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0
Rapporteurs Ribbon

A ribbon template with useful Macros is provided for use with Microsoft Office Word versions 7 onwards in http://www.3gpp.org/ftp/Information/Tools/. There are two variants of the ribbon:

3GPP_Ribbon.zip:

This contains the ribbon tools as the first Tab.

3GPP_Ribbon - Home1st.zip:
This contains the ribbon tools as the first Tab after the 'Home' Tab.

The ribbon should be unzipped and placed in your Word Startup folder:

-
The Startup folder is shown in Word Options, Advanced Tab, General [File Locations...]:
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-
Select 'Startup' and [Modify...] to see the full path:
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-
Close Word and place the Template in the Startup folder.

-
Open Word and you should see the two new Tabs '3GPP_Tools' and [Classic Menus].
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-
3GPP Styles can then be quickly applied (to documents with the 3gpp_70.dot 3GPP Template attached) by using the main Style buttons:
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1
CR Cover sheets

CRs are intended to be incorporated in the 3GPP TSs and TRs and therefore the final text needs to comply with the 3GPP specification drafting rules, given in TR 21.801 [2]. CR Authors should refer to these drafting rules when preparing CRs.
CRs are produced using the latest CR template, which is provided on the FTP server Information directory: (www.3gpp.org/ftp/Information/All_Templates/CR-Form.zip).
The CR Cover sheet is reproduced below:

[image: image5.png]pGPP-TSG-?

DocNumbery
Location,-Country, Datefl

CRFamiT]

CHANGE-REQUEST=
- Current-version:

For HELP-on-using-this-form:-Gomprehensive instructions can-be found-at+*
hito://wsw 3gpp org/Change-Requests. 1

Proposed-change-affects:n uicc-apps{ ]

MEg]

Radio-Access-Network{ ]

Core-Network|

Tider
Source-to-WG:
SourcetoTSG:m
Workitem-code:n
Category:n
" Use one ofthe following categories's>
F-{correctionje>
A-(mirror corresponding o-a change in an earier-
releasejes
B-(addition offeature),+

I - Dater

Use one ofthe following releases:e
Rel-6-» (Release 6)¢>
Rel-9-» (Release 9)¢>
Rel-10-+(Release 10)¢>

Rel-11-+(Release 11)e>

C-(functional modification of eature)es
D-{editorial modiication)

Detailed-explanations of the-above categories cane’

befoundin3GPPTR21900.8

Rel-12-+(Release 12)e>
Rel-13+(Release 13)¢>
Rel-14-+(Release 14)e>
Rel-15+(Release 15)¢>
Rel-16- (Release 16)e.

Reason-for-changem
Summary-of-change:a

Consequences-ifnot-
approved:a

Clauses-affected:n

"
Otherspecsn
affected:n
(show-related-CRs)n
B
Othercommentsa

Nj= -
‘Other-core specifications
Testspecifications=
0&M-Specifications=





Figure 1: CR Cover Sheet Template

2
Completion of the CR Cover sheet

SpecNumber:
The specification or Report number should be inserted here. e.g. 23.401 (do not insert "TS" or "TR" in this field).

CRNum:
The CR Number is allocated by MCC and is usually provided with the document request sheet. Use 4-digit numbers, e.g. 0021 (do not insert  "CR" in this field).

rev:
Every time a CR is modified (i.e. provided a new Temporary Document number) this field needs to be incremented. The original CR has no revision and is labelled with a hyphen "-", and revisions are 1, 2, etc.

Current version:
This field should contain the version number of the TS or TR which the CR uses as a basis for changes and therefore should be the latest published version of the TS or TR in the relevant Release. See also note 2 below.

NOTE 1:
The current Release of the specification shown in the "Current version" field may be different from the "Release" field for the CR (i.e. If the change is intended for a later Release than the current latest Release of the TS or TR). In this case, the CR, if TSG approved, would create a new Release of the TS or TR.

Proposed 
Put an X in the relevant box(es) UICC apps, ME, Radio Access Network and/or Core Network.

change affects:
Title:
Title of the CR. The title of the CR should be inserted describing the proposed changes (do not insert the specification or CR numbers in this field).

Source to WG:
Insert the source 3GPP Member companies into this field. If the CR is being proposed directly to the TSG, instead of the WG, this field should be left empty.

