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1 Login and access

1 Login and access

1.1 How to access the eCommittee workspace

Go to www.iso.org/isotc.

On the start page there are two alternatives for finding the Committee you would like to access:

1. Through the Personal menu — this will filter the list of Committees to only show the Committees
you are listed in

2. Through ISOTC Home — this will allow you to see the complete list of Committees, regardless
of your access rights

/=~ You can also access the eCommittees for a particular Committee by typing the following URL in
\7  your browser:

http://www.iso.org/ CommitteeName

For example to access TC11:
http://www.iso.org/tc11

To access TC11/WG10 :
http://www.iso.org/tc11wg10

1.1.1 Through the Personal menu
a) Click on the Committees item in the personal menu:

OPENTEXT Content Server

Enterprise [Perﬁnnal TD{Q (7]

My Workspace
g I1SO St F‘errsunal Frantpage ik

L Assignments

Blogs

Collections

Committees

Discussions

eLink

\Favorites )

Figure 1 — Committees in Personal menu

Helpdesk

b) All committees of which you are a member will be listed:
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1.  Personal menu M5-AU/N\N—ELTRRIBTAEESDHMNIRNT YTEINEELSIZTAILEDMTHNS (JSA
¥ :Personal menu DROYTHE A= 21—hH5 Committees B IRT HERTEND)
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TSI HIZHFED eCommittee D URL 34T L T eCommittee [ZF IR T EEEL TES,
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BIZIE, TCIT1 IZPOERTBIZE:
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TC11/WG10 [ZFOtR T BIIE:
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1 Login and access

My Committees

™~

Type  Mame Crested Raole

EE?_Q:EUE g%nm&

2013-07-24 16:05 Secretary Support Team
§ 2013-07-29 11:13 Secretary

2013-07-24 18:02 Secretary

- 2013-08-07 16:44 Governance

2013-08-07 15:45 Gowvernance

- 2005-10-02 21:55 Governance

2013-06-27 13:52 Gowvernance

/ 2013-06-27 13:50 Governance

Figure 2 - My Committees list

g

1.1.2 Through ISOTC Home
a) Click on ISOTC home

;@ ISO Standards Development -~ o

ORGANISATION INTERMATIONAL
INTERNATIONALE DE ORGANIZATION FOR
NORMALISATION STANDARDIZATION
= J
ISOTC home ITTF home

Communication by the IS0 Central Secretariat ,
Conversion tool - Waord/PS to PDF , Getting
started toolkits , Guides to IS0 IT applications ,
International Helpdesk , TC Business plans for

public review
| (Al item types) | = ‘ | Filter by name |):'|
B9 copy 4 Move 3% Delete I} ZpaDownoad [ | Zp&Emal | L Emailink % Print 4 Collect 3 Apply Classification
[l Type Name. Size Modified
-l i i Sltems 2013-03-19 14:43
ﬂ 1 1s0TChome 3020tems  2013-07-29 17:52
0 @ mFhome 2003-09-22 17:00
/- Setting National Standardization Strategies 11ltems 2012-05-19 12:385
O ©E standards.iso.org 1ltem  2002-07-15 10:30

G copy ) Move 2% Delete 0] Zip &Dowrlesd || Zp&Emal | .l Emaillink = Print (¥ Collect B Apply Classification

Figure 3 - ISOTC Homelink
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2013-07-24 16:05 Secretary Support Team
I 2013-07-29 11:13 Secratary

2013-07-24 16:02 Secretary

2013-08-07 16:44 Governance

2013-08-07 16:45 Governance

2009-10-02 21:55

vemance

Go
2013-06-27 13:52 Governance

/ 2013-06-27 13:50 Governance

B 2 - My Committees DXk

eeeRReER e

1.1.2 ISOTC Home #%H
a) ISOTC home #4999 5,

g

& 150 Standards Development - «

ORGANISATION INTERMNATIOMAL
INTERMATIOMALE DE ORGANIZATION FOR
NORMALISATION STANDARDIZATION
= W
[S0TC hame ITTF hame
4] [l Cen E is
Conuersinn tonl -War, o0F , Gatrg
started toolkits , Gu bl cafions ,
publc revien

| (&l item ‘mes}! - | | Filtar by name |)—'|

By copy M) move 3% pelete TIl Zoasownkad | ] Zp&Ewal [l Emalirk | B prnt | B colect | B, apply Classfication

[ Type Mame « size Modifed
= : Sltems 20130319 14:43
ﬂl 0 _1soTc home I M2ems  201307-29 17:52
[ @ mrrems 2003-09-22 17:00
[ [0 setting Mational Standardization Strategies 11TEms  I01206-19 12238
O B stendardsiso.ces 1ltem 2002-07-15 10:30

B copy ") Move 0 Delete 7 Zp &Downlead || Zp&Email | | Emallrk % Print 0 Colest 3 Apply Clasification

E 3 - ISOTC Home DY)>%
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1 Login and access

b) On the next page you can find a complete list ISO Electronic Committees. Please choose the
Committee you are looking for.

% Copy E Mave % Delete :‘: Zip &Download [ | Zip &E-mail o EmailLink 54 Print ﬁ! Collect & Apply Classification
[ Type Name

00. IS0 standards and patents

00. ISOTC Portal pages

00. IT Strateqies Implementation Group (TTSIG)

CIE "International Commission on Ilumination”

Communication by the IS0 Central Secretariat

Conversion tool - Word/PS to PDF

Getting started toolkits

OOo0OoOooo@d

EEREETECREOICOCEDD D

Guides to ISO IT applications

1IW "International Institute of Welding”
Internationsl Helpdesk

IS0 /CASCO "Committee on conformity assessment”

I50/COPOLCO "Committee on consumer policy”™

ISO/DEVCO "Committee on developing countries matters™ =~ ™

ISOUIEC TTAG "TAG for the revision of TSOITEC Cide 79"
ISQ/IEC JTC 001 “Information technology™

[

ISQ/IEC JTC 002 "Joint Project Committee - Energy effidency and renewable energy sources - Common terminology”™

Figure 4 - Committee List ISOTC home

f'i Every Co mittee has a public area (Folder 01 Public information) which is accessible to
anyone fr m the Internet without an ISO login. All other folders and objects are only
accessible if you are registered wit this Committee.

1.2 What to do if | forgot my password?

If you forgot your password, click on the link | have lost my password on the right and follow the
instructions on the screen. Within the next few minutes you will receive an e-mail with a link to reset
your password.
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B copy | 3 Move | 32 Delete | Bl zipanownioad | (] Zo&Emal | [ L Emallink | 3 Print | @ Colect | B Apply Classification
|__ Name

00, ISO standards and patents
00, ISOTC Portal pages

00, IT Strategies Implementation Group {TTSIG

CpDD3

CIE TInternational Commission on [umination”

Communication by the ISO Central Secretariat

Conversion tool - Word/PS to PDF

Getting started tooldts

DT O

N

Guides to ISO IT apolications 1\
W "International Institute of Welding”

International Helpdesk

ISO/CASCO "Committes on conformity assessmant”

[SO/COPOLCO "Committes on consumer policy”

[SO/DEVCO "Committes on developing countries matters® ™
ISOAEC TTAG TAG for tha ravision of ISOUIFC Guide 717 j
[SO/IEC JTC 001 Information technology™

ISOJIEC JTC 002 “Joint Protect Committee - Energy effidency and renewable energy sources - Common terminology”

-%%é@@%l (2

4 - ISOTC home M eCommittee ') A

A & eCommittee HVLNHIRBIR (T4 /L5 01 Public information) ##¥2, CD#BIRIZIE ISO Q0 174 T1>
B—FINER THETET IR T EENTEE, MDETHINEZRUIT T IOME, D  eCommittee
CEBERIN TNVBEEDATFIERAFETH B,

1.2 NRAD—FEENT-HEONE
NRAT—FEEN=BEIE. BAIDYU %Y 1 have lost my password (/ARATJ—FZEENELIZ)ZH2Y VoL, BIEDIE
RIZHES N &IZ, INRT—FZE )T BN IME A—ILTREL,

[USA:F]2017 £ 8 ARE. OV AV EEIIERTDLEDMNSERTINTNET , BF AV EIED “Sign in”ITHLVT I
forgot my password (/AR —FE#ENEL)ZEIUVIL., BIEDIE RICHE-SOTT LY,
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1 Login and access_[IEHEGTIR

IS/O Electronic applications
NI

Username

Password

| have read and accept the declaration for participants in 1ISO

activities.
1 | don't have an account yet i Contact helpdesk

Figure 5 — Password forgotten
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2 Working with folders and documents

2 Working with folders and documents

2.1 How do | upload a new N-document?

To add an N-Document, navigate to the N-Folder in which you would like to create it and click on
Add Item — N-Document:

1w User guide - ¢

Navigation Menu &

% jjﬂ 4 Add item
Committee Home

= ND t
Child Committees » ocumen

Committes Projects There are no items to display. B N-Folder
User Guides A
150 Applications Shortaut
My Committees @ URL
Figure 6 - Add N-Document
A N-Documents can only be created in N-Folders.

Regular documents cannot be added to N-Folders.

The N-Documents Wizard opens  which will guide you through the steps of adding an N-
Document.

Step 1 — Select the document to upload

=" Add: N-Document
Select Document Background Information Replace N-Document Rendition
Select Document from Desktop4 Choose File | Mo file chosen
Select Document from Livelink:| [ Browse Content Server... ]
Reserve N-Number: { ?:_g#-;‘j\'e Reserye Nrumber and create metadata without loading fie now
Coversheet: Ceaw. Create cover sheet as stand -alone dotument without ioading fie
Create In: User guide | Brovwse Content Sarver .

Finish Cancel

Figure 7 - N-Document Wizar

» Select Document from Desktop: Browse your compu er to upload a document from your
computer

» Select Document from Livelink: Upload a document that already exists in another folder,
for example in the 00.Secretariats workspace.

Frequently Asked Questions helpdesk@iso.org
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2 IANFEXEDNE
21 HILLWLNXEZ7YIO—FT5h%
NXEZEMTBIZIE, BFEL=LEE DO N 74 ILF ETHEIL . Add Item - N-Document #51)v o3 3%,

n | User guide ~ +

Navigation Menu &
Commitiee Home

Child Carmmittess ]
Commitiee Projects

User Guides

1SC Applications

My Corrmittees

There are no items to display.

