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1 Introduction [5G

1 Introduction

The ISOTC Server is using the document management system OpenText Content Server 10 (formerly
known as Livelink), which is part of the Enterprise Content Management (ECM) offering by the Canadian
company Open Text.

The eCommittees on the ISOTC server are using the Open Text module Communities of Practice (CoP)
which was redesigned and optimized for the ISO committee work by ISO Members in the IT Strategies
Implementation Group (ITSIG) in 2007.

The basic principle of the ISO eCommittees on the ISOTC server is to provide the secretariats of 1ISO
Committees with the tools to manage their committee work in a decentralized manner through the
eCommittee application. This guide addresses the needs of the Committee Secretaries, Working Group
Convenors and their support teams as the managers of the main committee processes.

The environment provided by the ISOTC server aims at enabling Secretaries of ISO Committees (and
their support teams) as well as WG Convenors to make documents available to their Committee Members
and Experts and notify them.

The role of the ISO Central Secretariat is restricted to providing a server with a basic working environment
(including Helpdesk and backup services), tools supporting the Committee work and directives to ensure
a basic commonality of the working structures between different Committees.

In addition to the eCommittee working environment, the ISOTC server is also the platform that links to
other committee work related applications, such as Electronic Balloting, Meeting Management and Project
Portal.

eCommittees User Guide helpdesk@iso.org
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2 Logging in and logging out

2 Logging in and logging out

2.1 Logging in

Your username will be sent to you by e-mail after your initial registration by your National Member Body
in the 1ISO Global Directory and will contain a link to choose a password and activate your account. Please
follow the instructions in the email to activate your account and choose a password.

a) Start your Internet browser and open the following URL: https://login.iso.org.

You will be directed to the 1ISO electronic applications login page. Click on eCommittees (ISOTC) to
access the committee working areas:

ISO APPLICATIONS

=)

Documents )

Document management
systems for the collaborative
development of standards.

& Committee members | Committee

officers | Voters /

Projects
Aggregated project status
information for ISO committees

and member bodies.

& Committee officers | Committee
members

Ballots

Support of consensus
feedback processes in IS0
standardization.

& Committee officers | Voters

Meetings

Support 150 committees
meetings organization.

& Committee members | Committee
officers

= |

Figure 1 - List of ISO electronic applications

b) The public open area of the ISOTC server will be displayed. In the upper right corner of the screen,
you'll find the button click to login

OPENTEXT Content Server

Enterprise

Personal Tools (7]

Search

Figure 2 - Livelink Log-In

click to login

Please note that both username and password are case-sensitive, i.e. they have to be entered exactly as
provided.

eCommittees User Guide
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a1—HAF. BEEDOEEHAHD ISO Global Directory ~DFIMEFELI=E . E A—ILTEEINSD, TD E A—

I & IRRD—FEHREL. THOUNEEBSED-ODI) U IHENEENTIVDE A—ILDIERIZHWL., TH

YUk FRBBLT/IRT—RERTET S,

(JSA X :1SOTC H—/3A®D ID R U/ ART—RZBRICEGEN TV DGR L, £D ID RV /XRAT—FT eCommittee ~D
THOERIELTHE, )

a) AV3—FyrITZIYEEEL URL: https://login.iso.org ZF<, I1SO BF 7T —1av DALV R—DIZHBET 5,
“eCommittees ISOTC)”"[JSA ;T : “Documents” [CEBINTULV\B]EV)vIL. TESDEESE BHIZ7IERT S,

|SO APPLICATIONS Sign-in  aa8 —
( A NArte \ ,_,.[ ~F
@ Documents @ Ballots
o Document management o Support of consensus
‘ systems for the collaborative feedback processes in IS0
development of standards. standardization.
& Committee members | Committee & Committee officers | Voters
\ officers | Vioters /
- Projects Meetings
\"o Aggregated project status Support ISO committees
information for ISO committees meetings organization.
and member bodies. & Committee members | Committee
& Committee officers | Committee officers
members
B 1-1S0 BF7 TV r—avmIRb
b) ISOTC ¥—/ D AFASNI-MEEA RTINS, BIE DA LIRITRAEY click to login AR Z 5.
OPENTEXT Content Server dick to login

Enterprise Personal Tools 2] Search

B 2 - Livelink Q45 (4>

A AYELRT—FIEELLEAXFLNXFEEFTELICBET L, DFY. Bsh/-
BYIZIEREIZA LT AILLSHL,
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2 Logging in and logging out GG

Sign in using your ISO credentials

Username

Password

¥ | have read and accept the declaration on copyright and -
data protection for participants in 150 activities.

OR

Automatic connection using your
Windows session credentials

ISO/CS authentication

i forgot my password
L 1 don't have an account yet

) Contact helpdesk

Figure 3 - ISO Log-in screen

c) Enter your username and password
d) Read the declaration and tick the box to accept the conditions
e) Click on Sign in. The ISOTC server top level Enterprise Workspace opens.

eCommittees User Guide helpdesk@iso.org
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Sign in using your ISO credentials

Username

Password
| | have read and accept the declaration on copyright and -
data protection for participants in 150 activities.

OR

Automatic connection using your
Windows session credentials

IS0O/CS authentication

& forgot my password
L 1 don't have an account yet

{9 Contact helpdesk

3-ISO AS AV EE

c) A—HYRENRT—REANT S,

d) EMXERH RED-OHF VIRV IRIZI—9F 5,

e) 7y LTH A1 (Signin)d 5%,ISOTC H—/\Ex L i D Enterprise Workspace (ISOTC home) B R
n b,
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2 Logging in and logging out

2.2 Logging out

a) Choose Log-out on the top-right of the screen.

b) Click on Log-out to leave the ISOTC server.

c) You will be forwarded to the list of ISO applications.

OPENTEXT | Content Server bk -
Enterprise Personal Tools 7]

_9 IS0 Standards Development

Figure 4 - Logout Button

2.3 Password forgotten

If you forgot your password, click on “Sign in”, then on the link | forgot my password on the login screen 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.

Sign in using your ISO credentials

¥/ | have read and accept the declaration on copyright and
data protection for participants in 1S0 activities.

OR

Automatic connection using your
Windows session credentials

ISO/CS authentication

| don't have an a:com:yel

Y Contact helpdesk

Figure 5 — Password forgotten
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a) Tools A=2—® Log-out #ER T 5,

b) B 7IMEE® Log-out £4')vYL.ISOTC H—/3\MndiklTH,
c) ISO 7F)r—3vm AN,

OPENTEXT | Content Server Log-out -

Enterprise Personal Tools 7]

ﬁ ISO Standards Development

H4-057orDRE2

23 NRRT—FESENIIEE
INRAT—FZEEN=HEE. O A2 BEEm®D Sign in” [ZHLVT I forgot my password /NAT—KEENFEL)ET)y
L. BEDIE RIZHS AR, SRT—FF) b T B5=HD) UM E A—ILTREL

Sign in using your I1SO credentials

¥/ | have read and accept the declaration on copyright and
data protection for participants in ISO activities.