Source to TSG:
This field is for completion when the CR is sent to the TSG. If the CR is WG approved, then this will show the source WG, e.g. "SA WG2". If the CR is being proposed directly to the TSG, instead of the WG, this field should contain the source 3GPP Member companies.

NOTE 2:
The Source to TSG may be completed in anticipation of WG approval of the CR, otherwise it will be completed by MCC before presentation of WG approved CRs to TSG Plenary.

Work item code:
This field should contain the acronym for the work item which is applicable to the change. This field is mandatory for category F, A, B & C CRs for Release 4 and later and is recommended for all CRs, in order to allow correlation of changes made to specifications for different Work Items. A list of work item acronyms can be found in the 3GPP work plan. See also clause 2A.
EXAMPLE:
If you want to correct the Rel‑13 MONTE Feature, not in the Release 13 of the specification, but from Release 14 onwards, you would indicate 'TEI14, MONTE' as work item codes. TEI14 needs to be indicated as the changes are not being made in the Release that introduced the Feature.

NOTE 3:
Only WI Codes allocated to actual WIDs should be used and Codes for "placeholder" or "management" entries in the 3GPP Work Plan should not be used.

Date:
This field should contain the date of creation of the CR or the revised CR.

Category:
The Category of the CR should be inserted here. Possible categories are as follows (see TR 21.900):

A
Corresponds to a correction to an earlier Release.
May be used only if a category F (or exceptionally, a category B or C CR) CR has been approved for an earlier Release version of the same 3GPP specification.
If a change to an earlier release affects a clause which has a counterpart in a later Release, then the corresponding category 
The proposed change to the later Release of the Specification need not be absolutely identical to the proposed change to the earlier Release, since it is possible that, due to earlier change requests, the affected text is not identical in each Release.
A CR to the later version(s) should normally be presented for approval at the same TSG meeting.

B
Addition or deletion of feature. The work item code field normally refers to the work item of the added (or removed) Feature or functionality. This category shall not be used for a frozen Release, except for alignment CRs.
NOTE 4:
An alignment CR is a CR to a frozen release to add or remove functionality to ensure a consistent specification set across a particular Release.

NOTE 5:
Features are added to (or removed from) a Release; rather than the Specification itself.

C
Functional modification of feature.
Any functional modification shall correspond to an identified Work Item. However backward compatibility shall be ensured when the issue has an impact on the UE. This category shall not be used for a frozen Release, except for alignment CRs as described in TR 21.900.
D
Editorial modification.
Editorial modifications shall have no impact on an implementation. An editorial modification CR to a frozen Release shall not be permitted.
F
Correction. Used:

-
to correct an error in the specification (i.e. a clear instruction in the specification which leads to incorrect operation of the system); or 

-
to correct an ambiguity in the specification which could lead to different implementations which cannot inter-operate; or

-
to remedy the incorrect implementation of a previously approved CR; or

-
to correct a misalignment between the specifications (stage 1, stage 2 & stage 3) for a feature or service when not introducing a new function or functional change.

NOTE 6:
When functionality is moved out of one TS or TR to another TS or TR the category used should be "B" to indicate that the CRs add and delete functionality from the TSs or TRs.

Release:
This field should show the Release that the change applies to.

NOTE 7:
The current Release of the specification shown in the "Current version" field may be different from the "Release" field for the CR (i.e. If the change is intended for a later Release than the current latest Release of the TS or TR). In this case, the CR, if TSG approved, would create a new Release of the TS or TR.

Reason for
This field should contain a concise description of the reasoning leading to the

change: 
change proposal.

Summary of
This field should contain a high-level summary of the changes made to the

change: 
TS or TR.
Consequences
This field should provide the consequences of not approving the proposed
if not approved:
changes.

NOTE 8:
Although this field is only mandatory for category "F" CRs (i.e. corrections), it is also useful for other categories.

Clauses affected:
This field should contain all the distinct clauses that are affected by the CR.

Other specs
This field is for the indication of other specifications affected. Insert an X in the "Y" or "N" 
affected:
columns for each row to indicate if any specifications are affected for Other core specifications, Test specifications and/or O&M Specifications. If "Y" is indicated, the specification number(s) and, if known, the CR number(s) for those specifications should be listed on the right hand side.
Other
Insert any other comments which can aid the understanding of the CR. 
comments:
This should also be used to provide implementation guidance (to MCC) if necessary (e.g. if there are inter-dependant CRs or specific instructions for correct implementation of complicated changes).