B 6 - N-Document MiB7N

N\ NXEZIE N-Folder DF TDHAERLATEETH o
—MRX (L N-Folder [T S EIETELL ),

N-Documents Wizard H\BiE . NXEFEBMI SFIENRESNE, RATYT1—F7yFO—
RIB5XEERIRT S

'—'s!' Add: N-Document

Select Document Background Information Replace N-Document Rendition
Select Document from Desktop: | Choose File : No file chosen
Select Document from Livelink: | Browse Content Server...
Reserve N-Number: Haserve: ! Regerve Noumber and create netadata withoutioading file no

Coversheet: Create | Create cover sheet a0 stand -slone document withaut loadng &
Create In: gar Quice Brovwge Conant Sanysr

Finish | Cencel |

B 7 — N-Document Wizard

>  Select Document from Desktop: /XYY NZEEL., /\VaAVHhLXEEZT7YIO—KTES,
» Select Document from Livelink: Bl 74 )L ({5l Z[£. 00. Secretariats workspace) [ZEEIZURNFAS N TLVEXXE
#=7vyr7O0—KTE3,
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2 Working with folders and documents _[IENEGTIN

Step 2 — Add Information about your N-Document

Click on the Background Information tab

!:, Add: N-Document

Select ﬂ Background Information ] Replace N-Document Rendition

Select Document from Desktop: | Chooss File | Mo file chosen

Select Document from Livelink:| [ Browse Content Server... |
Reserve N-Number: Reserve M-number and create metadata without loading file now
Coversheet: Create cover sheet as stand-alone document without loading file

Create In: | lUser quide [ Browse Content Server... ]

Finish

Figure 8 - N-Document Background Information

Leave the field empty to get the next N-number available or choose an N-number which has is not
yet used in the committee:

Background Information Replace N-Document Rendition

N-Number (leave empty to assign next available number): [ next available number will be 911 _
Document Type: * || <Mone = | =]

Sub Type: * El

Keywords:

Source:

Pages:

Figure 9 - N-Number

The table below shows a summary of all fields in the Background tab and a short description of their

contents:
Item Mandatory/ Description
Optional
N-Number Automatic/ Will propose the next N-Number available
Optional As an option, a N-Number not yet used for another document
can be entered here
Document type Mandatory The type of document you are uploading.
Available document types:
e Public document
e Draft
e Other committee document
e Meeting
e Resolution
e Ballot
Sub type Mandatory The sub-type of the document; the list of sub-types
dynamically changes depending on the documenttype
selected
Keywords Optional Keywords that apply to your document
Source Optional Source from which the document was received

Frequently Asked Questions

helpdesk@iso.org
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ATYT2—N X EBIZDOVTHOEREMZS
Background Information D27 %91 )v ¥ %,

Jf' Add: N-Document

Select q Background Information ] Replace N-Document Rendition

Select Document from Desktop: | Choose File | No file chosen

Select Document from Livelink: | Browse Content Server... |
Reserve N-Number: [Ml Reserve N-number and create metadata without loading file now
Coversheet: I'W Create cover sheet as stand-alone document without loading file

Create In: User guide | Browse Content Server... |

Finish | [ Cancel |
8 — N-Document @) Background Information

RDNBSNADISICERLTHED, RIF ZERTELEALTLWVELNESEZRERT S,

Background Information Replace N-Document Rendition

N-Number (leave empty to assign next available number): [ next available number will be 911 _
Document Type: * <None > |w|
Sub Type: * [=]
Keywords:
Source:
Pages:
9 -NEBS

LI FMDERT, Background 2T (CHET R TORDBMELZOF HOEHELHBAZETT,

HE WA/EE B
N-Number BEEE ERTTHERRD N BENIRTREINS, £ T3 LT HlOXE

[CELEFERSNATUENN BSEZOR [CARNTEHIENTED,

Document type DAY | 7vIA—RTEXEDRAT
BIRTEEXEDHAT
- Public Document (A BA3E)
- Draft(JRE)

- Other Committee document (D EEEDXE)
- Meeting(£5)
- Resolution (GR&%)

- Ballot(iZZ&

Sub type WA XENDHYTALT, Sub-type D) ALIE. EIRL 7= Document type [
FOTHBMIZEDS,

Keywords 7= XEICEHETEFELIXF—T—F

Source 7= XEDAFTT
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2 Working with folders and documents _[IENEGTIN

Item Mandatory/ Description
Optional
Pages Optional Number of pages of the document
Expected Action Mandatory Which action to you expect from the Committee Members on

this document
Available actions:

e Act

e Info

e Reply

e Vote

e Comment

e Meet
Due date for Mandatory Date by when the expected action has to be completed by the
expected action Committee Members
Complete Title Mandatory The title which will appear in the N-Document list; by default,

the name of the file will be displayed

Cover sheet Optional Here you can give an introduction to the document which will
details appear on the cover sheet, a page which will be added to the

front of the document

In the Coversheet details field, you can enter the text and format it as you wish using the toolbar which
is similar to MS Word toolbars.

i Background
t=r zny info on how the document is to be treate inform: n appear on the cover shest of the document
Iiélﬁcurce H O E|E - sl Aﬂ
: E © bl B B = e By,
i B g U | x, il o w|iElz == @ ok
Coversheet details EH 9 0 E & 02 @

: Styles [+] Fommat [ Nommal + | Fort ~| Size -|]: - A~ &7 =
e N
/ Document information for coverheet \

Formatting
Farmat the text as you see fit!
Use the toolbar format the
coversheet text like in MS
Word
\\ /V
body p span J

Figure 10 - N-Document Coversheet details

Frequently Asked Questions helpdesk@iso.org


mailto:helpdesk@iso.org

’HE WA/EE % BA
Pages TFE NEDR—IH
Expected Action DAY | ZFOXEIZDWTEEESAVN—ITROHBT IV
BIRTELIXEDHAT
- Act
- Info
- Reply
- Vote
- Comment
- Meet
Due date for WhZR KOBT VL AVHAEEEAVN—IZE TR T INETNIEESE
expected action WAR
Completed Title W78 N XEZYRMIRRENDE, TIHILETIE, T7MILADNRRSE
ns,
Cover sheet details 7= XEDRB(XEDFNINIEBMEINDIR—D) ITRIRSNDINEDF
XEDIT6ns,

Coversheet details DI TIL, MS Word Y—JL/N\—,RFRDY—ILN—FF>T. HELITHTFXFANEXEFANTS
ZERTES,

Background
Bl souce | H [0 | & B W@ W a % & & W & [E o
7 abl Bf] [E] - o BN
B I LU ke X x? R s E W Igl = £ E |7| " * |
Coversheet details 3 0 a0 =@ O @
= Format & e = ki g id |2 -
— N
/ Documemt information for coverheer \
Formatting *V—JL/\—Z R
‘ Format the text as you see fit T.MS Word [ZH B LS5 EK
B|TXREE
HEETH
\_ J)
body p span A

10 — N-Document @) Coversheet details
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2 Working with folders and documents

Step 3 — Replace N-Document (optional)
This step is optional and only to be followed if the new N-Document replaces an existing one.

Click on the Replace N-Document tab.

| Background Information '1 w Replaaeﬂ-%ument | Rendition

Replace
Type N Number Title (Description) Exp. Action Due Date
= & 1294 testnenfrans ACT

Choose N-Documents to replace

Type N Mumber Title (Description) Exp. Action
= m 1298 Resolution of Hema REPLY

Figure 11 - Replace N-Document

= When replacing an N-Document with another, the new document receives a new N-Number.
@ The old document will have a note specifying it has been replaced by another document; the
new document will have a note specifying it replaces another document

| % B | S Move | % Delete | B3] 7 & Download | |:| Tip & E-mail | 2 Print |

Document Type  Exp. Action = Due Date Created

[] | Type M MNumber MName -
F & 1299 User Guide template feplaces N 1294 & Draft INFO 2010-06-01 2010-04-18 10:51

l—.:ﬁ'ﬂ cgp-_..| 5@ Move | &% Delete | | Zp&Dcwn;::ad | ] Zip&E-mai | (58 Print

Choose N-Documents to replace: select the document(s) you wish to replace by the new
document by clicking on the “@lputton in front of the document. You can choose one or more
documents.

Your choice will appear under Replace. You can remove chosen documents by clicking on the =
button.

Frequently Asked Questions helpdesk@iso.org
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ATYTE—NXEBEZELEZS (EE)
CORTYTIEEET. HLVNXEEFH LN XEITELEZDBEADHITIT,

Replace N-Document D327 %#51)vH03 %,

 Background Information ﬂumwr}-mt] Rendition

Replace
i B N Pl St . i il ASMERec
= 7 1294 testnenfrans ACT

Choose N-Documents to replace

| Type | NNumber _| Tite (Description) 530, Action
e ™ 1298 Resolution of Hema REPLY

11 - N-DocumentZZ=_L &2 5

ZUONXEZFFLINXZICELELBE, FLOXEIZH 14N EEH D BV EIZ/AEFLOXEIC
T ELEBAZLKEEDZELOF HLOXEICIEXEEFELEZEDEEN DK,

‘%Cow|‘ﬂr4m|§:3odul_j Zip & Download [] Zp&Ema | (5 Print
[] Type Nhumber Name - Document Type Exp. Action Due Date Created |
B & 1299 ser Guide Draft INFO 2010-06-01 2010-04-19 10:51

%Cow|3;_r|unn‘$$nm 3] zZp & Download [] Zp&Ems = Print

Choose N-Documents to replace: FLWXEEELEZ-LXEDROREY ElEH5)vHL TXEERR, 1DOX
[EZENULDXEEEIRTES,

Replace D FISBIRLE-XEAERTIND, = ORLVEHYVITNIEBIRLE-XEEBRN TES,
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2 Working with folders and documents

f Replace A
| Type | N Number | Title (Description) Exp. Action Due Date | Version Date
= & 1294 testnenfrans ACT 2010-08-15 2010-04-13
Choose N-Documents to replace R?

=)

N Number | Title (Description) | Exp. Action | Due Date | Version Date
EJ 28] 1293 Resolution of Hema REPLY 2010-04-30 2010-04-13
=] 1297 the new resolution to come INFO MNone 2010-04-13
@ EI 1296 Mew meeting to come INFO MNone 2010-04-13
@ :Ij 1295 public doc mansor REPLY 2010-04-18 2010-04-13
EJ TEI 1294 testnenfrans ACT 2010-08-15 2010-04-13

Figure 12 - Replace N-documents details

If you have a lot of N-Documents, they might not fit on one page. You can narrow down the list of N-
Documents by clicking on the range of N-Numbers. The system will then show only the N-
Documents in the selected range.

|| Replace N-Document || Rendition |

Replace
'Type N Mumber | Title (Description) Exp. Action Due Date | Wersion Date
= 1284 testnenfrans ACT 2010-08-15 2010-04-13

TueDate

TVersion Date

(o] [&] [& [e [&
B E R EY R

12938 Resolution of Hema REPLY
1297 the new resolution to come INFO
1296 Mew meeting to come IMNFO
1295 public doc mansor REFLY
1294 testnenfrans ACT

Figure 13 - N-Document range

2010-04-30
MNone
None

2010-04-18

2010-08-15

2010-04-13

2010-04-13
2010-04-13
2010-04-13

2010-04-13
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. Background Information Replace li-Document | | Rendition
Replace )
| Type | N Number Title (Description) | Exp. Action Due Date | Version Date
= 9 1294 testnenfrans ACT 2010-08-15 2010-04-13
Choose N-Documents to replace b

\Thpe | N Number Title {Description) Exp. Action |Due Date | Version Date
(@] ] 1298 Resolution of Hema REPLY 2010-04-30 2010-04-13
‘ T | 1297 the new resolution to come INFO None 2010-04-13
E 1296 New meeting to come INFO MNone 2010-04-13
[#] E 1285 public doc mansar REPLY 2010-04-18 2010-04-13
= M 1294 testnenfrans ACT 2010-08-15 2010-04-13

12 — Replace N-Document 0 §¥#l

NXEDHEMNZWMGEE ., IR—DTIEFAYESEOLMELNELY, Range of N-Numbers #41)v 99 %5&. N XE X+
DEHEAFREYADL ZENTES, BIRL-SEEADHFD NXENLRATLIZE>TRERESND,

Background Information lace N-Doc | Rendition
Replace
Type N Number Title (Description) Exp. Action Due Date | Version Date
= 5 1294 testnenfrans ACT 2010-08-15 2010-04-13
r
Choose N-Documents to replace

"Verson Date
® B 1298 Resolution of Hema REPLY 2010-04-30 20100413
@ 1297 the new resalution to come INFO None 2010-04-13
8 = 1296 New meeting to come INFO None 2010-04-13
e g 1295 public doc mansor REPLY 2010-04-18 2010-04-13
= o 1294 testrenfrans ACT 2010-08-15 2010-04-13

13 — N-Document range
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2 Working with folders and documents

Step 4 —Rendition

In this step you will be able to choose in which format your document will be uploaded into the
eCommittee.