OR

Automatic connection using your
Windows session credentials

1S0/CS authentication

L I don't have an account yet

) Contact helpdesk

5-NRRV—FEENT-IHE
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3 User interface and navigation [ENEGTE

3 User interface and navigation

3.1 Common navigation items

Throughout the eCommittees application and the ISOTC server, there are some navigation items that will
be common to all screens.

Global menus
These menus appear on every page in the ISOTC server:

— Enterprise: Allows you to access the Enterprise Workspace (top level of the
ISOTC server)

— Personal: Allows you to access your Personal Workspace and information
pages

— Tools: Allows you to search the ISOTC server, log out, and modify your
Livelink settings.

— @ Allows you to access the Livelink context sensitive help (help for individual
pages) and the Table of Contents (all help pages in Livelink).

OPENTEXT | Content Server ‘ Log-out

Enterprise Personal Tools (7]

—

y ISO Standards Development

Figure 6 - Common items
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3 A—HAIE—TJ(REFEF—I Ty
31 HBEDFEHS—2aVIRE eCommittee DT T —30 & ISOTC H—/ADLRKIZHENT, 2EEI
BFES—SaVEENKONEET S,

Global menus
NEDA=21—I[X,ISOTC H—/IDER—=VIZRTINS:

- Enterprise: & B & D {F%£ 815 (Enterprise Workspace :
ISOTC H—N\DRLE)IZTIEXTES,

- Personal: {8 A D {E% 45818 (Personal Workspace) & &R R
—VIZTORRATES,

-Tools: ISOTC H—/\D&FE. A4S 77k, Livelink % 7E
DEBMNTES,

- @ Livelink QAKRICELCIZAN T (BER—=CDAILT) |
B & (Livelink [CHBENILTR—=D)IZF IR TES,

OPENTEXT | Content Server l Log-out

(1

Enterprise Personal Tools v

_ﬂ ISO Standards Development

6 - BDIRE
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3 User interface and navigation [EEGT

3.2 Iltems and icons

There are several types of items in the Electronic Committee. The most common items are folders and
documents. To see the item’s type, move the cursor over the icon to the left of the name. The type of the
item is displayed, i.e. whether the item is a folder or a document.

3.2.1 ltems
Item Icon Description
Folder e Folder (containing other items, i.e. folders ordocuments).
N-Folder | N-Folder (containing N-Documents or otherN-Folders)
Document m] T Different types of documents.
N-Document & Documents with an automatically generated document
: 1 number.
Shortcut et Link to a document or folder within the eCommittee.
URL =) A link to a web page.
eCommittee If‘l:;q:] Standardized workspace for aCommittee
News channel News channel for a Committee which contains news items
Task List _r] Task List of a Committee
TC & Technical Committee
scC & Sub Committee
WG e Working Group
3.2.2 Icons
Icon Description
T3 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 (alphabetical and
numerical).
B Indicates an attachment.
4 Document waiting for PDF rendition
o PDF has been created, document is in review state
PN N-Number reserved
== PDF rendition error
. Document withdrawn

eCommittees User Guide
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3.2 IHH &7 ALY eCommittee IZIZEMAATDEENFET S, ZL—BMULBEBR I IAILFT EXETHD. BEBED
BATHERBIZ (X H—INETAAL D LIZEITIEEW, TEHEEBDZAT (DFY, BENITHILENMXEN) KK
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3 User interface and navigation

3.3 The Enterprise Workspace

After logging into the system, you will be directed to the Enterprise Workspace.

The Enterprise Workspace is the top level of the ISOTC Server and provides a set of usefullinks
relevant to your ISO work, as for example the ISOTC Home folder or guides to ISO IT applications.

OPENTEXT | Content Server

Log-out
Enterprise Personal Tools 7]
Y s
_.9 ISO Standards Development
ORGANISATION INTERNATIOMNAL
INTERMATIOMALE DE ORGANIZATION FOR
NORMALISATION STANDARDIZATION
e e
= Eg W
Governance home ISOTC home ITTF home
00 Forms, 00 ISQVIEC Dirsctives
and Guides , 00 Templates ,
Communication by the IS0 Central
Secretariat, Getting started
toolkits , TC Business plans for
public review , ..
(Al rem types) | | | Fiter [~
B copy G Move 3L Delete ) Zip& Download [ Zip& E-mail || Email Link
| Typa Name Size Maodified
Fom| Document sxchange with partner organisations 6Items 2013-10-08 09:38
1 Good standardization practice 6Items 2013-12-11 1205
1 Governance home 1D Items 2013-09-15 08:53
2  1507C home 340 Items  2016-10-06 18:15
@ oirhome 2003-09-22 17:00
1 nsAT folder G4 Items  2015-11-23 14:09
=1 Setting Mational Standardization Strategies 11 fems 2012-06-19 12:36
L1 sandardsissiarg Iltems  2016-02-15 11:05
B copy ) Move 3% Delete U] Zip& Downkad [ ] Zip& E-mail || Email Link

Figure 7 - Enterprise Workspace

OPENTEXT | Content Server

Enterprise ~| Personal Tools 7]
‘ Workspace

Users & Groups ds Development
Communities

The Enterprise Workspace can be accessed from anywhere within the ISOTC server by
clicking Enterprise and Workspace in the Global Menu.
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3 User interface and navigation

3.4 ISOTC Home

ISOTC Home is the home page to find and access all the ISO Committee and Working Group areas. It
also provides a set of links to tools and documents that can be useful to your ISO work, for example a link

to the Guides to ISO IT applications.

OPENTEXT | Content Server click to login
Enterprise Personal Tools @ Search
IS0 Standards Development
- Featured Items
|| ISOTC home
. N N Easy access links to
— [== [=2= .
(o e e important and
Getting started toolkits Guides to 150 IT applications International Helpdesk H
Guides to ISO IT applications , ISO IT applications relevant ItemS
[t
E:ﬂ Copy *ﬂ Move 3‘/\4, Delete g Zip &Download [~ ] Zip &E-mail | EmailLink | (5 Print 'J! Collect = Apply Classification

] Type Mame

Size Modified

O

ﬂ 00. 150 standards and patents
Of &=

00. ISOTC Portal pages

3 3

5] 00. IT Strategies Implementation Group (ITSIG)

15‘ CIE "International Commission on Ilumination”
|
E1 Guides to 150 IT applications

@ 1IW "International Institute of Welding®
@ I1SO/CASCO "Committee on conformity nt”

@ 150/COPOLCO "Committee on consumer policy”
1SQ/DEVCO "Committes on developing countries matters” — W

EgE

Getting started toolkits

3 3

International Helpdesk

3 3

3 3

231tems 2013-02-25 WN
127

List View s

Links to folders and
documents and the .,
eCommittee pages =

8Ttems  2012-04-16 14:09

2013-05-06 10:29

2012-11-26 11:17
2013-08-15 ‘y

Figure 8 - ISOTC Home

3.5 Accessing eCommittees

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

N

of your access rights

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/tc11wgl0

Through ISOTC Home - this will allow you to see the complete list of Committees, regardless

You can also access the eCommittees for a particular Committee by typing the following URL in
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3 User interface and navigation

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

OPENTEXT | Content Server

Enterprise /Persunal wa (7]
My Workspace
._.9 1SO St Per.lsunal Frantpage bt

Assignments
Blogs
Collections
Committees
Discussions
eLink

@vurﬂ:ﬂ j""" .