2A
What work item code(s) to enter in the CR form
1
Only Normative WI code acronyms can be used for CRs to 3GPP TSs (i.e. you cannot use a Study WID acronym). Study WID acronyms may only be used for CRs to TRs under change control.

2.
All CRs other than category 'A' need to indicate WI Code(s) that relate to the Release of the changed TS.  
i.e. if your change is to the Rel-14 TS, only WI Codes from Rel-14 features may be used. An exception to this is described in 3.

3.
You may use multiple WI Codes on CRs: each WI Code should be separated by a comma (, ).

EXAMPLE:
S2-153640:
TEI13, GROUPE, MBMS_enh_TS
S2-152653:
AESE, MONTE
4.
If you are making a change to a TS in a Release nn, which is higher than the Release that introduced the Feature of the Work Item Code, then you need to use 'TEInn' and the earlier Release WI code.
e.g. if you change only from Rel-14, a TS with corrections related to the NBIFOM Rel-13 Work Item, use 'TEI14, NBIFOM' as the WI Code).

5.
In the event that a WI Code is not available in the Work Plan (3GU) when you need to create a CR (e.g. when proposed changes relate to a Work Item that is not yet TSG approved and has therefore no WI code yet, or, when the Work Plan has not been updated yet, following TSG approval of the Work Item), you may use the WI Code 'DUMMY'.

NOTE 1:
Use of 'DUMMY' is only possible for CRs to the currently open Release (i.e. for newly created Work Items, not yet included in the Work Plan). 
You should indicate the intended Work Item Code in the 'Other comments:' part of the CR Cover sheet.
6.
If the CR is for alignment with a Feature where there is no Work Item or WI code for the WG responsible for the specification being updated, then the WI code should be TEInn and the actual WI Code for the Feature (e.g. 'TEI14, PWDIMS').

3
Tips and tricks for creating a CR

The following provides some tips to help create a CR:

3.1
Microsoft Word Settings

Before creating a CR, in order to prevent unwanted formatting or accidental deletion/addition of special characters or spaces, set up Word as follows (The English version of Microsoft Office Word 2003, SP3 is used for the figures):

1
Open Word and select the "Display" Word Options Tab. Check the "Show all formatting marks" option:
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Figure 2: View options - Show All formatting marks to prevent accidental changes to paragraph marks, tabs, spaces, etc.

2
Select the "Popular" Word Options Tab and insert some relevant information under "User name:":
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Figure 3: User Information (this will be added as author information in tracked changes)

3
Select the "Review" Tab and "Track Changes Options" 
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Use the following settings:
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NOTE:
"Use Balloons ..." is set to "Never"

Figure 4: Track Changes, recommended settings
4
Select the "Proofing" Word Options Tab "AutoCorrect Options...", "AutoFormat" and "AutoFormat As You Type" Tabs and disable all options:

[image: image10.png]Word Opions st S S s 4 & & -

i =
3
2 Chonge how wod o T e —

Display
| —|
soe Change how iord conects and omats et o ype:

Customize

AutoCorrect Math AutoCorrect AutoFormat A You Type.
Add-ns AutoFormat Smart Tags

Trust Center

Built-in Heaing styles
List styles

Automatic bulleted lists
Other paragraph styles.

Resources

Replace
"Straight quotes" with "smart quotes”
Ordinals (1st) with superscript

Eractions (1/2) with fraction character ()
Hyphens () with dash (—)

=Bold™ and _italic_with real formatting
{internet and network paths with hyperiinks|

Preserve
[] styles

Always AutoFormat I
[¥] Plain text e-mail documents




[image: image11.png]=Bold* and _talic_ with real formatting

Apply as you type

Automatic bulleted lists
Border lines

Built-n Heading styles

Automatically as you type

Define styles based on your formatting

Fractions (1/2) with fraction character ()

finternet and network paths vith hyperiinks

Format beginning of st item ke the one before it
Setleft- and first-indent with tabs and backspaces

AutoFormat Smart Tags
AutoCorrect Math AutoCorrect AutoFormat As You Type
Replace as you type
"Straight quotes" with "smart quotes” Ordinals (1st) with superscript

Hyphens () vith dash (=)

Automatic numbered lists.
Tables





Figure 5: All AutoFormat options disabled to prevent unwanted changes being made by Word

3.2
Making changes to the TS or TR

1
Obtain the latest version of the TS or TR to be changed. Latest versions are available at ftp://ftp.3gpp.org/Specs/latest. Navigate to the required Release for the TS or TR and download the document.