Click on the Rendition tab:

Background Information Rephceﬁ

PDF Rendition with Coversheet: | @ |iso_coversheet.xs| E|
PDF Rendition without Coversheet: F
PDF Rendition with N-number stamp: F
None (retain original document format): | ©

Rendition

isoirc67 N

ISO/TC 67
Materials, equipment and offshore structures for petroleum, petrochemical and natural gas industries

Email of secretary:
Secretariat: ANSI (USA)

180eCommittee for Secretaries v3.1

Document type: Waorking draft
Date of document:  2013-08-20
Expected action: INFO

No. of pages:

Preview:

(Please note that this is just an estimation

o Teon thes foa conveictieet will look Background: Document information for coverheet

Format the text as you see fitl

Committee URL:

Figure 14 - N-Document rendition

By default, the system will select a PDF rendition with Coversheet. It will show an estimation of how
the cover sheet will look. At this stage no N-number is shown on the cover sheet. The N-number will
be automatically given during the upload of the document.

You can choose other rendition types asfollows:

Rendition type Description

PDF Rendition with Coversheet A PDF of the document will be uploaded into thefolder
including a coversheet with the information that was
entered in the Background Information tab.

PDF Rendition without Coversheet A PDF of the document will be uploaded into the folder

Frequently Asked Questions helpdesk@iso.org
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AT 74 —Rendition
CDRTYTTlE, EDTH—TYFTXE% eCommittee [CFVTA—K T ENEEIRTES,
Rendition D37 %45 vH0 3 %

RO —

PDF Rendition with Coversheet: @ | iso_coversheet.xsi [+]
PDF Rendition without Coversheet:

PDF Rendition with N-number stamp:

None (retain original document format):

Rendition

— AT
1ISO isortc67 N
g

ISOTC 67
Matenals, equipment and offshore structures for petroleum, petrochemical and natural gas industries

Email of secretary
Secretanat. ANSI (USA)

ISOeCommittee for Secretaries v3.1

Document type. Working draft
Date of document  2013-08-20

Expected action INFO

No. of pages:
Preview:
e e Background Document information for coverheet
Format the text as you see fitl
Committee URL hitp /isotctest iso orglivelink/livelink/opentc67

X 14 - N-Document @ Rendition

T 74V TIE, R#ATD PDF rendition ABRSN S, BIEDOARIZ, RIBEDHEEEEN RTINS, CORBETIE.
RFIZENFBSERTENWLBEVNESE XEO7YITO—FPIZBBMIZFESN D,

LITDESIZ, thDIELEED rendition £ E SR ENTES,

Rendition D& %R BTLL]

PDF Rendition with Coversheet XEOPDF AT AL FIZFyFTO—K Eh B, Background
Information DAT TAAL-EHREETRMELEEND,

PDF Rendition without Coversheet XE®D POF R THILEIZTvIO—REhd,
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2 Working with folders and documents

PDF Rendition with N-number stamp | A PDF of the document will be uploaded into the folder.
The N-Number and the committee will be printed on the

document
None (retain original document The document will remain the original file format. Select
format) this option if:

¢ You want the Committee Members to be able
work and edit the document.

e You are uploading a file that cannot berendered
into a PDF, for example a Zip archive.

& PDF renditions (with or without coversheet) are only possible for MS Word (.doc, .docx) and
. Adobe PDF (.p f)docume ts!

Step 5 — Finish the upload

Below the cover sheet preview click on Finish [ Cancel. and the document will be uploaded in the
folder. You will be redirected to the folder in which you have uploaded the new N-Document.

If you have chosen PDF Rendi ion, you will see allittle 4 behind the document. This means, that the
PDF Rendition is in process.

Ei, Copy N Move G Delete __T: Zip &Download | [ ] Zip &E-mail o Email Link /< Print

Type N MNumber + Mame Size  Document Type
[&] 211 150eCommittes for Secretaries v, 1 !Ljh 3MB Draft

Copy ' Move 3% Delete __T: Zip &Download | [ ] Zip &E-mail oL Email Link (< Print

2 [ |

Figure 15 - N-Document rendition state

After a few minutes of processing time, please refresh your browser window to see the progress. When

the PDF rendition has completed successfully, you will see a f sign. This means, that the document is
in review state.

E‘ﬂ Copy = i Move ?,f{, Delete _j Zip &Download  [] Zip & E-mail J Email Link 5 Print
] Type MNumber + Mame

Size Diocument Type
0 &= 911 150eCommittes for Secretaries v3.1 - braft
E‘ﬂ Copy = i Move ?,f{, Delete _j Zip & Download 0 & E-mail J Email Link 5 Print

Figure 16 - N-Document review state

A The document cannot yet be seen by Committe Members. You need to send a notification
about new documents to the Committee Members. (see Notification of new documents)

Frequently Asked Questions helpdesk@iso.org
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PDF Rendition with N-number stamp XEO PDF ATANFIZTYTA—RENE NEBEELZERNX
ElcRREIND,

None (retain original document format) XELATDI7ANHKXTREZNS, UTOWT AL DA T3
VERES:

s FEESAVN—DXEZNEBLHFEETEDLSICLILY,
- PDFTCRRTELZWWI7ZAIL (5 : Zip archive) #7 w70
_P-a- %)o

i\ PDF Z (ZHMTRIIHEL) L. MS Word (doc, .docx) R Uf Adobe PDF (pdf)DXENDHA TAIFETH B

ATYI5—7yvIO—FERTT S
EHETLE2—DFD Finish 10| [Coel 2 p1)hg 20 wBATF LA IZTYTO—FEND, T, FiL

WNXE#7yITO—FKLEIHILFIZRES,

PDF Rendition Z&iRd 5&. XEL DEAIZINE 7 ARFEENS, i, PDF Rendition BB THBIE
EKT 5,

L?ﬂ Copy ] Move g% Delete _E Zip &Download [ ] Zip &E-mail | Email Link = 5 Print

| Type NNumber + Name Size  Document Type
(S| 911 1SOeCommittee for Secretaries v3.1 ~ § & 3MB Draft
T'L-r._J Copy 4 Move 3% Delete _J: Zip &Download [ ] Zip &E-mail | Email Link 54 Print

B 15 - N-Document rendition ) R BE

O DMBERD®. TS9P I4URYEYTILYL AL TEBER S, PDF ZRNEERTT5E. Y 0RENE
TeNd, i, XENRELIKEE (review state) [ZHDZEFXEKRT D (USA . FESAVNN—~DEMBTDK

Lk
&) o
Bl copy '3y Move 32 Delete 7] Zip &Download | | Zip & E-mail J Email Link 55 Print
Type N Number Name 2e Document Type
-__| 911 150eCommittee for Secretaries v3.1 MB Draf
Y Copy ) Move | 3% Delete "3} Zip & Download 1 Email Link (% Print

16— N-Document review DK HE

o XBEEREANN—[CEREAZL ), FTLOXEIZ OV TOBMEERRA N —IZXET SLELS
BB, FrLLOXEDEH #E/F)
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2.2 How can | add a new version of an N-document?
In eCommittees, the notion of N-Document versions does not existanymore.
This has been replaced by the “Replace N-Document” function in the N-Document upload wizard.

Replacing a document with another document will mark the original document with the comment
“Replaced by ..” and the new document with “Replaces ..” as shown below:

New document: 913 150eCommittes for Secretaries €510 v2 {replaces M 911)

Original document: 911 [S0eCommittes for Secretaries v3.1 replaced by M 213)

As you can see, the document that replaces the original document gets a new N-Number assigned.

Number. The old document will have a note specifying it has been replaced by another
document; the new document will have a note specifying it replaces another document

= 513 150eCommittes for Secretaries C510 '-.-'Z{[reglaces M911) h

To replace a document, go through the regular steps of uploading an N-Document with the new
document. After entering the Background information for the document, click on the Replace N-

Document tab.
Background Information d| Replace H—%ument Rendition

When replacing an N-Document with another, the new document receives a new N-

Replace
Type N Number Title (Description) Exp. Action Due Date
= = 1794 testnenfrans ACT

Choose N-Documents to replace

Type N Mumber Title (Description) Exp. Action

= m 1298 Resolution of Hema REPLY

Figure 22 - Replace N-Document

Choose N-Documents to replace: select the document(s) you wish to replace by the new

document by clicking on the ‘@lbutton in front of the document. You can choose one or more
documents.

Your choice will appear under Replace. You can remove chosen documents by clicking on the =
button.

Frequently Asked Questions helpdesk@iso.org
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22 N XEDOHREEMT D

eCommittee Tl N XEDRDBEELEOEELLEL,

NIENXET7YTO—R 1Y —FIZ#%H% " Replace N-Document” (N XEF#ELE 2 %) DHREICFETL-. XEZE
AMDOXEITELEZSE, IAXEICIE "Replaced by..” | HIXEIZ[E " Replaces.” ERFELEN D,

FXE:
913 1S0eCommittee for Secretaries CS10 v2 (replaces N 911)

[H3CE:

911 18N ammittas frr Qarrataries v 1 frenlared hu N Q1)

ORI, AXEICE TROHAIHXEICEIHLONFISNEVLETOND,

BN ZELH LN XZIZELEZBE FLOXEIZH-LNBES DS, BIVXEIZIAHLOXEIC
T ELBILALEEDZZNDE, LK EIZAFXEEFELEL FEDZTL O,

-‘_] 913 150eCommittee for Secretaries CS 10 vi !reglaces N9 11; h

XEFELBADICK. . HLLWXEZFE > TN XEZ7YIO—FRTI2EEDRATYTEHE , XEDEKXIER
(Background Information) # A 71L71=1%. Replace N-Document DR T %%H1)vHo 3 3,

Background Information q Replace N-[u;ument 'l Rendition

Replace
I -Type -N Nl.ln_i:er T:;:Ic_([)cscmtion)_ lExp. Action Due Date-
= T 1294 tesinenfrans ACT

Choose N-Documents to replace

Tope. Ntumber “Tite Descrpton) Exp. Acton

| ® T 1298 Resolution of Hema REPLY
22 - N-DocumentZZ=LE %%
Choose N-Documents to replace: FHLLVXELELBZ LN EOFHOREY ElEH5)vsL TXEEER, 1D

XEFENULDXEZRIRTES,
Replace D FITRIRLI-XEA RTINS, = ORIVEIVVITHIEBRLI-XEERNTES,
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2 Working with folders and documents

| | | Background Information | | | | Replace N-Document | | Rendition
Replace A
| Type N Mumber Title {Description) Exp. Action Due Date | Version Date
E E‘ 1294 teztnenfrans ACT 2010-08-15 2010-04-13
Choose N-Documents to replace |:?

N Mumber | Title (Description) | Exp. Action | Due Date | Version Date
[ 15 1298 Resolution of Hema REPLY 2010-04-30 2010-04-13
'E‘] 1297 the new resolution to come INFO Mone 2010-04-13
= 15 1296 New meeting to come INFO Mone 2010-04-13
[&] |=3 1795  public doc mansor REPLY 2010-04-18 010-04-13
= |15 1294 testnenfrans ACT 2010-08-15 2010-04-13

Figure 17 - Replace N-documents details

If you have a lot of N-Documents, they might not fit on one page. You can narrow down the list of N-
Documents by clicking on the range of N-Numbers. The system will then show only the N-

Documents in the selected range.

| || Background Information || || Replace N-Document || Rendition |
Replace
| Type N Mumber Title (Description) Exp. Action Due Date | Version Date
E E‘I 1294 testmenfrans ACT 2010-08-15 2010-04-13
Choose N-Documents to replace

¥OE | 0 UmDer TTiie (Desapoon) TERD. Acoon Te Date Version Date
= @ 1298 Resolution of Hema REPLY 2010-04-30 2010-04-13
= 1297 the new resolution to come INFO Mone 2010-04-13
= @ 1296 New meeting to come INFO Mone 2010-04-13
2] 9 1395 public doc mansor REPLY 2010-04-18 010-04-13
= 5 1294 testnenfrans ACT 2010-08-15 2010-04-13

Figure 18 - N-Document range

Continue the regular N-Document upload process.

