTML file. Watch for ampersand character.
Document Number = From DDF.
Introduction = From the Document Summary on the DDF.

13. Complete the footer information: Link to the PDF file, PDF file size, updated date (date to QA).

14. Check the html file in the browser.

15. In VSS, check out the /support/techpubs/illustrated_parts_map index.html file.

16. Add a link in the index.html file in the category indicated on the DDF.

17. Test the link in the index.html file in the browser.

18. In VSS, check out product pages for each of the products checked on the “Products Affected” section of the DDF. These files are named just ProLiant16.html, etc.

19. Cut and paste the new link from the index.html file into each product affected file.

20. In the DDF, check for “Replaces”. 
When a document is revised:
a. Search for old revision number in the index.html and products affected files, and delete old links.
b. In VSS check out the old revision file.
c. Create a redirect page using the bouncepage template. This file links to the new revision.
d. Save the bouncepage with the same name as the old revision file.

21. Copy new html files and index.html files to 
\\wwks-hou1\impact\common\Compaq.comTemplates\CSNWeeklyDeltas\illustrated_parts_map 

22. Create a VSS label using the vss_template.doc.

23. In VSS, check in files and label with the VSS label. Make sure you save and close Homesite or your editor before checking in files.

24. Copy all PDF files to the FTP site 
\\16.110.21\FTP\pubs\supportinformation\techpubs\illustrated_parts_map 

25. Send VSS label to Compaq.com-QA

26. Add CC stamp on email subject lines to indicate that the documents have been submitted to QA

27. For User Guides, Reference Guides, and Installation Guides, when you complete emails, move them to the completed/done folder into the proper dated folder. White papers are moved by Helen Twine.