Figure 9 — Committees in Personal menu

b) All committees of which you are a member will be listed:

My Committees

™~

HE:‘_@L'E @%nm

Typa  Name Created Role

@ | 2013-07-24 16:05 Secretary Support Team
o | 013-07-29 11:13  Secretary

& 2013-07-24 16:02  Secretary

& | 2013-08-07 16:44  Governance

o J013-08-07 16145 Governance

'@ 3 - 2005-10-02 21:55 Governance

& 013-06-2713:82  Govemnance

& / 2013-05-2713:50  Governance

Figure 10 - My Committees list
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3 User interface and navigation

3.5.2 Through ISOTC Home
a) Click on ISOTC home

ig ISO Standards Development

ORGANISATION

INTERNATIONALE DE

NORMALISATION

‘ = e
Governance home I1S0TC home

00 Forms, 00 ISO(IEC Directives
and Guides, 00 Templates ,
Communication by the IS0 Central
Secretariat , Getting started
toolkits , TC Business plans for
public review , ...

B Copy S Move € Delete L] Zip & Download [ Zip & E-mail
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1 Good standardization practice
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Bl Copy " Move € Delete L) Zip & Download [ Zip & E-mail
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Figure 11 - ISOTC Homellink

Madified

2013-10-08 09:38

2013-12-11 12:05

2013-09-15 0853

2016-10-06 18:15

2003-09-22 17:00

2015-11-23 14:09

2012-06-19 12:36

2016-02-15 11:05

eCommittees User Guide

helpdesk@iso.org


mailto:helpdesk@iso.org

35.2 ISOTC Home #ZH
a) ISOTC home &5Y)v993 5,

p ISO Standards Development

ORGANISATION
INTERNATIONALE DE

NORMALISATION
-m

ISOTC home
00 Forms, 00 ISO/IEC Directives
and Guides , 00 Templates ,
Communication by the ISO Cantral
Secretariat, Getting started
toolkits , TC Business plans for
public review , ...

B Copy 3 Move 34 Delete T} Zip& Download [ ] Zip & E-mail
I Type MName -

. Document exchange with partner organisations

i =l

ﬂ[

Good standardization practice

Gavernance home

ISOTC home ]

ITTF home

D

£ nsAlI folder
L setting National Standardization Strategies
[

standards.iso.org
&) Copy ) Move 3% Delete ! Zip& Download [ ] Zip & E-mail

13

INTERNATIONAL
ORGANIZATION FOR
STANDARDIZATION

[ (Alltem types)| = | [ Fter by e [P

| Email Link
Size Modified
6 Items 2013-10-08 09:38
§Items 2013-12-11 12:05
10 Ttems  2013-03-15 08:53
340 Items 2016-10-06 18:15
2003-09-22 17:00
54 tems 2015-11-23 14:09
11Items 2012-06-19 12:36
2Items 2016-02-15 11:05
| Email Link

11 - ISOTC Home DY) >4

©ISO/JSA2017



3 User interface and navigation

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

Bl copy

O Type

] =
] Move % Delete i Zip&Download [ | Zip &E-mail

Mame

00, 150 standards and patents

00, ISOTC Portal pages

00, IT Strategies Implementation Group (ITSIG)

CIE "International Commission on Ilumination”

Communication by the IS0 Central Secretariat

Conversion tool - Word/PS to PDF

Getting started toolkits

J Emaillink '3 Print @ colect B Apply Classification

D!DDDDDDDDD
CREREEREDEOCODROD D

aoO

Guides to 150 IT applications

IIW “International Institute of Welding”™
International Helpdesk

1S0/CASCO "Committee on conformity assessment”

1S0/COPOLCO "Committee on consumer policy”

1SQ/DEVCO "Committee on developing countries matters”™

L3}

ISQJIEC ITC 001 “Information technology™

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

Figure 12 - Committee List ISOTChome

i'i Every Committee has a public area (Folder 01 Public information) which is accessible to
. anyone from the Internet without an ISO login. All other folders and objects are only accessible
if you are registered with this Committee.
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4 Electronic Committee (eCommittee) Homepage

4 Electronic Committee (eCommittee) Homepage

The below figure shows the homepage of an Electronic Committee. The items on the homepage are
described in the following paragraphs.
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Figure 13 - eCommittee Home Page
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4 Electronic Committee (eCommittee) Homepage

4.1 Committees hoste

d externally

Some committees have chosen to use the DIN or AFNOR Livelink servers to host their committee work.
In this case, the homepage on ISOTC will be simplified to show you that the work is happening on a

different server:

IS0 Standards Development + ISOTC home

@ ISO/TC 044 "Welding and

INnviqat[on Menu (2]
Committee Home

Chid Comm) »
Committ is

Link

Link to the DIN or AFNOR
server hosting the

committee
allied processes”  ©

L

[ This committee is hosted externally. Please follow this link to access its working area. ]

My Tasksmm— 0

L]
Committee Bews
Committ List

Send documents to ISO/CS

User Gui

T3 Structure
IS0 Appica =
My Com Type Name

@ ISOITC 044 "Welding and allied processes”

N-Doc st @ ISO/TC 044/SC 03 "Welding consumables™ = %
Member @ ISO/TC 044/SC 05 "Testing and inspection of welds” L
Emai to %ary @ ISOEN4gSC 05/ WG 01 Tloqzing radiation testing” L3
Mai Archife ﬂ |30_-S tsﬁau Gtgu Eﬁ.é 3]

& ISOVTC 044/5C 05/WG 03 "Destructive testing” o

ISOITC 044/SC 06 "Resistance welding and allied mechanical

N-Docum jotification lolning® -

I"D'!(atrﬂor‘c ISOITC 044/SC 06/WG 01 [Disbanded] "Measuring systems for
Not &

resistance welding” ~

Emai to Members & ISOITC 044/SC 06/WG 02 "Resistance welding equipment”

Figure 14 - Committee hosted externally

i.z Even if a committee is working on the DIN or AFNOR server, the Global Directory is the source for
2 membership in the committee. Experts therefore still need to be registered in the ISO Global
Directory to gain access to the working area.