Frequently Asked Questions helpdesk@iso.org
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————— e —— e ——
Replace
Type N MNumber Title (Description) Exp. Action Due Date | Version Date
= m 1294 testnenfrans ACT 2010-08-15 2010-04-13

Choose N-Documents to replace

N Number | Title (Description) Exp. Action | Due Date | Version Date
s & 1298 Resolution of Hema REPLY 2010-04-30 2010-04-13
d % |5 1297 the new resolution to come INFO None 2010-04-13
@ Q 1296 New meeting to come INFO None 2010-04-13
== 1295 public doc mansor REPLY 2010-04-18 2010-04-13
= 1294 testnenfrans ACT 2010-08-15 2010-04-13

17 — Replace N-Document 0 §¥#l

NXEDHHIAZWMEE. 1R—UTIRIES LM ELNELY, Range of N-Numbers #4') w03 5& N XXE XD
FHEERYADENTES, EBIRL-BEDAD NXENRV AT ALIZE>TRRESND,

|| Rqﬁoeﬂ-ﬂucumﬂlt-H Rendition I

Replace
Type NNumber Title (Description) Exp, Action Due Date | Version Date
= = 1254 testnenfrans ACT 2010-08-15 2010-04-13
Choose N-Documents to replace

= = 1298 Resolution of Hema REPLY 2010-04-30
[ @ 1297 the new resolution ta come INFO None
@ @ 1296 New meeting to come INFO Mone
8] E9 1295 public doc mansor REPLY 2010-04-18
= @\ 1294 testnenfrans AcT 2010-08-15

18 — N-Document range

BEONXET7YIO—FOTOEREHITS,

©ISO/JSA2017
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2 Working with folders and documents

2.3 How can | delete an N-Document?

2.3.1 Documents that have not been notified

If you have not notified the document yet (i.e. the green tick icon ¥ is displayed behind the document
name), you can delete the document by selecting the document and clickingdelete:

Bl copy ¢ Delete | C3] Zip &Download | [ ] Zip &E-mail [ | EmailLink % Print
|:| Type M MNumber MName Size  Document Type
N 913 150eCommittee for Secretaries €510 v2 (replaces M 911) ~ ® 4ME  Public document
)T 511 150eCommittee for Secretaries v3.1 (replaced by M 913) ~ ™ 3MB Draft

'l_?",q_'| Copy 3 Move 3 Delete ___Il Zip & Download | [ -] Zip & E-mail o Email Link  /5a Print

Figure 19 - Deleting an N-Document

2.3.2 Documents that have already been notified

If the document has been notified already, you cannot delete the N-Document. ISO and the Member
Bodies have jointly agreed that the full document history should be kept in the new eCommittee
application which is why N-document deletion has been disabled.

Option 1: Withdraw the document

Documents can be withdrawn by the Committee Secretary/ Convenor. The document's title is crossed
out and the document can no longer be opened or downloaded.

a) Click the functions ~ button behind the document name and choose Withdraw:

|| 911 150eCommittee for Secretaries \r3ll | Add}n Favorites F
% Copy E Mowve é,@ Delete 4: Zip & Download T make Generation
items Make Shortcut

Move

Offline Mark

Set MNotification

Make Mews

Permissions

Delete

Download

Explore from Here

Fetch

Flag for ReMotification

Load this document to another body
Print

Reset to Review State

i
Withdraw ]

Zip & Download
Zip & E-mail

Properties 3

Figure 20 - Withdraw document
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23 N XEZHIRT DFE

231 BHIIMTOELVXE FEXEABHNESATOVENOFY . GEDFvINOT7(a0Y AXELD%
BIZRTENTND)BEIX. F OXEEEIRL delete 29T NIEXELHIBR T DHENTES,

o Email Link 5 Print

Size Document Type

-] 913 150eCommittee for Secretaries C510 v2 (replaces N 911) ~ ® 4MB  Public document
i 911 1S0eCommittee for Secretaries v3.1 {replacedby N913) ~ ® 3MB Draft
% opy ) Move g% Delete ___ij Zip &Download [ | Zip & E-mail o Email Link 5 Print

19 - NXEZHIRT S

232 BRICEAMESh=3E
XEMNBICBIHMENTWSIBEE N XEZHIBRT DI EIETELL, ISO 2 EFKIE. FHLLY eCommittee 7 71)
F—avIlBWVTXENEREEZTLICRETHIEEZESELEOT N XEDHIRRIZFEIEEIZE->TLNS,

FToas1: XBEMYHT XEF. ZFESERBRE QVE—FARYET CEATED, XERICIYAELEA
HKEEDXEFBIFPR SELF 00— RS HIELTELGLL D,
a) XERBOERDICHIMAENTY %) yHL. Withdraw ZEIRT 5:

= 911 150eCommittee for Secretaries '-;3]; ! add lo Favorites i

'Tﬂ Copy = jJ] Move 2L Delete 41‘ Zip & Download T Trake Generation

items Make Shortcut
Mave
Offline Mark
Set Motification

Make News

Permissions

Delete

Download

Explore from Here

Fetch

Flag for Re-Notification

Load this document to another body
Print

Reset to Review State

ﬂl—“‘ )

Zip & Download

Zip B E-mail

Properties 3

B 20 - XEZMYHT
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2 Working with folders and documents

¢) Confirm the withdrawal of the document

N-Document Type | Mame

] ISO-TCE7_MOS1 1 IS0eCommittee_for_Secretaries_v3~1

| withdraw | | Cancel |

d) An X icon behind the document will show that the document is withdrawn and the title will be
crossed out:

-
O Tal 211 soecommittes for Secretaries w31 106

Option 2: Replace the document with anotherdocument
Please refer to section How can | add a new version of an N-document?

Option 3: Contact ISO International Helpdesk

If both Option 1 and 2 are not acceptable for your particular case, please send an email to
helpdesk@iso.org clearly stating your problem and the committee.

Helpdesk can, in order to ensure a clean working environment, exceptionally delete N-Documents and
reset the N-Numbering to start at the correct number. However, please be aware that this might cause

some confusion with your committee members as they have already been notified of the document you
want to delete.

Frequently Asked Questions helpdesk@iso.org
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b) XEMNRYBESNI=CEEHERT D,

N-Document Type MName

] ISO-TC67_MN0911_ISQeCommittee_for_Secretaries_v3~1

[ Withdraw ] [ Cancel ]

o) XEBLO®BAIDTAAL R (F. ZOXELNMYESh, XELHRYESN=LERT,

] 811 1SCeCommittee for Secretaries v3.1 T 4

AT av2: XBEELEZD
N XEDHIREEMNTDHEQ2NDEIavESBTHIE,

A3 3: SO ANLVTFRIICEWLEDES
BHREEBETAH T av1E20 R AEZFTANONEWEGES . TORBEEESFHREL- E A—ILE,
helpdesk@iso.org [ZE{ET BT E,

NVTTRYIE ERRIREZBZ S0, BISEIIZ N XEZHIBRL, ELWVESHOIRFESESIC N FESHFITE+
YT BHIENH D LOLED S, TOXEZHIBRLEVWELTEERAVN—ICEICEHLTHED T, EESAY
N—ZRESEDIBNLHOIDTIERET &,
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2 Working with folders and documents

2.4 Why can | not notify the N-document | just uploaded? It doesn't appear in the N-
documents notification list.

When you upload an N-document and ask for a PDF rendition (with or without coversheet), the system
takes a few minutes to process the rendition to PDF.

While this process is on-going, you will see a little 4 behind the document. This means, th tthe PDF
Rendition is in process.

B copy yyMove 3% Delete (3] Zp&Download | | Zp&E-mal | | Emailink 2 Print

Type N Mumber Mame Size  Document Type
I 1] 811 150eCommittee for Secretaries v3.1 o 3MB Draft

By copy yyMove 3% Delete (3} Zip&Download [ | Zp&E-mal | | Emailink < Print

Figure 21 - N-Document rendition state

After a few minutes of processing time, please refresh your browser window to see the progress. When

the PDF rendition has completed successfully, you will see a o sign. This means, that the document is
in review state.

G

If there has been a problem w th the PDF rendition, you will see the icon DEsl) instead of the green
tick. This will happen for example if you ask for a PDF rendition of a document that is not MS word
(.doc, .docx) or Adobe PDF (.pdf) (for example a zip file, .xls file etc):

Bl copy O Move 34 Delete [} Zip &Download [ ] Zip &E-moail . Email Link (5 Print
|:| Type M Mumber Mame Size  Document Type

|:| = | 914 En example of an Excel file 12 KB Draft

Figure 22 - Example of PDF rendition error

To correct this, select Correct Error from the Documents Function enu

'FEI Copy ] Move ;>“;’$ Delete '_‘_T: Zip &Download | [ ] Zip & E-mail ri!
] Type MMumber + Mame

[ =] 214 En example of an Excel d to Favorites

[ Make Generation
1 Make Shortout
- - - T = Mowe ;
5',.1_1 Copy “djMove 3% Delete [} Zip&Dovl— —  mail Z
) Offline Mark
3 items

Set Notification
Make Mews
Permissions
Add Version
[ Correct Error h

Figure 23 - Correct Error
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24 7y7O—FLE=ENYD N XEEENTELVDQFEEN? NXEBEHM)AMIR RSN,
N XE%7v7A—KLTPDF rendition (R XILEL) EER T B0, S RXT LM PDF RRIZTHNIEBD-HIZH
Db,

ZONERIZ, TOXEBLOEADIISY 7 HRZ B, Tk, PDF Rendition BNUEBHTHIZLEETT,

St'ﬂ Copy Move J% Delete ,_‘J__: Zip &Download [ | Zip &E-mail o EmailLink = 5 Print

[ Type N Number MName Size Document Type
E & 911 150eCommittee for Secretaries v3.1 ~ © & iMB Draft
By copy 'y Move 3% Delete I} Zip &Download | | Zp &E-mal | L Emailink % Print

21 — N X2 rendition DIREE

HSDMBEREDE, TSTFIURHEY Iy AL TEBERS. POF RRAEERTT L. ¥ omens
TEND, ThlE XENRELIKEE (review state) [CHAH_EZEIRT D (USA T RERAV/N—~DBHATDR

&),
PDF RRICEBAHBHE R REDFIIIT—IDRHOYICT (LY SEREZ 5, SHEHIZIE MS word

(.doc. .docx)X [& Adobe PDF (pdf) TIXEELNVXE (5l : zip T7A I xls T7AIL) D PDF RREERLI-BELEIZH
$95,

B copy Sy Move 3¢ Delete [J} Zip &Download [ | Zip &E-mail | JEmaillink  Print
| Type M Number + Name Size Document Type

£ 914 En example of an Excel file 12K8 Draft

22 - PDF RRI5—DHI

NEEBIETBHICZIE, XEDREREA=21—  H\5 Correct Error Z:EIRT 5

Bl copy  uyMove 32 Delete 3} Zip &Download [ | Zip &E-mail | ]

[ Type NMNumber = Name

o @) 914 En example of an Excel é ILd 0 Favorites

1 Make Generation
M Make Shortcut
= ' = = Move 3
% Copy ) Move 3% Delete [0} Zip &Dovl ‘mail
Offline Mark
Set Motification

3 items

Make MNews

Permissions

Add Version
[ Correct Error _

X 23 - Correct Error
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2 Working with folders and documents

You are then redirected to the N-Documents Wizard so that you can update the metadata of the
document and its type of rendition.