NOTE 1:
In exceptional cases, MCC may have produced an "interim" version of the TS or TR with WG agreed CRs incorporated (e.g. when there are two WG meetings before a TSG Plenary). CRs shall not use these interim versions as a basis for further changes, but always the latest TSG approved version of the TS or TR. The interim versions should only be used to check for overlapping or contradictory change proposals.

2
Unzip the TS or TR and open it.

3
Switch on Revision Marks / Track Changes.

4
Make the required changes throughout the document.

NOTE 2:
Figures/Graphics should not be edited within the graphics themselves, but the graphic deleted and a new graphic inserted (see clause 3.3 below).

5
When all changes have been made, turn off "track changes" and open the CR Cover sheet template.

6
Ensure Track changes are switched off in both the CR Cover sheet template and the TS / TR.

7
Go to the first modified section of the TS/TR and select the text from the Heading level down to the line before the next Heading level:
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Figure 6: Selecting the modified clause

8
Copy the selection and go to the end of the CR Cover sheet Template, then paste the selection:
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Figure 7: Pasting the selection to the end of the CR Cover sheet template

9
Insert some separating text, e.g. " *******   NEXT CHANGE  ****** " at the end of the CR Cover sheet Template, followed by a new line.

10
Repeat Steps 7 to 9 for the remaining changed sections of the TS/TR:
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Figure 8: Adding changed sections to the CR Cover sheet template

11
When all changed clauses have been added to the CR Cover sheet Template, ensure the cover sheet is completed and the affected Clauses field is correct. Check that there are no change marks in the Cover sheet itself, if there are, select the cover sheet part, accept all changes and review the final content.

3.3
Changes to figures/graphics

Special care needs to be taken when making changes to figures, because the figure itself should not be edited with revision marks, but the original figure deleted and a new figure added.

This is required because change marks within graphics are easily overlooked when implementing CRs and accepting changes within figures often leads to formatting problems and incorrect depiction of figures.

The following method is therefore recommended:

NOTE 1:
This applies to all graphics that are modified, whatever they contain (e.g. architecture diagrams, flow diagrams, etc.).

1
With revision Marks switched off, make a copy of the figure in the TS/TR (Copy/Paste the entire paragraph containing the figure):
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Figure 9: Copy/Paste paragraph containing figure to be modified (original figure shown selected)

2
Edit the figure as required (with revision marks switched off). When complete, select the updated figure paragraph and "Cut" it (Cntl-X). Switch revision marks On and paste the figure again, then delete the old figure. This will leave a deleted figure followed by an added figure:
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Figure 10: Updated figure pasted and Old figure deleted with revision marks On
(original deleted figure shown selected)

3
Graphics in 3GPP TSs and TRs should be visible in Normal / Draft view (i.e. formatted "In line with text"). This means the final figure usually needs to be pasted "special" as a Picture (Enhanced Metafile) and then formatted as Layout - In line with text. After completion of the graphic update, check the figure is visible in Normal View (View - Normal). If it is not visible, then switch off track changes, go back to Print Layout View, select the entire graphic and Cut it to the clipboard (Cntl-X), then switch on track changes, Paste Special and Format it as follows:
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Figure 11a: Paste Special: Picture (Enhanced Metafile)
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Figure 11b: Figure Formatting: In line with text


Check the figure is complete and now visible in Normal / Draft View (View - Draft).

