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Instructions on using the Document Data-Base.  
 
This is not complete but I hope it will set a context and allow people to start using the 
docdb. There are screen-shots within this write-up, referred to by the instructions and 
guidelines below. The entry page url of our DocDB is microboone-docdb.fnal.gov.  
 
0) The data-base has a basic upper level of defining its `documents’. Documents are 
either `public’ in which case anyone on the web can see them, or `private’ in which case 
only people with our DocDB username and password can see them.  You select which 
access level you want on the entry page, shown on Figure 1. 
 
1) A document is tagged with several “meta-data” tags in the database. A document has a 
Topic heading (such as ‘Electronics’) and a Sub-topic (such as ‘cables/connectors’). A 
document has a submitter, author(s), a version and keywords (which we don’t use and are 
not defined). A document also has a Title (which is different from the filename) and an 
Abstract. A document can also be associated with an Event, such as a meeting. 
Submitters, authors, topics and sub-topics are selected from web-form drop-lists when a 
document is entered – so there is no ambiguity, for example, over the way a person’s 
name is presented.  The version number of a document is automatically incremented 
every time the document is updated.  Every document has a web page constructed for it, 
and this page shows all the information listed above, and also has links to pages which 
allow the information or the document to be updated or changed. 
 
2) New authors and submitters can be added by anyone who can add files to the database; 
ctrl-click (or your platform equivalent) to select more than one author. There is an author 
named ‘uB Collaboration’ for documents to which all contribute. There is an author 
‘Other’ which can be used when nothing else applies (the real name can be entered later 
and the document updated with it). New Topics and Subtopics can only be made by the 
db administrators (currently Cat James and Stephen Pordes – cjames@fnal.gov & 
stephen@fnal.gov).  
 
3) The Topics and Sub-topics are like folders containing many documents. For example, I 
would expect the sub-topic `cables/connectors’ in the electronics topic to have many files 
with details of the various cables and connectors used by the electronics. If a particular 
sub-topic is too broad, we can make additional ones.  Any particular `document’ can be 
tagged by as many subtopics as one likes. To select multiple sub-topics when entering a 
new document (Figure 4 and instructions below) use the ctrl-click (windows) or apple 
key (mac). (I don’t know the linux).  
 
4) A `document’ has two sorts of data – the file(s) it contains and the `metadata’ or data-
base information. One can add files (called `add files’), and also one can put new 
versions of existing files into the document (called `update’). One can also enter and can 
change the meta-data. Note the distinction between adding files and updating. When a 



new version of an existing file is entered, the document is `updated’ and gets a new 
version number. When files are simply added, the version number stays the same. If, for 
example we have a document called `photos of people’ and someone joins the 
experiment, one would `add’ their photograph. If someone doesn’t like their current 
photo and wants to put a new one in, that would be an update. Note that the old `versions’ 
are kept and are always available from the document’s page. The data-base is written to 
make it relatively convenient for files in the previous version of a document (for which 
one doesn’t want to enter new versions) to be carried into the new version of the 
document. The meta-data correspond to all the stuff except the actual files that describe 
the document – see the entries you make when `creating a document’. The meta-data can 
be changed (typos corrected, authors added/removed, sub-topics added) using the update 
DB button as shown in Figure 5.  
 
Step through the Figures 
The figures are screen-shots of DocDB, with annotations. 
 
Figure 1 shows the entry web page.  In general you want Private access (and you will 
then be prompted for the user-password).  If you choose Public access, then you will not 
even get a listing of the entered documents which have been given “private” status. 
 
Figure 2 shows the next page, with Private access being selected. (Public is similar but 
does not allow for creating or changing documents). The top link is what you choose to 
change or add anything to DocDB – adding a document or adding a new Event. Choosing 
this goes to the next Figure and explanation, below.  The rest of this page is used to find a 
document. The links with the Search and Show buttons are fairly self-evident. The Search 
utility is not explored here (please explore it yourself). Use Show MicroBooNE-doc-# if 
you know the unique ID number of a document; it will bring up that document’s page 
(you do not need to also enter the version number). Use Show documents modified 
within the last N days for a quick way to find a document which you know was entered or 
updated recently.  Use the Calendar of events link to find a scheduled meeting event link, 
and from there go to that event’s page, which will list all the documents associated with 
it.  You can also use the List items to find documents, with List Authors, Topics and 
Events being the most useful. Clicking on any of those brings up a page listing all 
Authors or Topics or Events. Clicking in turn on, for example, an author name, will bring 
up a list of every document tagged with that name. Clicking on a Topic/sub-topic will 
bring up a list of every document tagged with those.  At the bottom of the page shown in 
Figure 2 is a list of all documents modified (or entered) within the past 7 days (or the 
most recent 50 docs, or similar quick filter). 