In order to correct the problem with the rendition, go to the Rendition tab and select the option “ None
(retain original document format).

| Background Information Replace N-Document | Rendition |

Rendition

PDF Rendition with Coversheet: ()] .i.so_mver.sﬁeet-:xs.;l- -
PDF Rendition without Coversheet: @

PDFE Rendition with N- ber i)
Mone (retain original document format): @
PTEvITW:

(Please note that this is just an estimation of how the final coversheet will look])

__EHED

Figure 32 - Rendition
Then click Finish at the bottom of the page.
The document will now be uploaded in its original format:
E‘ﬂ Copy E Move % Delete I_;lj Zip & Download [ ] Zip & E-mail
] Type MMNumber = Mame
O @) 914 En example of an Excel fle ~ © ¥

Figure 24 - Excel file without rendition

Frequently Asked Questions helpdesk@iso.org
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N-Documents Wizard H\FE . XEDAFT—REZTDRTDIELEEEHTHENTES, RTOBEFEIET HIC
I%. Rendition 2712 EIL . 7 32 “None (retain original document format)”ZEiR3 3,

Background Information Replace N-Document Rendition
Rendition

PDF Rendition with Coversheet: ") iso_coversheet.xsl
PDF Rendition without Coversheet:

_PDF Rendition with N-number stamp:
None (retain original document format): ] _

FPTEvIEw:

Finish | | Cancel

(Please note that this is just an estimation of how the final coversheet will look) I

32 — Rendition

RIZ,R=C DT Finishz7)v09 %, XERFTOBATTZYyIO—FEh
D

I-Tﬂ Copy 3 Move 3% Delete _j Zip & Download [ | Zip &E-mail
[] Type NNumber + Name

] =] 914 En example of an Excel file nd

24 - Rendition ZXL @ Excel 771l
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2 Working with folders and documents

2.5 | have made a mistake while uploading the document: how do | change the name,
the N-number or add a new file to the document?

As long as the document has not been notified and is in review state ("f‘? sign next to its name), you
can correct any metadata of the documentyourself.

Select Correct Error from the Document's Function menu

B‘ﬂ Copy = Move % Delete I:I:: Zip & Download | [ ] Zip & E-mail il
[ Type ™ mMumber = Mame

— =
O &) 214 En example of an Excel ﬁrﬁ ;Ld to Favarites

O Make Generation
= Make Shortcut
b = Maowe
5‘,4_1 Copy ' Move i Delete Dj Zip & Dov mail 1
) Offline Mark
3items
Set Motification
Make News
Permissions
Add Version

[ Correct Error h

Figure 25 - Correct Error

You are then redirected to the N-Documents Wizard so that you can update the metadata of the

document.
a Info I M-Dv Rendition
N-Number: 914
Document Type: Draft El
Sub Type: Working draft El
Keywords:
Source:
Pages:
Expected Action: Info  [+]
Due date for expected action: El
En example of an Excel file
Complete Title:

Background
(plezse enter any info on how the document is to be trested by the committze members, This infarmation will appear on the cover shest of the document)
i Bl Souee | [ O [& ] | B W s ¥ LA =

o o] il - B

PB I U ake | X, %2 |Ii= i=
Coversheet details T EHOBDE S0 2§

i Shyles ~ | Format - | Fort

= L I

]
[l
a
2
&
"

v | Size

=
I’L‘U
b

Figure 26 - N-document upload wizard
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25 XEDT7YTA—FRICREEREA, XERA O NESELEET S, XK XEIHLLVI7MIILEEM

FAIZKESLIzb LV ?

XENBHMENTELST . RELKE(XZLZOBIY ORS) CHIBY. ZOXED AT —4EEHTEET S

SEMNTED,

NEDH#EEA=2— H5 Correct Error Z:ERT 5

BY Copy uyMove 3% Delete CJ} Zip &Download [ ] Zip &E-mail | ]

[F1 Type NMNumber + Name

= | 914 gn example of an Excel F£ , Ld. to Faviorites

B copy 3y Move 3% Delete [T Zip &Dov

3 items

Make Generation
Make Shortcut
Move )
mail e
Offiine Mark
Set Notification

Make News

Permissions

Add Version
Correct Error _

[ 25 - Correct Error

3B &. N-Document Wizard AR RSN, XED AT —HZ7v7TO—KTE5 L5245,

Background Info =~ Replace N-Document Rendition

N-Humber: ! 914
Document Type: | Draft
Sub Type: | Working draft
Keywords: i
Source: |
Pages: !

Expected Action: |[nfo

Due date for expected action: |

En example of an Excel file

Complete Title:

Background

ce | W O & [ I

E © [l 2] [ = = )

B I U e X X2

Coversheet details B OO0 =-@02@

Styles *| Fomat

X 26 - N-Document upload wizard
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2 Working with folders and documents

To add a new file to the N-document, select Add Version from the Document's Function menu

E‘,ﬂ Copy E Move % Delete I'_flj Zip & Download | [-] Zip &E-mail [ | Email Link

] Type MMumber = Mame

=l g,_l 214 En example of an Excel file | add b:u Favorites

I

mail

[ . - © Make Generation
[ Make Shortcut I
. - - Mowve
E‘Iﬂ Copy i Move G Delete Izlj Zip & Dov
) Offline Mark
3 iterns

Set Motification
Make Mews
Permissions
Add Version

Figure 27 - Add Version of adocument

Size

12 KB

[z, Email Link

Frequently Asked Questions
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NXZIZHFLWI7ZAILEEMTBIZE, XEDHEEA=Z 21— H5 Add Version Z:EIRT 5

Bl copy 'y Move 3% Delete L[J] Zp &Download [ | Zip &E-mail | | Email Link

[] Type NNumber + Name Size
= E| 914 En example of an Excel file Add to Evhring 12KB
] . - B Make Generation
) Make Shortcut
- = — Move :
B Copy ) Move 3% Delete 3] Zip &Dov. imail ) Email ik
Offline Mark
3items
Set Notification
Make News
Permissions
Add Version

27 - 3XE @ Add Version
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2.6 How do | reserve an N-Number?

Reserving an N-Number enables you to reserve an N-Number for future usage. For example: You
want to post a Meeting Agenda as Document number N123, but you do not have the finalized file yet. In
the meantime, you would like to add another document with number N124. By reserving the N-Number,
you can specify that document N123 will be the Meeting Agenda without loading the file yet, and
continue uploading documents at subsequent numbers.

A reserved N-number is indicated by the following icon & next to the document's name.

Go to your committee working area and then navigate to the N-Folder in which you think you will upload
the future document. Then click on Add Item —N-Document:

lu] User guide -

(| [8] F addtem

=1 N-Document

Navigation Menu &

Committee Home

Child Committees 3
Committee Projects

User Guides

150 Applications

My Committees

There are no items to display.

[ n-Folder

A shorteut

@ urL

Figure 28 - Add N-Document

Figure 33 — Add Item

In the N-Documents Wizard, click on the button Reserve (no need to select a document form the
Desktop)

Select Document Background Information Replace N-Document Rendition

| Select Dy t from Des} | |.Choose File | g file chosen

| Select Document from Livelille

Browse Livelink...

Heserve N-number and create metadata without loading file now

Reserve

| Reserve N-Number:

| coversheet: Create cover sheet as stand-alone document without loading file
| create In: 04. Projects Browse Livelink...

Figure 34 — Reserve N-number

In the next screen which corresponds to the Background Information tab, enter the desired N-number
or leave the field empty to get the next N-number available, select the Document type, Sub Type.
Then enter the Complete Title which you would like to appear next to your reserved N-number (for
instance "Placeholder for meeting minutes").

Once all above mandatory field are filled in, you can click Finish at the bottom of the page without
having to go to the Rendition tab.

/é)\ A reserved N-number is indicated by the following icon & next to the document's name.

'Fﬂ Copy = i) Move %,@ Celete __T: Fip &Download | [ Zip &E-mail o Email Link /5 Print

[C] Type M Mumber + Mame Size Document Type
[ = 913 placeholder for Mesting Minutes 7 i, - O KB Meeting
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26 NBESETHTHLE?

NBEBEFHNTHE. TONBENTORMRDESI1CHD, FIZIE. RBOBBELEXNEES N123 LLTBH LW
LDDORBBDI7ZFAILAABTETHELT . — A MDOXEE N124 DESTEMLIZWETSHNBESEFHLT
BFE T7MNVETYTO—RTHILGEXENIZHARBEEICHILIBEL. ROBEHNSXENT7YITO—F
ERITHIENTED,

BHIENT N BEL, LU TFIZERLLSIZ. XEZEDBEDF1T> & TREASZ,
®

ZESFEEHICEIHL. FEXOXEEZT7YTO—FRLESERS N JHIULFIZHBHTH, RIZ, Add Item —
N-Document #9') v o9 3,

ln.| User guide

" _w:‘-?_ o= Add Item

Navigation Menu @

C ttee Ho
S | N-Document
Child Committees L

There are no items to display.
Committee Projects e — =% Wl N-Folder
User Guides =
@ shorteut

@

ISO Apphcations
My Committess

X 28 - NXE%EMT S

N-Documents Wizard T, 7R3> Researve #9') w99 5 (XEET AV THDEIRTHLE(FAELY)

Select Document Background Information Replace N-Document Rendition

Select Document from Desktop: | [ Choose Fle | no file chosen

Select Document from Liveligkc: Browse Livelink..,
Reserve N-Number: @ eserve N-number and create metadata without loading file now
Coversheet: Create | Create cover sheet as stand-alone document without loading file

Create In: 04, Projects Browse Livelink...

Finish | Cancel

4 -NESEZFHTS

Background Information # 7 (25t /53 A RDEE T, HELDNBEEZANTEH. HAWNIRDONEBESIZT H1=0IC
D FEZEIZL . Document type. Sub Type Z#EIRT 5, TLT. FHLF-N B EDBEIZR RS =L Complete Title
BIRIE, “EFBEEBROTL—RAKRILT—")2ANTSD,

LRI RTOREREEDHT-K. Rendition 3T [THENT H LG R—U DT D Finish 27w ILTHERTIHE
MTED,

FHEHI N BEIL, L TFIZBRLILS5IZ, XEEDBEDF 1T 1\ TRINSE,
7

L‘T’i" Copy 34 Move g% Delete J: Zip &Download [ ] Zip &E-mail | Email Link % Print

Type N Number Name Size Document Type
B 915 placeholder for Meeting Minutes v & h OKB Meeting
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2 Working with folders and documents

2.7 How do | add afile to the reserved N-Number?

Go to the folder where the reserved N-number is located. Select Add File from the Document's
Function menu

E‘ﬂ Copy "R Move % Celets D: Zip & Download  [—] Zip & E-mail L EmailLink = (% Print

|:| Type M Mumber MName Size Document Type

O E 915 Placeholder for Meeting Minutes | Add ;:u S OKB Meeting
(o Make Shortcut
[ Move
Cffline Mark
O Set Motification

5‘,4_1 Copy 3 Move 34 Delete '_“'.__'Ij Zip & Downloa s News o, Email Link  '5s Print

Permissions
q[ Add File |
Figure 29 - Add File

In the next screen, select Choose file to browse your computer for the document to upload. Then click
Add File (do not edit the Categories).

4items

5 B
Name: Erl 150-TCs7 M0915_Placeholder for Meeting Minutes

Filex Choose File ]Nn:n file chosen

Categories:

e

Figure 30 - Choose File

You are then redirected to the N-Documents Wizard so that you can finish to enter the metadata of the
document, define if this new document replaces or not another one, and select the type of rendition.

Frequently Asked Questions helpdesk@iso.org
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27 FHLI-NEBSICTTIPAILEBRNTEHE
FHREINI=-NBELHEII7HILFIZBETDH, XEDEREA=Z1—  H5 Add File #ERT5:

5',{] Copy ] Move o4 Delete __Jj Zip &Download [ ] Zip &E-mail o Email Link ' 5 Print
]

Type N Number Name Size Document Type

B & 915 placeholder for Meeting Minutes Add -to Eavoritas 0KB Meeting
E Make Shortcut

[ Move

Offline Mark
O Set Notification
B4 Copy 'y Move % Delete [T} Zp & Downloar Make News o Email Link 5 Print
4items

Permissions
-

29 — Add File

R OEHE T, Choose file Z:#IRLT7yTO—FFE5XEX/N\VIVRNTIET , RIZ., Add File #3EiRJ % (Categories
IEmELLLY),

Name: ‘ =rl 1SO-TC67_N0915_Placeholder_for_Meeting_Minutes

File: No file chosen

Categories: ‘ | Edit...
[Rasrus)

X 30 - Choose File

N-Documents Wizard MEREND, XEDAZT—EADANERTL. TOHEXETIHXEZELB A1 ELIE
EEL. RTRODEFTERTLHENTES,
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2.8 What is creating coversheet as stand-alone documen ?
Creating a coversheet as stand-alone document enables you to create a coversheet without attaching a

file.