Watch out: the password between DIN, AFNOR and ISOTC are not synchronized, therefore you
will have different login information for each server.
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4 Electronic Committee (eCommittee) Homepage

4.2 Navigation Menu

Navigation Menu &

Committee Home

Child Committees 3
Committee Projects

User Guides

150 Applications

My Committees

My Tasks

M-Documents List Menu.

Member List

Email to Secretary
Mail Archive
Committee Mews
Committee Task List

M-Documents Motification
Motification Report

Send documents to [SOfCS
Email to Members
Secretary Member List

The Navigation Menu is a collection of links to help you navigate within the
Committee.

In the table below you will find a short description of the items in the Navigation

Please note that the Navigation Menu is role-based, i.e. users can only see the
items in the menu that are accessible tothem.

Menu item

Comment

Committee Home
Child Committees
Committee Projects
User Guides

ISO Applications

My Committees

My Tasks

Link to the Committee homepage

Link to the Committee Homepage for aSub-Committee
Link to ISO Project Portal (specific URL percommittee)
IAccess to the user manuals of ISO IT applications

Link to the list of ISO Applications (https://login.iso.org)

List of all Committees to which you have a role assigned inGD3,
regardless of hosting server

List of Tasks assigned to you

N-Documents List

Member List

E-Mail to Secretary

Mail Archive

Committee News

Committee Task List

List of all numbered documents within this Committee

Sortable and printable list of Committee Members, showing all roles that
can be considered part of the “membership” of the committee

Opens an e-mail window to send an e-mail to the Committee
Secretary;CC: Convenor, Twinned Secretary, Twinned Convenorand
Secretary/Convenor Support Team

All emails sent to committee through N-doc natifications and email to
members

Link to the Committee News Channel

Link to the default committee task list

N-Documents Notification
Notification Report

Send documents to ISO/CS

Send document notifications to the Committee Participants
View the list of N-document notifications sent

Link to the Submission interface (replaces folder 06 — Documents to
ISOICS)

eCommittees User Guide

helpdesk@iso.org



mailto:helpdesk@iso.org

42 FEHF—SavA=a—

Navigation Menu 2
Committee Home
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N-Documents Notification
Motification Report

Send documents to I50/CS

Email to Members

Secretary Member List
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Navigation Menu [£. EESATOBEEFE(FES—N T5=HD )
V& THS,

LI FDFIZ. Navigation Menu L DIEE OB ERBAZEREE T 5,
Navigation Menu [ —H DR E|CHDE, 7HUEXAHELAZ21—I1E BD
HRBIENTED,

A=—a—IER

Bl

Committee Home
Child Committees
Committee Projects

User Guide

ISO Applications
My Committees
My Tasks

eCommittee DR—LR—IADIJ2% SC

@ eCommittee DTR—LAR—IA~ADY2 Y

ISO Project Portal NDYU I (RESTEDEHED

URL) ISOIT 77 r—4avDa—HFI a7 IL~DT

IR

ISO 77— DY ARAD 22 (https://login.iso.org) RARH—7 2R
HHF GDI [CEFIN-REEZHF OITRTOZEERXDIRNEYHTHNT:

IT 11— 1

N-Documents List

Member List

E—-Mail to Secretary

Mail Archive

Committee News

Committee Task List

ZEEADTRTHONBSHXEDYRE

FERAVN—DYRL, Y—rEHIRINTES, RERDAUN—D—BELTEZD
hBFTRTOEEIERT,

RERDEMHEICE A—ILEEETEI2HD E A—IL o1 FoHEL CC IZI&. T
YE—F . BIEERE. BlavE—F  EREHE IVE—FTOYR—FF—LDE £
—ILDBFHAAINTNS,

NXERBMBATEERICEESNIER EA—ILEAVN—ITEESNIZE A—)L
RER-1—XFYoRILADIY

TIAIEDEERIRIYAAD) Y

N-Documents Notification
Notification Report

Send documents to ISO/CS

REESAVN—ITXEDEMEEIETS
EEFONIXEDEMDI)ANERS
Submission Interface ~MD!) %

(IBZ#JL% 06 - Documents to ISO/CS IZER-> T 3)
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Menu item

Comment

E-Mail to Members

Secretary Member List

Opens an e-mail window to send an e-mail to the Committee Members

Sortable and printable list of people that have access to Committee. It
shows all roles already included in the Member List, and additionally all
other roles that have access to the documents (for example voters,
officers of other committees etc)

4.2.1 Member List

When accessing the Member List from the Navigation menu, a list of the Committee Members by role is

displayed. This information is always up-to-date with the Global Directory.

Quick Filter

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

i

Quick Filter:

Secretary

Denmark

Twinned secretary ABNT Brazil
Chairpersan DS Denmark
Wice-chairperson 150/TC 34

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

Secretary support team DS Denmark

Secretary support team DS Denmark

Secretary support team DS Denmark

CSV/ Print

Export the member list to a
CSV file (e.g. to import into
MS Excel) or print out the
list

Default sort

Resets the sorting to the
default setting (by role)

Figure 15 - Member List

You can sort the Member List by clicking on the header row of the list.
w7

Roles displayed on the Member list:

Secretary (SEC)

Convenor (CNV)

Chairperson (CHP)

Committee Member (MBR)
Technical Program Manager (TPM)
Twinned Secretary (ASE)

Twinned Convenor
Vice-Chairperson (VCH)

Liaison Representative

Secretary Support Team (SST)

eCommittees User Guide
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A=a—IEH EL
E-Mail to Members FERAVN—ITEA—IVEEDTZDD E A—)L 1%
Secretary Member List eCommittee IZ7 VL RIEDHDIA R DAL, Y—rEHRINTES, A=) Xk

[CERICEFNSERABNCMA . XEICT IV EREEFOEDMDARDEEEID
Y (BIZIE BRRE. TOMDEERDA T H—F),

421 AIN—RF FEHF =230 A= a— Mo AN—RNMIT7HERTRE, BEIBIZTIL—TRIHEN-RES
AVNR—DYRMD "REND, CDIEHRIL. Global Directory [Z&>TEIZREFTDIREEIZRI=-N5,

CSV/Print
Quick Filter AV IN—IJXL%E CSV T7AIL
FERAVUN—FEITHE I TXRAKR—+F 3 (f:MS
HCELILTHERRTAILAE Excel N{YR—FF57=8).
X%, ENRI9T %

e

Seoetary os Denmark
Twnned seretary ABNT Braal
tChairpersan fu] Denmerk
Yice-tharpersan 1530y 34 : ??faUIt sorE R
Sacretary eupoort team os Denmark TjT)lli“a)EﬁfE (fﬁ%‘]:t)
Saecretzry supoort team DS Denmark a)y_b(:l)t\y Fj’é
tEry o t D5 Denmark
D5 D=nmark
Dinmark
D5 Dnmark
Denmark
D5 Denmark
Cenmark
Secretzry support team D5 Denmark

15 = A IN—1 Rk

YRRDANGL—DIFED) 0T EEA I — R E)—F TEB,
©)

AUN—)AMIRRENSEE:
o EF[R#E (SEC)

® I E—7 (CNV)

® % K (CHP)

® ZE84£ 4 /\— (MBR)

® THO—ANTOTSLIRTvy— (TPM)
o EIE[RERE (ASE)

® F|arE—+

® &K (VCH)

o Ty URKRHE

o EEHEHYR—rF—L (SST)
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e Secretary/ Convenor Support Team (SST)
e Chairperson Support Team (CST)

e TPM Assistant (TPS)

e Decentralized document monitor

e Centralized document monitor

4.2.2 Email to Secretary

This menu item enables the Committee Members to send an email to the Committee Leadership directly
from the eCommittees application.