 
Figure 3 shows the page you use to create a new document.  The first item is the one most 
frequently used - Create a new document from … files on your local computer. Figure 4 
will step through that process, below; for now define the remaining selections shown in 
Figure 3.  Create a new document from files on the web is very similar to uploading a 
document located on your computer, except that you enter the URL. You can Reserve a 
document number if you want to create a placeholder in DocDB for items which are 
expected to arrive – perhaps with multiple authors uploading different files.  If you know 



a document’s unique ID number, you can bring up forms to Update document, Update 
DocDB info, or Add files; all of these functions can also be reached from that document’s 
page. Further down the page is Event Management, where you can create a meeting. 
The 2nd selection, Create a new event with only one session, is the one most frequently 
used, and the one to use at present for all MicroBooNE meetings. The one above, event 
with multiple sessions, is used for multi-day collaboration meetings or workshops which 
use a mixture of parallel and plenary sessions.  Even further down is a link to Add an 
Author. 
 
The most common selection from Figure 3 is Create a new document from … files on 
your local computer. You can click this without specifying the actual number of files to 
upload; just click Create, which brings up the page shown in Figure 4.  
 
Figure 4 shows the web form entry page for documents. It is quite long, and part of it has 
been compressed to the left side in the Figure to make it fit. The fields can be recognized, 
and the annotation in the Figure is the point, not the reduced text on the form page.   
 
First off, you must have a copy of the file you want to upload on the computer you are 
now looking at DocDB on. Next, note the form fields with an asterisk * - these fields are 
required.  Then follow these steps  : 

1. Enter a Title for your document. This is not the filename ‘my_doc.pdf’. It is the 
formal title you wish to use to reference the document with. But you can use the 
filename as the Title if you wish. 

2. Enter an Abstract.  This can be as long or short a description as you wish. It will 
be displayed at the top of the document’s page. 

3. Skip the Keywords. We do not use them. 
4. Enter text for Notes and Changes if you wish – but it is not required. 
5. Local File Upload is the next section. Each pair of entry lines is for one file; the 

first line with the Browse button is for the file’s path-filename, the second 
Description is text you enter as a very brief description – much shorter than the 
Abstract but similar in function. You must enter both for each file.  By default 3 
pairs of these lines are present, for entering up to 3 files for this document. If you 
specified on the previous page that your document used 6 files, then there will be 
6 pairs of lines. If you don’t have enough file-entry lines, just go ahead and 
upload one or two, and after this form is submitted, you can Add Files.  The 
Main? checkbox should be selected for a single file, and in most cases for every 
file if the document contains multiple files.  If you unclick Main?, then when one 
of the files in the document is updated, you will also have to update all the other 
files, even if they were not also updated. 

6. Next in the form you must select the Document Type. You can select only one. If 
you are uploading a presentation given in a collaboration or a Working Group 
meeting, then the type is Internal Presentation. 

7. Next select both the Submitter (you) and the Author(s). Ctrl-click (or your 
platform equivalent) to select multiple authors. 

8. Next select the security level for the document, View for who can see and 
download the document, and Modify for who can update the document. The 



options are Groups and not individuals. Public is everyone on the web, uboone is 
everyone on the list of authors in our DocDB. In general select uboone for both. 

9. Select as many Topics or Sub-topics you like, but you must select at least one; 
ctrl-click (or your platform equivalent) to select multiple items 

10. Submit Document 
 
When you wish to update a document, or update the DocDB information on a document, 
you will get a page similar to this one.  In these cases most of the existing selections for 
the document are high-lighted as pre-selected, however View is not one of them, and you 
may get a warning to go back and select it. 
 