Select Document Background Information Replace N-Document Rendition

Select Document from Desktop4 Choose File | Mo file chosen

Select Document from Li'urelink:| [ Browse Content Server... I

Reserve N-Number: | Reserve N-number and create metadats without loading file now
*Coversh eet: Create J Create cover sheet as stand-alone document without loading file

Create Im: .Llser_guide [ Browse Content Server... I

Finish

Figure 31 - Create Coversheet only

We recommend you u e this optio ONLY if you want to create a coversheet without attaching

-/ afile to it in the future.

Otherwise, follow instr ction given in section: “How do | upload a new N-document?”

!
& If you select this option, you will NOT be able to attach a file to the N-document later, it
will alway remain just a coversheet.

Frequently Asked Questions helpdesk@iso.org
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28 RMEHEMOXFLLTERTHIHE
RIBEHPOXEELLTERT DL T7MILBNBLTRBEER T HIEATED,

Select Document Background Information Replace N-Document Rendition

Select Document from Desktop: | Choose File | No file chosen

Select Document from I.ivermk:' | Browse Content Server... |
Reserve N-Number: _ IM\ Reserve N-number and create metadata without loading file now
*Coversheel: | Create \]Create cover sheet as stand-alone document without loading file
Create In: | User guide [ Browse Content Server... |
Finish | [ Cancel |

B 31 - RIBOAZERT S

FFEZ7ANEFTTT S LGRAMENL NG EDR DT T F RS EEHEINDT S,
T BSTHUBBIL. BN FLU N XBE Ty T O—R T B % BRI RIS,

N CDF T EERTEL, EFDEN XEICTrANEFTTBLILTELLT S, BIZEMDAL
H#FEND,
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2.9 How do I notify an N-document to make it visible to my Committee Members?

After uploading N-Documents into the eCommittees, the Secretary / Convenor will send a notification to
the Committee Members to enable them to see the documents.

Until you have notified the documents through the notificati n function in the eCom ittees, the

2 documents are not visible to the Committee Members and ill remain in review stat . You will
receive re ular emails to remind you of docum nts that have not been notified yet.

a) From the Committee Homepage, click on N-Documents Notifi ation in the Navigation Menu

Mavigation Menu &3
Committee Home = Library
Child Committ

i -DITII'ﬂI EfES Type Mame Size
Committee Projects -
User Guides D 00. Secretariat workspace 5 tems
150 Applications E20 0. Public information 3 ttems
My Committees B0 02 General committee documents 24 ltems
My Tasks [l 03. Meetings and resolutions 48 tems
M-Documents List m 04. Projects 35 tems
Membser List 51 0s. Drop-in box for members 3 ttems
Email to Secretary
Mail Archive

| view maore

Committee Mews

Committee Task List

MN-Documents Notification

Hotanca

ﬁ MNew Forums
on Repor o ISO/TC 034 Forum

Send documents to [SO/CS

Email to
Secreta

Members
ry Member List

Figure 32 - N-Documents notification

b) The N-Documents ready for Notification window opens and displays a list of N-Documents which

have not been notified yet :

¢) Choose the documents you want to notify by selecting the checkbox in front of the document and

click on Send Notification

N-Documents ready for Notification

; i%' Send Notification

Due Date | Version Date

(ype M MNumber | Title (Description))
ll sl ISCeCommittee for Secretaries v3.1 Lau o
Th o

e ENRE

2]
:_5' Send Motification _

Figure 33 - Select N-Documents to notify

2013-08-20

2010-03-18

d) A preview of the natification will open. The notification will be sent to all Members of the Committee.

Frequently Asked Questions
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29 FRARAVN—ITINIENRZDIIITEMT DFE

eCommittee [IZ NXEZ#7v7O—RL1z#, BFEHE QVE—FTERERAVN—ICEMEEELTXEEZRSS

ENTEDLIITT B,

v\ eCommittee DBHEHE CTXEFBEHT SFTld, XEIFELBEAN—IZIZEAT. BELKEDF
FEIZLo TS, FLLXEIZ DUV TEHL TVEVBE L, BH T Bk IHET EHI%G E A—ILBES
CEITH B,

a) ZEEHR—LR—T KUY, Navigation Menu 1235 N-Documents Notification Z4')v99 %,

Navigation Menu &

Committee Home ] Library
Child Committees

Committee Projects

Type Mame Size

=] 00. Secretariat workspace 5 ltems

User Guides

150 Applications =] 01. Public information 3 items
My Committees W] 02. General committee documents 24 ltems
My Tasks [i] 03. Weetings and resolutions 48 ftems
N-Documents List liZ] 04. Projects 38 tems
Member List ] 05. Drop-in box for members 3 tems

Email to Secretary

Mail Archive

Committes News % view more
Committee Task List

T
* N-Documents Notification ]Tj New Forums
PGHERCASOTREDON o ISO/TC 034 Forum

Send documents to ISQ/CS

Email to Members
Secretary Member List

B 32 - N-Documents Notification

b) N-Documents ready forNotification DV ROAEE, FLBEMINTOEWNW(RITEEMINIXNE-NES
BEMTIINXEDYANER TSNS,

c) XEDRFNZHEIFTVIRYIRIZFTVII—IF AN TEMLI-LLEZEEIRL. Send Notification #41)vo 7
60

N-Documents ready for Notification

L2 Send Notification
ype N Number Title (Description) Exp. Action Due Date Version Date
Ta 211 1soeCommittee for Secretaries v3. 1 n ¢ INFO None  2013-08-20

Tal ¥ INFO None  2010-03-18

e _

33 - EETAN-XEERIRTS
d) BEEID preview M, FDBEHIFZTE RS DEAVN—~ZEEEIIL S,
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2 Working with folders and documents

/=~ The email will not show the distribution list, but every person will receive an individual email.
@ The sender address will be livelinkisotc@iso.org, however the reply-to address will be the
email of the sender.

Recipient List

Notification Preview

¥ Centralized Document Monitor The ||St Of I'eCIpIentS |S
“ displayed. You can remove
o . ..
o roles or single recipients by
@ deselecting the click boxes
v
= addresses.
Cd
|
53
@
|
v

| Chairperson
vl

| Committee Member

To:

¥ Select Al

ARARNNRARANANANARANESASRAEA N X

« Liaison

K &

Figure 34 - N-Document notification recipient list

You can also manually add recipients by clicking on the “-icon. This will open a window that allows
you to search the ISOTC server for people to add. You can therefore only add people that are
registered on the ISOTC server and not just any email address.

To: Reset

Figure 35 - N-Document notification Add email

The Subject, Mail Header and Mail Footer are pre-filled with default text. You can edit these fields to
customize the email according to your requirements.

Frequently Asked Questions helpdesk@iso.org
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@ E A—JUIZIZERIEH — B (1 HRINGL, BALFHEN EX—ILEZET S, ZIEEDA—/LTFL
RIZL livelinkisctc@iso.org [SEBEDD, WIEXA—ILDFRLRIFEIEED E X—)LIZ7E B,

e Recipient List Z{EEF D AR
7 Contrabzed Dociment Moaitor TREND, HBE DRBEIRIEA—=ILT
v RFLADFRID
z FrysRysRIZHE ARG
- X, ZDREBERNTEHIENT
’ x5,

# Chairperson

Ca

+ Committes Member

o

4 Select All

ARNNKNAUNARMNANNVNAESN S AN NNS S

LI ¥

B 34 -N-XEBHZEFIRF
TAAY LEI)YITNIEREEEFH TEBMTEL3TES, VUV 0T 55940 R9AEE BN 522{EE

Z ISOTC H—/\DoiRFETED LIS, 2T BIMTEDRIEHRIXISOTC 4—NITBEFINTLDADH T,
EXA—ILTRLRZRIFIGEMTES DT TIFELY,

35 - N-XXEEMD EA—)LiBhn
Subject. Mail Header. Mail Footer [ZIEF&HT 7LD THFACNANIN TS, BEIZHLTINSDED E A—

IWERETED,
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The Mail Content is set with the list of documents you have chosen to notify. It will contain links to the
notified documents as well as a link to a Zip-file download of all notified documents. This makes it easy
for the Committee Members to access the documents directly from the email.

Subject: ﬂ %Committee_Reference% MNew documents available on ISOTC, —~. eCommittee

Mail Header: Dear member,

Please note that the following new documents have been posted
on the %%Committee_Referencet eCommittee:

2] p

N Mumber Title (Description) Exp. Action Due Date Version Date

911 150eCommittee for Secretaries v3. 1 INFO MNone 2013-08-20
Mail Content:
Download all documents as ZIP @ ZIP-File

Access to ISO/TC 67 ; Committee Homepage
Mail Footer: Please inform us if you have any difficulty accessing the above documents,
For help with technical problems please contact helpdesk @iso.org.
Best regards

Shemail_of_secretary o

2] p:

Preview Emails: [ Preview HTML ] [ Preview Text ]

Figure 36 - N-Document notification details
Placeholders are inserted in the Subject and Mail Footer, for example:
¥ %Committee_Reference% - will be replaced with the Committee reference

%email_of_secretary% - will be replaced with the email address of the Secretary

You can use the following placeholders in the notifications:

The fFollowing placeholders are supporked
Placeholder HTML Mail Text Mail
. Email of all members of the Secratary role
%aemail_of_secretarys
displaved as clickable mailto link, Text wersion of the address
Link. to download all listed document in a ZIP-archive
displayed as link with ZIP-URL label [Text wersion of the URL

“ecommittes_homepage Link to the commitkes homepage

Fozip_url

YCAT_CommitteeInfo_references Akkribuke reference of category CommitteeInfo
WaCAT_CommitkeeInfo_Cammitkes secretariab®s (Atkribube Committee secretariat of cakegory CommitteeInfo
YoCAT_CommitteeInfo_skatussi Akkribuke status of cakegory CommitteeInfo
WCAT_CommitteeInfo_title%s Akkribuke title of cakegory CommitteeInfo

Frequently Asked Questions helpdesk@iso.org
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Mail Content |2, BENIAISEALEXEZEDIVAMEEENS, CHICE BRISNEIXEADI VL BRSNS E
XED Zip Z7ANDE2oO—R) o INRFEND CHIZKY | FERAVN—DEA—ILDGELIZXEANTY
TALPTLGD,

Subject: B %Committee_Reference% New documents available on ISOTC.__. eCommittee
Mail Header: Dear member,

Please note that the following new documents have been posted
on the %Committee_Reference % eCommittee:

N Number Title (Description) Exp. Action Due Date Version Date

911 ISOeCommittee for Secretaries v3, 1 INFO None 2013-08-20

Mail Content:
Download all documents as ZIP : ZIPFile

Access to ISQ/TC 67 : Committee Homepage

Mail Footer: Please inform us if you have any difficulty accessing the above documents,

For help with technical problems please contact helpdesk @iso.org,
Best regards

stemail_of_secretary¥:

Preview Emails: | Preview HTML | | Preview Text

36 - N-XXEE D EEHA

@ Placeholders 7%, BIZ [£LL TFDLS/Z, Subject % TF Mail Footer [Z#FA EH B,
%Committee Reference’% 7% Committee reference [CZELEZ 518,

%email of secretary’y DVEEEFED E X—/L FRLIIZELEZ S8 B,

BEIZHUVT, LITD placeholder #E I EHTEB,

The Fallowing placehalders are supported
Placeholder HTML Mail Text Mail

Shemail_of _secretary Ernail af all members of the Secratary role
- displayed as clickable mailka link Texk version of the address
Link to download all lisked document in a ZIP-archive

displayed as link with ZIP-URL label | Text version af the LIRL

%acommittee_homepage®s Link. ko the committes homepane

Sazip_url%s

% CAT_CommitkeeInfo_references Attribute reference of cateqory CommittesInfo
% ZAT_CommitkeeInfo_Committes secretariat®s Akkribube Committee secretariat of category CommitkeeInfo
% ”AT_CommitteeInfo_statuss Attribute skatus of cakegory CommitkeeInfo

AT _CommitteeInfo_title%s Attribute title of category CommitteeInfo
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e) You can preview the naotification email as HTML or Text by clicking on the preview buttons

f) To send the notification email, click on the Send Notification Button. This will send the notification
to the selected list of Committee Members. The notified documents will now be visible to all
Committee Members.