By clicking on Email to Secretary, an email window will open where the To: field is pre-populated with
the email of the Secretary and the CC: field with the email of the Convenor, Twinned Secretary, Twinned
Convenor, Secretary Support Team and Secretary/Convenor Support Team.

4.2.3 Email to Members

This menu item 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 each role:

¢ Centralized Document Monitor

L
d
T
@ "}
Direct: ¥
/ \ L
i
d
«# Chairperson
d
Direct:
«| Committee Member
i
"
v
L
T
4
T
’ td
Direct:
To: L
v
¥l Select All "
d
T
4
T
7 Liaison
" L
Direct: [«
7| Secretary
4 @
Direct:
«| Secretary Support Team
b

T
\ Direct:
# Technical Program Manager

Figure 16 - Send Email to Members - To: field
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o EF#E E—F DY R—FF—L (SST)
® ERHYAR—rF—L (CST)

® TPM 7L XA (TPS)

o —REDOXEE=-S4—

o EWERNDOXEE=—4—

422 EfRBEAD E A—)L COA=21—TBETIE. RERAV/N—H eCommitee D7 T)r—LavhoRER
)—H—IZE#EE A—LEREIET E5EITHoTND,

Email to Secretary 7'y HEE A—ILDI4UEINF EDTAVRID " To" DRHIZERREED E A—
L. “CCMMIZIFarvE—F, BIERHE. BlavE—F . BRREYR—+F—L BE®RE AVE—FT DY
R— bFF—LDEA—ILBFOHANSATINS,

423 AVIN—AD E A=) ZOA=2—BATIK. ZEROEBRHE aVE—F EEAH eCommitee D7 F1)
T—2a B REBRAV/N— [CEEE A—LEZEETEDLSITHE-TLVS,

Email to Members %%')v4- 9 %&. Create E-mail Message D4 K285, "To"DIRIL. A /IN—D E A
— LHBREBIZFOHANIN TS, BEREIDFRIDFTIIRYIRICHNEANDRIFANGNZLIZKY. F
RTRFFEDRENDELELEERELTRIRTHENTES,

» Centralized Document Monitor

¥

o
NEEEEES

# Chairperson
i &
Carect:

v Commiltee Hember

d

# Select All

)
IRANARNESEESSASS

# Secrelary Support Team

\—/ :i.:rlo..-dmsr.al Program Manager
16 — Send Email to Members — “To:” D
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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:
ﬁ
A

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

Choose File | Mo file chosen

)

Figure 17 - Send Email to Members —Details

4.2.4 Mail Archive

The Mail archive is a centralized e-mail storage for all e-mail messages (including attachments) sent to
the Committee Members through the eCommittees application. The e-mail can be viewed by the sender
and the addressees.

Search for

About Mail Archive _ .
This is where e-mails sent to the committes are stored, You can search for e-n Search for a keyword in a subject or
text contained in the subject or body. The list at the bottom contains the e-m: sender, but as most e-mails have a

standardized subject line and are

Search for: By: | Subject sent by Admin, this filter's usefulness
is limited.
Search by date:
from:
3| [ Search by date
Search by date with the help of the
to: calendar icon. All e-mails sent in the
i specified timeframe will be listed.
Search content for: From Here [ ] Advanoed

Search content for

Search for a keyword in the contents
of the email. This search option uses
the general Livelink full text search.

Figure 18 - Mail Archive
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WHE (IS T External E-Mail Addresses (4V 28D E A—JLPRLR) Z#EBML. B8 . KX 3D LURDFAIT7AILE
DIFTHAYE—VETEHSE .. send &9V IT 5

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

Subject:
Message:
o
| Cheose File | No file chosen
Attachments: | Choose File | Mo file chosen

| Choose File | No file chosen

B 17 - Send Email to Members — 5% #f

424 A—)LF7—HAT
Mail Archive &1, eCommittee D7 TN —LaV BHTEE S AV N—(TEIESNIZE A—IL(Avt—2 R T
RTCORBEITAINTI THD EIEBEZEENEA—IERDIENTES,

About Mail Archive Search for
This is where e-mails sent to the committee are stored, You can search for e-m| R XIEIEEBTEF—T—FKRETES
text contained in the subject or body. The list at the bottom contains the e-ma| AN (FEAED E A—)LIZIEEE L INT-
: B ZTEBEISEEINDIDT. 2D
Telis By: | Subject T4 LADEAEFBON TS,

Search by date:

from:
; _=| Search by date
ALE—FAAVERAVNTRMATIRERT
to: T, EESN-HRANTEEIN=2
E A—ILHYRRTYTEND,
B
G
Search content for: From Here [ ] Advanced

Search content for
E A—ILOREBTHF—T—FERERTES,
CORBREBEATVIvIE—HBHME

Livelink D ZILTFRAMERZFALTL
Z

18 — Mail Archive
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The most current e-mails are displayed on the Newest E-Mails list.
All e-mails are organized in folders by year, month and day under E-mails By Date.

Newest E-mails

Type | Subject | Sender Date Received

[] 1S0/TC 34/5C 2 New documents available on ISOTCTEST Livelink Web Site (=] Admin 2010-03-10 07:30

E-mails By Date
Type  Mame | Size Modified
m 2010 = 1Item 2010-03-10 07:30

Figure 19 - Mail Archive List

Click on the subject line to view the contents of the mail.
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=D E A—)LIE) R+ Newest E-Mails [CRRTEN 5, TXTDE
*—)LI%. E-mails By Date IZ&>TCEHA B TY—rEN 3,

Hewest E-mails

Type  Subject

Sender

21

Date Received

[] ISOfTC 34/SC 2 New documents available on ISOTCTEST Livelink Web Site [

E-mails By Date
Type MName

Admin

2010-03-10 07:30

Size Modified

£ 200
19 — Mail Archive DR

A—IILDRNBZEBEE T BIZILES (subjectline)E T w99 %,
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4.2.5 N-Documents List

The N-Documents List lists all numbered documents of the Committee irrespective of their position in
the folder structure. The list is sorted by document number, but can be resorted by clicking on the column

headers.
Search in Document Title
Search for a keyword in the title of the
150 Standards Development » ISOTC home » ISO/TC 034 Food products™ dOCUm ent
1SO/TC 034/SC 05 "Milk and milk products” l

( N-Numbered Document Search
Document title:
word or phrase to be found anywhﬁre in the titl_e)

; Due Date Creation Date N-Number Range Doc Type/Sub Type
From: [=] From: [=] From: Type <Nonex= [=]
To: [=] To: [=] To: Sub Type [=]

240 Documents Found [ displaying: 1-50] Mumber of Documents per page |50 El

\.