Figure 5 shows a document’s Page - the page you get once a document has been entered, 
and the page you get when you enter DocDB later to find a document. Click on the Files 
in document links to bring up any of those files for viewing in the browser (you can save 
as from the browser if you want a local copy). Since DocDB files are intended for online 
reference, it is a good habit to upload a PDF version for viewing, along with the original 
file format for updating, if you want to provide it. The left-side box gives a thumbnail 
history of the document, and also has the buttons for updating or adding files. 
 
Figure 6 shows an Event Page.  The Event was defined in a separate process. Once the 
Event and its Agenda exists, files can be uploaded. Documents and talks are uploaded 
and updated using buttons on the event’s page, shown in the Figure. The document entry 
form is similar to that shown in Figure 4, but differs in that the uploaded talk is associated 
with a particular Agenda item – select the associated agenda item in the first drop-list box 
on the form. 
 
There are no Figures (yet) for creating an Event. It is a 2-step process. The first step 
creates and defines the event – date, time Name. The second step makes the agenda – 
only the agenda - talks and files are not uploaded.  When one modifies an Event, it is the 
agenda that is modified (or the date, time, etc), not the uploaded talks.   



Use the Private link to upload a new file, or to update an existing entry, or to
just look-up stuff that only uboone people can see.  The Public link will 
display only those entries which have been declared, when entered, as being 
fit for public view – i.e. you won’t get a full listing of everything in DocDB if 
you choose Public access.

Most of our material is NOT for Public view, for example the presentations 
from our collaboration meetings and Working groups.  Documents which are 
Public are presentations given in seminars or workshops, and the final 
versions of Project documents (finalized after DOE review)

Figure 1 http://microboone-docdb.fnal.gov/



To upload or modify a document, 
or to define an Event, plus more

Lists all Authors, or 
Topics, or Events. 
Selecting any particular 
Author or Topic then 
brings up a listing of all 
the material associated 
with that Author or Topic

Figure 2 http://microboone-docdb.fnal.gov:8080/cgi-bin/DocumentDatabase/

Similar to the Web Meetings 
we have used previously. A defined Event appears 
on this calendar – selecting the Event goes to the 
Event’s page, which lists all the presentations 
associated with it. Go here to ADD a presentation 
to the meeting.  See Figure 6 for details.



Most frequently used - make a new 
document from N files located on 
your computer right now

Figure 3: http://microboone-docdb.fnal.gov:8080/cgi-bin/ModifyHome

Make a Meeting

This 1st one for 
multi-day meetings 

or meetings with 
parallel sessions

This 2nd one for our Collaboration or 
Working Group meetings

Add an Author



Figure 4 http://microboone-docdb.fnal.gov:8080/cgi-bin/DocumentAddForm

Yes, the view is compressed, but the general areas are recognizable.

Asterik * indicates the item is required.

The document Title is not necessarily identical to the file-name. The 
Abstract should be a brief description, or a copy of the Title.

We don’t use Keywords – leave it blank.

File upload – browse to your local filename. Enter a brief Description. There can 
be many parts – files – to a single document.  If you run out of entry slots, you can 
add more in a subsequent Add Files update to the document after entering the first 
set. Check the Main? Box so that the multiple files in a single document can be 
updated separately from one another – unclicking this means an update of the 
Main files requires an update of all the others as well.

Select a Document Type. Presentations given at our 
meetings are Internal Presentations.

Select which Groups can View and Modify the 
document. In general, select uboone for both.

Pick the Submitter and Author; they don’t have to be 
the same.

Pick a Topic(s) to file the document under. If the document is being 
uploaded as part of a defined Event, then it is already associated with that 
Meeting.  You can add more Topics to associate this document with later, 
by using the Update DB Info button on the document’s page (next page) 



Figure 5: http://microboone-docdb.fnal.gov:8080/cgi-bin/ShowDocument?docid=73

To put in a new version of the file

To change the metadata (eg the topic, or
the author,or add a topic)

To add files to the document

Available to
the web

Modifiable only by
people in the uboone list

An individual Document’s page.



Figure 6 : An Event Page

Agenda – once 
a talk is 
uploaded, click 
on the Title to 
open it

Click here to upload your 
talk into the appropriate 
Agenda item