Frequently Asked Questions helpdesk@iso.org
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2 Working with folders and documents

2.10 Why can my Committee Members not see the document | just uploaded?

Until you have notified the documents through the notification function in the eCommittees, the
documents are not visible to the Committee Members and will remain in review state. You will receive
regular emails to remind you of documents that have not been notified yet.

See How do | notify an N-document to make it visible to my Committee Members? on detailed
instructions on how to notify N-Documents.
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2 Working with folders and documents

2.11 How can | resend a notification to someone who hasn’t received it?

In the Notification Report, you have an overview about all the notifications which have been sent to the
Committee. Access the Notification Report from the Navigation menu:

Navigation Menu &)

Committee Home = Library

Child t;nmmltteTas T N Size
Committee Projects ) =

lser Glides 3 00, secretariat workspace 5 ttems
150 Applications 2 04. Public information 2 ftems
My Committees [6] 02. General committee documents 24 ftems
My Tasks [K 03. Meetings and resolutions 48 ftems
M-Documents List [63 04. Projects 38 ftems
Member List 3 05, Drop-in box for members 3 tems
Email to Secretary

Mail Archive

Committee News = view more

Committee Task List

M-Documents Motification
Motification Report

ﬁ Mew Forums
o I50/TC 034 Forum

End JoCUmen jCs
Email to Members
Secretary Member List

Figure 37 - N-Document Notification report

This will open the list of notifications sent inside the Committee with their send date, the email of the
sender and the N-Document numbers notified. You can search the notifications by selecting a range of
dates from the Search by Send Date area:

Search Search By Send Date Number of Documents per page
i 10

Enter a range of dates and From: [=] 0 [+]

click on Show Natifications s =

Show Netifications

N-Documents Notification

Send date Sender N-Documents
View 2013-08-20 sl 912
View 2013-08-20 911

Figure 38 - Search Notifications by Date

To view the details of a notification, click on View in front of the notification.
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Notification Report [CHWLNT, FEXICTEESIN-2BEMNEFBET 5N TED, Navigation Menu 55 Notification

Report %:&iR3 5,

Navigation Menu &

Committee Home 7 Library
Child Committees

Committee Projects

Type Name

k=] 00. Secretariat workspace

User Guides :

150 Applications =] 01. Public information

My Committees L 02. General committee documents
My Tasks [i 03. Meetings and resolutions
N-Documents List W] 04. Projects

Member List ;I 0S. Drop-in box for members
Email to Secretary

Mail Archive

Committee News = view more

Committee Task List

7 T
MN-Documents Notification T_J' New Forums
Notification Report o ISO/TC 034 Forum
[+]ul] CS

Email to Members
Secretary Member List

B 37 — N-Document @ Notification report

Size

S tems
3 tems
24 ftems
48 ftems
36 ftems
3 tems

eCommittee A THEIESNIZBR AL, EIER . EFEED E A— /L BRHIShI- NXEESEELHTHL

B
Search by Send Date D{H Ti%{Z A DEFEERIRL CEMERRT LM TES,

Search i Search By Send Date Number of Documents per page
EEBOHEEEZANL, From: = 10 [=]
Show Notification Z%1)v%
To: ;_l
N-Documents Notification
Send date Sender
view 2013-08-20 s
View 2013-08-20

38 - XEATHRMZRERTD

BENDFEMERDICE, BANDFHIHS ViewE V) w73 %,
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2 Working with folders and documents

This will open the NDocument Notification Details, showing the details of the natification including the
recipients, send date and status.

To resend the notification, tick the checkbox next to the recipient's name and click on Resend
Notification at the bottom of the screen.

NDocuments Notification Details

Recipient Sent Status Resend
2013-08-20 12:04 sent [l

From:

[ 2013-08-20 12:04 sent [
[ 2013-08-20 12:04 sent ]
[ 2013-08-20 12:04 sent [

Figure 39 - resend Notification
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9 %& . N-Document Notification Details H\FE . Z{EFH . EEH. KEZETCEMOFMANKR TSNS, BAEH

ETBICIE, ZEFRDOBEOFyIRYIRIZHIZE AN, EIED T D Resend Notification #4193 5,

NDocuments Notification Details

Recipient Sent Status Resend
2013-08-20 12:04 sent

From:

2013-08-20 12:04 sent
2013-08-20 12:04 sent
2013-08-20 12:04 sent

& 39 - BAIZEETS
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2 Working with folders and documents

2.12 Can | choose which N-Number to assign to my document?

The ISO eCommittees, the system will always propose the next N-Number that has not been used yet.
However you can choose an N-Number which has not yet been used within your committee or working
group to the document by manually typing it in the N-Number field as shown in How do | upload a new
N-document?

2.13 What do the different icons behind my document mean?

Icon Description
L Indicates a recently published or changed item.
g Indicates a recently added item (apart from N-Documents).

Enables you to sort items in ascending or descending order (alphabeticaland

numerical).
® Indicates an attachment.
P4 Document waiting for PDF rendition
o PDF has been created, document is in review state
A, N-Number reserved
=) PDF rendition error
x. Document withdrawn
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212 XHBICEYHTENESZEREIZNM?

eCommittee TlX, ERAIRELRRD N B EHLEIZIRTEND, LOAL. MENDZESXIIWGHTKRHEADNEZSE
BIRGTDHEETESL, FDOBE FILWLWNXEEZ 7y 70K 53AEQDIZRHEINE=LSIZ NEEDHIZFAD
ER(FEIAN

213 XELZDRAICHAIRRIBTAAVDEL

FAay H L

1) REETXIEEESN-EHBEZTY .

RLEMSN=EHBZRYT (N XEEAD,

RIEXERIE (T ILIFAYMNERVESIR) THEEEZY—FTES,

& AMETRY,

PDF RRHAEEFO>TLVOXE

& PDF MERiEh . XENRELDKETH S,
A NESHFHSNICEETY,

-] PDF R RI5—

R XEMNELESNI-ZCEERT,
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3 Electronic Committee (eCommittee)

3 Electronic Committee (eCommittee)

3.1 How can | see all the Members of my Committee?

Mavigation Menu €3

Committee Home i i
Child Committess » You can see a list of all Committee

Committee Prajects menu item from the Navigation Menu.

User Guides
150 Applications
My Committees

My Tasks

M-Documents List role is displayed. This list is directly |
Member List | therefore always up-to-date.

Email to Secretary

Mail Archive
Committee News
Committee Task List

M-Documents Motification
Motification Report

Send documents to ISQ/CS
Email to Members
Secretary Member List

Roles displayed on the Member list:

e Secretary (SEC)

e Convenor (CNV)

e Chairperson (CHP)

e Committee Member (MBR)

e Technical Program Manager (TPM)
e Twinned Secretary (ASE)

e Twinned Convenor

e Vice-Chairperson (VCH)

e Liaison Representative

e Secretary Support Team (SST)

e Secretary/ Convenor Support Team (SST)
e Chairperson Support Team (CST)
e TPM Assistant (TPS)

e Decentralized document monitor

e Centralized document monitor

Members by selecting the Member List

When accessing the Member List, a list of the Committee Members grouped by

oaded from the ISO Global Directory and

Frequently Asked Questions

helpdesk@iso.org
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31 IBEASDEAVN—2RD5FE

Navigation Menu 2

Committee Home

S > Navigation Menu M5>A=1—IEH Member List #:8IRT DL FEEAV/N—
Committee Projects \
ommittee Proj LADURNERDIENTES,

User Guides
1SO Applications

My Committees

My Tasks Member List [Z7 72X B/, REIEBICT L—TRITENEESAVN—D

N-Documents List DA RTEND, CD') A RE ISO Global Directory Mo BEERAAFTNDD
*'_"E”"be’ s ) < acasonscaoTLs,

Email to Secretary

Mail Archive
Committee News

Committee Task List

N-Documents Notification
Notification Report

Send documents to ISO/CS
Email to Members

Secretary Member List

AUIN—)RMIR TSN B&E

o [FR#¥E (SEC)

® I E—7F (CNV)

® :EK (CHP)

® ZFEEAV/\— (MBR)

® THUOZALTOTZLIRIvy— (TPM)
o FIEFRFHE (ASE)

e ElovE—7

® FIEEK (VCH)

o UIJYURERE

o [EEHEYR—IF—L (SST)

o [EEHE IVE—FOHYR—FF—L (SST)
® ERYKR—FF—L (CST)

® TPM 7Y RAUE (TPS)

o —RBOXEE=—H4—

o FTEHEIONEE=H—
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3 Electronic Committee (eCommittee)

Quick Filter

A full text filter for a quick
search on members of the
committee.

i

Quick Filter: | efautt sert || & Frint
Secretary Denmark

Twinned secretary Brazi

Chairperson DS Denmark Defau |t S o rt

Vice-chairperson 150/TC 34

Secretary support team Ds Denmark R H

esets the sorting to the

Secretary support team Ds Denmark d f I . b g I
Secretary support team D5 Denmark e au t Settlng ( y ro e)
Secretary support team DS Denmark

Secretary support team DS Denmark

Secretary support team DS Denmark

Secretary support team DS Denmark

Secretary support team Ds Denmark

Secretary support team Ds Denmark

Secretary support team Ds Denmark | | |

Figure 40 - Member List

You can sort the Member List by clicking on the header row of the list.
Y,

3.2 How can | see who has access to my Committee?

Mavigation Menu &

Committee Home

Child Committess » You can see a list of all people ha_lving access to your pommittee by selecting
Committes Projects the Secretary Member List menu item from the Navigation Menu.
User Guides

150 Applications
My Committees

My Tasks When accessing the Secretary Member List from the Navigation menu, a list of

M-Documents List people having access to the committee by role is displayed. This information is

Member List always up-to-date with the Global Directory.
Email to Secretary

Mail Archive
Committee Mews
Committee Task List

M-Documents Motification
Motification Report
Send documents to ISQ/CS
Email to Members

[ Secretary Member List ]

Frequently Asked Questions helpdesk@iso.org
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FESAVN—FREICER
RTCEBTILTERARNIAILE

1 |

34

Quick Filter:

s

Seretary Denmark
Twinred secretary ABNT Braal
Chairpersan Ds Denmark D
efault sort

Vice-chairperson 150/TC 24
z T E = SRS L —
Secetary support team 0s Denmark T W) T)I/ Is 0) EQE (1& %I] - t )
Secratary support taam ol Dienmark R -

VRN RS
SeTetay support team 0s Denmark
Secetary eupport team oS Denmark
Seoetay support team os Denmark
Sacratary suppart team oS Denmark
Secretery suppert tzem oS Denmark
Secetay support team 0s Denmark
Seoetey suppert tzem oS Denmark
Secretary suppert team Ds Denmark X !