Filter criteria
Filter the list based on certain criteria:

— Due Date

— Creation Date

— N-Number Range

— Doc Type/ Sub Type

N-Documents

E‘iﬂ Copy g Move 34 Delete _'_1j Zip &Download [ Zip & E-mail L Emaillink  (5a Print | [ Collect

[] | Type | N Number | Title (Description) Document Type Document Sub Type Exp. Action Due Date Size | Creation Date I
B & o Resolution Resalution Info None 103KE 20120903
8 & s Resolution Resalution Info None 103KE  2012-09-03
B B == None 322KE  2011-08-15
0 5| mw None 327KE  2011-08-15
B Ty 21 None 322KE  2011-08-15
[ @) 2515 MNone 185KB  2011-04-27

Figure 20 - N-Document List

PN
The N-Documents list can be printed by clicking on the Print this page button.
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425 N XEDRF
N-Documents List (&, 74 /LA EBEDMECEAREEESNDE S XEEZTRTIRN YT TS, URMEIXE
BETY—LENBED, MBIIDANYE—ED) I T NIERBY— T EHIENTES,

Search in Document Title

XEDEAPLTOF—T—FRRE

150 Standards Development » ISOTC home * ISO/TC 034 "Food products”

ISO/TC 034/SC 05 "Milk and milk products"

([ N-Numbered Document Search

Document title:
\ (word or phrase to be found anywhere in the ::ﬂ_e‘
/_ Due Date Creation Date N-Humber Range Doc Type/Sub Type

From: E| From: Z[ From: Type <MNone>

To: [+] Ta: [=] To: Sub Type [=]

240 Documents Found | Search ] | Hext Page >= | [displaying: 1-50] Number of Documents per page | 50 ITI | Print this page | [ Reset .

- Filter criteria
BEOEECEDTJRMIBRERZEMT S:
- #i8

- ¥ERH

- N ESDHEH

- XEQRAT/XEDYT 24T

N-Documents

B copy iy move | 34 Delete | CF zip&Download [ | Zip&Emal | Emailink s Print | f# Collect

[ Type | NNumber Title {Description) Document Type Document Sub Type Exp, Action Due Date Size  Creaton Date
B B z2n Resolution Resolution Info Maone 103KB  2012-09-03

F = 2519 Resolution Resolution nfo None 103KB  2012-09-03

[ T 298 hone 322KB  2011-08-15

I ' 13 14 None 3228 2011-08-15

B @& 2516 hone 322K 2011-08-15

[ @) 2515 Mone 185kB  2011-04-27

20 — N-Document QYR

N XZDYRPML, IKZ> Print this page (ZDN—FHIRT8) &0 07 AlLHIR TEB,
Q)
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4.2.6 Secretary Member List

When accessing the Secretary Member List from the Navigation menu, a list of people having access to
the committee by role is displayed. This information is always up-to-date with the Global Directory.

CSV/ Print

Export the member list to a
CSV file (e.g. to import into
MS Excel) or print out the
list

Quick Filter

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

| Quick Filter: [AB I

) o

Centralized ballot monitor SAS0 {0-member) Saudi Arabia

Centralized ballat monitor 0OCC (P-member) &n:gn. TheDemogatic Repbiic of

Centralized ballot monitor IRAM (P-member) Argentina D ef au | t S o rt

Centralized document monitor SASO (O-member) Saudi Arabia .

Centralized document monitor SABS (P-member) South Africa Resets th e Sortl n g to the
Centralized document monitor MLIDMI {P-member) Mali defau It Settlng (by rOIe)
Centralized document monitor ASM (Suspended) Senegal

Centralized voter UNIT (O-member) Uruguay

Centralized voter SAZ {O-member) Zimbabwe

Centralized voter SAZ {O-member) Zimbabwe

Centralized voter SAZ {O-member) Zimbabwe

Centralized voter SASO (O-member) Saudi Arabia

Centralized voter SASO (O-member) Saudi Arabia

Centralized voter SASMO (P-member) Syrian Arab Republic

Centralized voter SASMO (P-member) Syrian Arab Republic

Centralized voter SASMO (P-member) Syrian Arab Republic

Centralized voter SASMO (P-member) Syrian Arab Republic

Centralized voter SASMO (P-member) Syrian Arab Republic

Figure 21 - Member List
Roles displayed on the Secretary Memberlist:

e All roles from Member list

e Decentralized Committee internal voter

e Decentralized Ballot Monitor (CIB)

e Centralized Committee internal voter

e Centralized Ballot Monitor (CIB)

e Committee Officer Accessl

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

You can sort the Secretary Member List by clicking on the header row of the list.
@

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
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426 EEBEBERAAVIN—YRF FEF =3 A1 —HSERBERAAN—)RMNITHIERTELE EES
IZT7OEREDHBIARD)A FBEBIZT IL—T RSN TRERSNS, COEHRIL. Global Directory 1<

FOTEICRHDREITR =D,

Quick Filter

EESAVN—ERRITRR
TEHINTXRARTAILE

| Guich Fileer: AB I

Certralized baliot monitar

SAE0 [D-member)

Saudi Arsbia

Certraized baliot monitar

QCC (P-member)

=

Corgo, The Democretic Republic of
the

Certralized baliet menitar

IRAM {P-member)

Argenting

Centraized document monitor SAS0D (O-member) Saud Arshia
Certralized dacument morbar SABS {P-member) South Africa
Certraized document monitar MLIDHL (F-member) | Mali
Certraized document moritor ASH (Suspended) Sensgal
Certralized voter UMIT (J-member) Urugusy
Certraired voter SAZ (O-member) Tmbabae
Centralized voter SAT (D-mamber) Imbabtwie
Cerralized vater SAZ {O-member) Imbabwe

Certraired voter

SAS0 (O-member)

Saudi Ar=bia

Centraized vater

SA50 [O-membar)

saud orsbia

Cerfralized vater

SASMO (F-memboer)

Syrian Arab Republic

Centraized vater

SASMO (F-membsr)

Syrian arab Republi

Cerfraized vater

SASMO (F-member]

Syrian Arab Reoublic

Certraized vater

SASMO (F-member)