4
Add this to the CR Cover sheet template as part of the procedure described in clause 3.2 above.

3.4
Deleting clauses and references

In order to preserve any referencing made to provisions in 3GPP TSs and TRs, the re-use of clauses is not allowed. Instead of simply deleting the whole clause, the provisions within the clause are deleted and the title changed to "Void":
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Figure 12a: Clause 4.2.7.1 needs to be removed
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Figure 12b: Clause 4.2.7.1 made "Void" and title and provisions removed

NOTE 1:
TS 23.401 and TS 23.402 were granted an exception to this rule until March 2008, in order to allow the expected transfer of text to and from them, without causing instability of the overall TSs

NOTE 2:
According to the 3GPP drafting rules, TR 21.801 [2], references to specific clauses within a references document should not occur in 3GPP TSs and TRs. However, there may be some references made by other standardisation bodies' documents which do make specific references to clauses within 3GPP documents and this rule prevents such references from referring to the wrong provisions and will alert readers to a change in the 3GPP TS or TR.

This rule also applies to Normative references, in order to avoid the renumbering of references throughout documents when one is deleted:
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Figure 13: Reference [57] made "Void" (new reference [X] also added)

3.5
Adding new clauses with a CR

When adding a new clause to a TS or TR, the new clause number cannot always be known, as other CRs may also add clauses in the same area. In order to avoid multiple CRs adding the same clause numbers, the final clause numbering is left to MCC to complete and placeholders are used in the CR, which indicate where the new clause is to be inserted. The following methods may be used:

1
Add a new clause to the end of an existing clause:
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Figure 14a: Adding a new clause to the end of clause 5.6
Note that clause 5.6.X is a heading level 3 clause before clause 5.7

2
Add a new clause before an existing clause:
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Figure 14b: Adding a new clause before clause 5
Note that clause 4X is a heading level 1 clause between clauses 4 and 5

3
Similar case, add a new clause within the structure of an existing clause:
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Figure 14c: Adding a new clause between clause 5.2.2.1 and 5.2.2.2
Note that clause 5.2.2.X is also a heading level 4 clause

NOTE:
The "X" method is also used for the addition of new normative references:


([X]
3GPP TS 23.401: ...), 

new figures (Figure 4.1-X: ...), etc. 

and the appropriate numbers allocated and inserted by MCC.

4
Revisions to CRs

If a CR was not agreed at a meeting, it may be revised during the meeting, or after the meeting and re-submitted to a subsequent meeting. A revised CR should follow the same editorial principles as a new CR, but the following common errors should be avoided:

1
Switch off track changes when making modifications to the cover page and header of the CR.

2
The TD number on the CR should be updated to show the new TD number. To do this, switch off track changes, then correct the TD number. The previous number may be included with "(revision of ...)" for easier tracing on the line below, as follows:
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Figure 15: Updating the TD number and adding "revision of ..." (track revisions off)

3
Increment the CR revision number to the next revision number, or revision number allocated by MCC (a specific revision number may be allocated if more than one company has requested a TD number to revise the same CR).

4
Update the other fields as necessary (remember to update the Date, Summary of Change and Clauses affected fields, if necessary). 
Avoid changing the title field, as a change in title  may require a new CR number to be allocated.
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Figure 16: CR Revision number and other fields updated (track revisions off)

5
When the cover sheet/header changes are complete, consider changing the User name to display the new changes in a different colour, then switch on track changes and make the required updates to the CR, using the latest version of the TS/TR for the Release as a basis for any newly affected clauses.

6
When changes are complete, switch off track changes again and remove any "changes on changes" in the CR (i.e. text which was added by one user and then deleted by another, see below:
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Figure 17a: Changes on changes after updating the CR

NOTE:
To facilitate presentation of changes made between CR revisions, changes on changes are often left in. These need to be removed on the final agreed CRs.
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Figure 17b: "Added-Deleted" text removed (selected and deleted with track changes off).

7
Make a final check that the CR conforms to the guidelines given above and that the cover page and header do not contain revision marks.

5
Conclusion

This contribution provides basic guidelines for the accurate production of CRs. It is stressed that great care needs to be taken to preserve the correct formatting of added lines, as an incorrectly formatted change may lead to an incorrect implementation, e.g. by using the incorrect indent level for a bullet.

Care should be taken to use only the 3GPP Style sheet Styles in the CR to help avoid implementation formatting problems.
Autobullets and Autonumbering should be avoided. Switch off the automatic formatting options in Word to facilitate this (see clause 3.1, figure 5).
The drafting rules, provided in TR 21.801 [2] should be followed.

Complete instructions for CRs are available from the 3GPP web site (http://www.3gpp.org/specifications/change-requests) and TR 21.900 [1].
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