X 40 — Member List

@“‘ A —D Role / Appointed by / Name / E-Mail #2)w0FBEEX/\— X ,FE—FTEB,
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Navigation Menu &

Committee Home

Child Committees 4
Committee Projects

User Guides

ISO Applications

My Committees

My Tasks

N-Documents List

Member List

Email to Secretary

Mail Archive

Committee News
Committee Task List
N-Documents Notification
Notification Report

Send documents to ISO/CS

nail to Members
Secretary Member List ]
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3 Electronic Committee (eCommittee)

Roles displayed on the Secretary Member list:

e All roles from Member list

o Decentralized Committee internal voter
e Decentralized Ballot Monitor (CIB)

e Centralized Committee internal voter

e Centralized Ballot Monitor (CIB)

Committee Officer Access?
No assignment (i.e. P- or O- Member who have not appointed an expert/liaison rep)

i'z If you see a Role with the text “no assignment”, please contact the Member Body User Administrator of the
: responsible ISO Member Body so that the role can be assigned through the Global Direc ory.

Role Appointed by Country Salutation MName E-Mail Phone
Committee member COSQC (P-member) Irag - Mo assignment -
Committee member ELOT (P-member) Greece - Mo assignment -
Committee member FOMDOMNORMA (P-member) Venezuela - Mo assignment -
Committee member IANORG) (P-member) Angola - Mo assignment -

You can find the list of all User Administrators on the GD3 website at https://directory.iso.org

For Liaison representatives that are Secretary or Secretary Support of committees in liaison, the role of
the person on the other committee is shown in the title of the role so it is easy to see why they are
liaison representatives:

- —
Quick Filter: casco [iesv] [(Print)

Liaison representative (Secretary support team) ISOfCASCO ——
Lisison representative (Secretary support team) ISO/CASCO

Liasison representative (Secretary) ISO/CASCO .
Liaison representative (Secretary support team) ISO/CASCO

Liaison representative (Secretary support team) ISOfCASCO -

The same principle has been used for the indirect committee officeraccess:

Quick Fiter: |officer (esv] ((Prnt)
Role Appointed by Country Salutation MName E-Mail

Officer (Convenor) ISO/TC 176/SC 1/WG 1 *

Officer (Convenaor) ISOJTC 176/SC 1/WIG 3

Officer (Convenor) ISOfTC 176/SC 2/WG 18 -—

Officer {Convenor)

Officer (Convenor)

Officer (Convenor) ISOfTC 176/5C 3/WG 11

Officer {Convenaor) ISO/TC 176/5C 3/WG 12 . -

1 “«Committee Officer Access” shows the committee officers from parent/child/peer committees that have automatic
(inherited) access to view the documents of the committee

Frequently Asked Questions helpdesk@iso.org
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EEBRBEAAN—YRFTRTINDEE:

AUN—)RMIHETRTOERE

—REDZEENER

—REDHEE=S— (CIB)

EEERNDZESNEERE

EEEROKEEE=4— (CB)

RERI T4 —DT7 IR

EHBLEL(OFY, TXRRN—F NIV DREREZEGLTULGELD P AN—=RIE 0 A/3—)

/2 "no assignment"EFRE = Role ' 07158 1%, Global Directory #E/ TIREIH'E]Y 4 TH5MELI/
LMD RE [T 1 — P EEEIZER TS,

ok Appointed by Mame E-Mail
O-Merber ro assignment
F-¥ember | no assignment

2I—HEBEZED!INE GD3 T, https.//directory.iso.org TEIETB_EHTESE,

VIV DEEROERBREXIERREYR—IAITV O RREBITEO>TVDBEIE. TOMDEELTOE A
DERBDVRALDEREIDZAMILIZRRENEDT, BEBEONI TV VRREBLOADRZ LT <LELTNS,

Quick Filter: [casco [esv] [Pant)

Uaison representative (Decretary supoart team) ISO/CASCO -
Lisison representative (Secretary supoort team ISO/CASCO

Lisison representatroe [Secretary) IS0 ICASCO -
Liaizon representative (Secretary supoort team ISOJCASCO

Liaison representative (Secretary support team) ISD/CASCO »

MENLGREESA T4 —DOT7 VROV TELREKDRBARALLNTINS,

Quick Eilter: officar [csv] [(Pont]
Role Appointed by Country  Salutation  Mame E-Mail

Officer (Convenar) ISO/TC 176/5C WG 1 -

Officer (Convenor) ISOTC 176/8C MG 3

Officer {Convenor) 1S0/TC 176/5C 2WG 13 -

Officer {Convenor) [SO/TC 176/SC INIG 1

Officer (Convenar) ISO/TC 176/5C INIG 10

Officer (Convenor) ISO/TC 176/5C IMG 11

Dfficar (Convenor) ISD/TC 176/SC 3WG 12 b & | —— =

1 “RERATAH—OT7IER"E, L/ T/ REDEEEDF T4 —ERTT 5. TENODF T4 Y —IF, FEEXED
FE7VEAEZEFNICEAOoN S,
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3 Electronic Committee (eCommittee)

3.3 What is the difference between the Member List and the Secretary Member list?

The Member List displays the participation in the committee by official roles and the Secretary Member
List displays all people who have access to the documents of the committee through indirect roles. The
Secretary Member list is visible only to the committee officers, whereas the member list is visible to
anyone with a role in the committee.

The roles displayed on each list are as follows:

Member List Secretary Member List

e Secretary (SEC) By default, this member list will show all roles
e Convenor (CNV) that have access to the committee, including:
e Chairperson (CHP) e All roles from Member list

e Committee Member (MBR) e Decentralized Committee internal voter

e Technical Program Manager (TPM) e Decentralized Ballot Monitor (CIB)

e Twinned Secretary (ASE) e Centralized Committee internal voter

e Twinned Convenor e Centralized Ballot Monitor (CIB)

¢ Vice-Chairperson (VCH) e Committee Officer Access?

e Liaison Representative ¢ No assignment (i.e. P- or O- Member who
e Secretary Support Team (SST) have not appointed an expert/liaison rep)
e Secretary/ Convenor Support Team (SST)

e Chairperson Support Team (CST)

e TPM Assistant (TPS)

e Decentralized document monitor

e Centralized document monitor

2 “Committee Officer Access” shows the committee officers from parent/child/peer committees that have automatic
(inherited) access to view the documents of the committee

Frequently Asked Questions helpdesk@iso.org
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A N—1) Xk EFRERE A A A=) Xk

o [ERF#%E (SEC) TIHIETIE AVN—YRMNIBZERICT I EREE
e I E—7F (CNV) BOITRTOREERTT D, UTEEL:

e EHEK (CHP) ® AUN—YRMZIHDTRTOHKE

e ZFEBEAV/N— (MBR) o —RENDEZEZNERSE

o TUZALTAYGILIRDY— (TPM) o —REDKEE=—S— (CIB)

o EIEEHE (ASE) o EHHEIUDZER/NEKE

o HIOvE—F o FEHEHDKEE=4S— (CIB)

e ElEK (VCH) & FERA T H—DT7IER?

o UIJURRE ® EHBLLOFY.IFXR/IS—FIIVCDOREE
o [EEBHEIYR—IF—L (SST) EFEML TR P A /8—XIE 0 A/3—)

o EHEHE ILE—FDHYR—FF—L (SST)

e HBERYKR—IF—L (CST)

e TPMT7ILRAEUE (TPS)

o —MEOXEEZ=S—

o TEHEIODXEE=S—

2URART T —DTIERE, LA/ TR/ BFEDEEERDT T4 —ERTT D TNODF T49— X FESXED
E7 0w EEBBMIC5EZ NS,
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3 Electronic Committee (eCommittee)

3.4 How can | send an email to all Members of the Committee?

The Email to Members menu item in the Navigation menu enables the Committee Secretary/
Convenor/ Chairperson to send an email to the Committee Members directly from the eCommittees
application.

By clicking on Email to Members, you are directed to the Create E-mail Message window. The To:
field is pre-populated with the email of all Members by role. You can choose to send to all and only to
specific roles and/or persons by checking or unchecking the tick boxes in front of eachrole:

«| Centralized Document Monitor

Direct:

ARAERA SR

«| Chairperson

o4
Direct:

| Committee Member

- |

Direct:
To:

¥ SelectAll

AAARNRNARSARNRE SN &R

«| Liaison
T &
Direct: |+

«| Secretary

\\ J| B g

Direct:

«| Secretary Support Team

]
Direct:

4

+| Technical Program Manager

Figure 41 - Send Email to Members - To: field
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34 ERROEAVN—ITEA—)VERET DA

Navigation menu ) *—1—18 H Email to Members Tl&. ZESDEKRHE. OV E—F EKH eCommitee DT
T)r—2avhbEAERAVN—ITEEE A—ILEREETELLSITHESTND,

Email to Members #%')v493 % & Create E-mail Message D4 FIZF85, "To" DL, A /IN—D E A—)L
DEBFZFOHANETIN TS, BREIDFHOFVIRVIRITHNEANDRIFANGNIEITEY  TRTX [
HEDRENIDIBHBEEZERERELTERTHIENTES,

¢ Cenbralized Document Honitor

-
-
/ﬁ - e
Drect: &
’
-
-
# Chairperson
o -
Direct:
4 Committes Mamber

Te:

¥ SelectAll

<
AMANSANNANASANAMANARN

v Linison
’ -
Direct: L
» Scoctary
|

[ieect;

v Seorclary Support Team

v
Drest

« lechmcal Program Manager

41 - E A= )LEAVN—ITEETD -“To" DM
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3 Electronic Committee (eCommittee)

Complete the message by adding External E-Mail Addresses if required, a subject line, a body text and
up to three attachments and click send:

External E-Mail Addresses:
Flease separate e-mail addresses with a comma {, ).
Subject:
Message:
A

Choose File | Mo file chosen
Attachments: Choose File | Mo file chosen

Choose File | Mo file chosen

Figure 42 - Send Email to Members —Details
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WLE(ZIS LT External E-Mail Addresses (SAERMD E A—JL7RLR)ZEML., #4 . A3, 3SDLUADORAGI7AILE

D T TAYE—VFTERSE . send 99T 5!

External E-Mall Addresses:
Please separate e-mail addresses with a comma [, ).

Subject:
Message:
L] [%)
st
[ Choose File | No file chosen
Attachments: | Choose File | Mo file chosen

| Choose File | No file chosen

| Send | | Cancal |

42 - E A—)LEAVN—ITRET S - ¥4
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4 How can | get help with using eCommittees?

4 How can | get help with using eCommittees?

For further questions and assistance for eCommittees and other ISO IT applications, please contact the
ISO helpdesk helpdesk@iso.org.

For assistance with meeting setup, meeting updates, registration of users to 1SO official roles (e.g.
Secretary, Convenor, chairperson,..) please contact the ISO STAND Adminstrator at tcsupport@iso.org.

To gain access to the ISOTC eCommittees server, experts need to be registered by their National
Standardization Body and assigned a role on a committee. Non-official roles (like Committee Member,
Document Monitor) should be assigned by the NSB's user administrator. The list of user administrators
can be found under https://directory.iso.org .

You will find the user guides for all ISO applications under http://www.iso.org/e-quides

Frequently Asked Questions helpdesk@iso.org
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4 eCommittee DFERAICEILTRIEZ/DIAHE

eCommittee RUZDH®D I1SO @ IT 7T —LavICBLTEMMNHIIEEOIIEEROIIGEDOBLEHLE L.
ISO helpdesk: helpdesk@iso.org

RBORTE. SEOFHER.ISO OLAMEE M BERE, IVE—F BR)ADI—FERITOVTIEE K
OHBAIEEDEEDHEFIL ISO STAND Administrator: tcsupport@iso.org

ISOTC eCommittee DY —/NZFHIERTBIZIE, TFRAN—FIERNZELHKEENSBIZK>TEZEIN. RES
DRENBETONTVIDELHD, EARXDEEN(RERAVN— XEEZF—RKE)IENSB D1—HEESE
[ZE-TEILETOEND, I—FEEED!) AMEIRD URL TEIE TE S https://directory.iso.org .

2ISO7TUr—2avIZBT 32— H AR http://www.iso.org/e—guides
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