Syrian Arab Reoublic

Centralized voter

SASMO (F-member)

Syrizn Arab Repoblic

B 21 - A \—1) X}

BREBEERAAVN—) AP TRREINDEE:
AVN—YAMZHBDT RTDEE

—RENEER

EHEERDEES
EEEMOIREET=_4— (CIB)

REE

cAg=:2)
X<

ZEEFT(H—DT7HIER!
FHLEL(OFY. TFRN—F NIV DRREEFEDLTULVEL P A/N—XIEL 0 A/\—)

E5)
°
°
o —REFDFRE=—4— (CIB)
°
°
°
°

CSV / Print
AVIN—)RXp%E CSV T74
WICZFRAR—+F5:
MS Excel NAYR—k3 %7=
M), XL, ENRIT 5

| DefauliSon ||

Default sort
TIHILEDERE (&EZ
EXDY—KFZYEYLT B

YRRDANYE—DFFD) 0T BLERFGFEF A /— X5 —F TES,
©)

V'REKA T4 —DT7IER"E L/ TR/ BFEDREERDA T4 —ERTT 5. TNoDF T4 ¥ —1F RERXE
DBETIEAEEBBHICS AN,
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i.z If you see a Role with the text “no assignment”, please contact the Member Body User Administrator of the
g responsible ISO Member Body so that the role can be assigned through the Global Directory.

Role Appointed by Country Salutation Name E-Mail Phone
Committee member CO5QC (P-member) Irag - Mo assignment - -
Committes member ELCOT (P-member) Greece - Mo assignment - -
Committes member FOMNDOMORMA (P-member) Venszuela - Mo assignment - -
Committee member TAMORQ (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 @
Liaison representative (Secretary support team) ISO/CASCO ——
Lisison representative (Secretary support team) ISO/CASCO
Liaison representative (Secretary) ISOJCASCO . v .
Liaison representative (Secretary support team) 1SQ/CASCO
Liaison representative (Secretary support team) 1SOCASCO & -

The same principle has been used for the indirect committee officer access:

Quick Filter: |officer csv.] ((Frint)
Role Appointed by Country Salutation MName E-Mail
Officer (Convenaor) ISOJTC 176/SC 1/WG 1 -
Officer (Convenor) ISO/TC 176/5C 1/ WG 3 . .
Officer (Convenor) 1SO/TC 176/SC 2/WG 18 - =
Officer (Convenor) ISOJTC 178/SC 3/WG 1 . . . 1
Officer (Convenor) ISOTC 176/SC 3/WG 10 . -
Officer (Convener) ISO/TC 176/5C 3/WG 11
Officer (Convenor) ISOJTC 176/SC 3/WG 12 - wuprw -

eCommittees User Guide helpdesk@iso.org
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. “no assignment " EREHDFRINI-HE (L, Global Directory #FH TREIHZY 4 THABLS
12, HED ISO REFEDESFRI— EEEISERFREL,

Role Appointed by Country Salutation Name E-Mail
Committee member COSQC (P-member) Irag . No assignment

Committee member ELOT (P-member) Greece - Mo assignment

Committee member FONDONORMA (P-member) Venezuela - Mo assignment -

Committee member IANORQ (P-member) Angola - Mo assignment - -

FANTDI—HFEEZDYI ML GD3 D TH A https.//directory.iso.org TIEFE TEB,

IV U NDEESDERHEXIIEEREZ Y R—IBNIIY O RREICHOTWSIGEX. TOMDEELTOHOE
ADBREDNYRARDREIDZARILIZRRENDD T, BEHEONI IV URREBLOHNNRZOFTE->TLNS,

Quick Filter: |casco csv |

Liaison representative (Secretary support team) IS0/CASCO —_ "
Lizizon rapresentative [Secratary support team) ISD/CASCO

Liaison representative {Secretary) IS0/CASCO . - »
Liaison rzpresentative (Secretary support team) ISOJCASCO l

Liaison representative [Secretary support team) ISO/CASCO -

BEMGEERT T H—DT7 I ERITDOVTHRBKRDREBIA AL TLVS,

Quick Filter: ﬁ‘lﬁcer @
Role Appointed by Country Salutation Name E-Mail

Officer (Convenor) I1SO/TC 176/5C 1/WG 1 . - -

Officar (Convenor) ISO/TC 176/5C 1/WG 3 l

Officer {Convenor) ISOJTC 176/SC 2/WG 18 - 1
Officer (Convenor) ISOfTC 176/5C 3/WG 1 ; . y |
Officar (Comvenor) ISOTC 176/SC 3/WG 10 . . e

Officer (Convenor) 1SOJTC 176/SC 3/WG 11 ! {

Officer (Convenor) ISOfTC 176/SC 3/WG 12 - -w - 1
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4.3 Folder Structure (Library)
4.3.1 Standard Folder Structure

All Electronic Committees have a predefined top level folder structure, explained below. The Secretary,
the Secretary Support Team and the Convenor may add subfolders inside this default structure to
organize their Committee work as they wish.

= All Electronic Committees have a predefined folder structure, which is the same for all TCs, SCs
@ and WGs. This folder structure cannot be changed.

You can open a folder by clicking on the folder name. By clicking View More under the folders you can
open the library. You will get a full overview of the existing folders.

& Historically, the folder structure was free and every Committee Secretary/ Convenor could organize

' the folders as they saw fit. Therefore, you might still see some TCs, SCs or WGs that have a folder
structure which is inconsistent. If this is the case for your committee, please contact the ISO Helpdesk
(helpdesk@iso.org) who will assist you in cleaning up the folder structure.

4.3.2 The standard folders
For all TCs and SCs, you will find the following default folder structure in the Library:

1 Library
Type Mame Size
] 00. Secretariat workspace 0 tems
== 0. Public information 0 tems
(6] 02. General committee documents 0 tems
w03, Meetings and resclutions 1 ltem
(] 04. Projects 0 tems
0 tems

E3 os. Drop-in box for members

% View more

Figure 22 — Default Folder structure
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43 THIWVEEE(S1T3Y)

4.3.1 IZETHIILTHEE £ cCommittee (X, LTDHREAD LS, IENITAHILL HEEEED, EBHE. EBHSE
YR—,F—L OVE— F(E. REREBERLRYIEETHIEMT. COMEDITAINIBERNICH T IAILTE
BT AIEMNTE B,

£ eCommittee [ZATEDITFNFIEEFIFD, CHlt, TNTD TC, SC, WG [ZHBL TS, CDT71
@\ NATBEIXEETEEILTELL),

X

THIVE BED)VITBHETHIZEFRIENTES, THILF D TERIZ&HS View More &4'1) v B & Library %
BKCENTES, BEDIAHILENTRT—ETEDLLS(124HD,

A BT THNEEEIFEHAT, EZERDEREGFE I E—FIFEE 71N ERwmHETEE
BTES ST, —BID TC SC WG Tl FI=—BMDHENIF NI BEFHF > T8 EEEH S
DELAGL, FDLIBGEEIE, ISO NI TT X Dhelpdesk@iso.orgIZERR T 1L, T /NI 1EEF
Blgd81-0DZEFZI1513E,

432 ZBEIAILS
FTARTDH TC KU SC D Library DT 74 THIILEEEIE. UTOREYTHD,

| Library
Type Name Size
] 00. Secretariat workspace 0 tems
.| 01. Public information 0 tems
M| 02. General committee documents 0 tems
M| 03. Meetings and resolutions 1 kem
(M| 04. Projects 0 ttems
.| 05. Drop-in box for members 0 ltems

4k
¥2 view more
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By default, all folders in the structure are empty. The table below shows the recommended usage for each
folder so that Committee Members can easily find information across different Committees:

Folder Name Intended use

00.Secretariat workspace This folder can only be seen by the Secretary/ Convenorand
Secretary Support Team and should be used for documentsin
preparation.

01. Public information This folder has public access and can be viewed without a log-into
the ISOTC server. It should therefore only contain information that
may be viewed by anyone, e.g. information on the Committee, its work
programme, secretariat etc.

02.General committee This folder should be used to store all documents that do not relateto

documents meetings or projects (as there are separate folders for these
documents).

03. Meetings and resolutions This folder should be used for all documents relating to meeting
organisation and meeting resolutions, e.g. invitations, agendas and
minutes.

04. Projects This folder should be used for all documents relating to projects of the
Committee.

Recommendation: Create one sub-folder for each project and one sub-folder
for finalized projects called Projects — finalized under which you can move
the project folders once the project isfinalized.

05. Drop-in box for members The drop-in box is the only folder in which Committee Members can
upload documents. It should therefore be used for the transmission of
documents from Committee Members to the Committee Secretariat.
The Secretary/ Convenor can then work on the documents and upload
them into the right folder and notify the Committee Members.
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TI4IETIE BERNDETHILF FEITESTVS, UTORTIE FERAVN—DPHRLILZERXOFTHE HZ
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TR B e Rk
00. Secretariat workspace COIAIWLEF (X, EE#®E. aVE—F(JSAE:TC/SC DiHFE. avE—F I

DIFIEADT AR EERBHE Y R—bF—LDANREIENTE
%, FRFDXEDIRICFERAT HIENEFELLY,
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B, BREELEDER) ZINHNTHIENEELLY,

02. General committee COIANFF. EEXREITAOC N CNLDEEXZEICIIFED 74 ILE H
documents FETD)ICERLEVWEXXEDIMIZERTHZENLEELLY,

03. Meetings and resolutions COTANTIE. REDOFELLSBOHERICET 22 XE (I BRI, EE.
BER OIMRICERTHIIENEELLY,

04. Projects COIAWEIE. ZFESDTOCIIMNBERIIEXEDIRIZERTHIEN
ZEFELLY,

HEFE: £TO°TIMNZDVT1 DDY T T4 NEEEREL, EhE
Projects—finalized &L TE T LT O T ORFIRT B, TOTORE THI4,
IO ORIFNZEBETE_EE TES,

05. Drop—in box for members FayTAoRYIRIE BEERAVN—NXEEZTYIO—KRTEIH—DT+IL
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4.4 Forums

You can share thoughts and ideas in the Committee using the Forum. Since Content Server 10, each
committee has a default forum created that is easily accessible through the Committee homepage:

ﬁ New Forums
o IS0/TC 021 Forum
Figure 23 - Committee Default Forum

Like in any discussion forum on the Internet, the Livelink Discussion Forum is organized by Topics to
which people canreply.

4.4.1 Adding a discussion topic to a Forum

Open the Forum by clicking on the link from the Committee homepage. Click on "New Topic":

1 |Hew
_ B
IS0/PC 305 Forum

Topic Title Posted By Last Maodified Replies

There are currently no topics to show in this view,

Figure 24 - Add topic

From the next screen, enter the title of the topic as well as the more detailed description of the topic, then
click "Next". You can also choose an icon to be displayed next to the topic.
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Forum > TEESATEAVLEREZHEETHIEMNTES, Content Server 10 D/A—2avhsld, RFEERIT £

BRR—LR—UEATEHBEITT I EATELT IHI DT —F LEFD,

_:j New Forums
o ISO/TC 021 Forum
23 — eCommittee DT 7#JLI® Forum

AB—=2IN LDHEP BT RAAY 3 - T+—F5 LERBRIZ, Livelink Discussion Forum [E7—Z&ITHREISN., £
NEIZHRHLTAVN—PREIZETESLS(ZHE-TULVS,

441 IH—SLITTARA DY 3 T—ZBMNT S
EEER—LR—IHBYLIES)HILTIA—SLEB “New Topic’29vo3 5,

ISO/PC 305 Forum
Topic Title Postad By Last Modified

There are currently no topics to show in this view.

B 24 - T—<%EMNT S

ROEE T, T—IDBIHET—IDFHFLVGRBAZAAL, “Next" &) 7T %, T—YDBEICTRTSNEGT (I &R
Ry (2ELTES,

©ISO/JSA2017



4 Electronic Committee (eCommittee) Homepage

” .= Add Forum Topic / = More Options
Titla: i i
£ gl = | =5 0
|§ = =P A& |.| Format ,|| Size |
|ﬂ- Source || =] |
Topic:
- - - - ‘.
— e oBoPoboWoM
| | [Edt... |

| Nextz= || | Finish || Cancet |

Figure 25 - Add topic: General

From the next screen, you can add attachment, refer to particular people or enter a URL relevant to the
discussion topic. These items are optional. When you have entered all information you want, click
"Finish" to create the topic in the committee Forum:

= Add Forum Topic I More Options 1

A

Refer To: Lt
| =
Desktop Attachment: Add Attachment: Mo file chosen Upload
Content Server Atlachmem:‘ Add Attachment: | | [ Browse Content Server... |
URL Attachment Name: | | URL: http:// |
o) Y o) o)

Figure 26 - Add topic: more Options

The new topic is now available from the Forum page and people can start posting replies:
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= Add Forum Topic ! More Options

Title:

B I U =- BE- @3 M iy

Y Format . Size

1
)
il

<> Source || |s

Topic:

Icon: .

Ca res: I
< | Next >> Finish || Cancel

25 - T—EEMTDH: — &

ROEEMND., TMET7AIVEBIL, TR AV A T—YIERTHIRED A /N—ESHBLIY URLEZANT B
CENTES, CNoDEBRERETHS BELTNTOEREAALIZL, “Finish"Z20)vIL, EEKTH— T4
[CBVWTT—YERET Do

= Add Forum Topic . 7-.]" More Options |
k2,
Refer To:
= %]
Desktop Attachment: Add Attachment: [ Choose File | No file chosen [(ueiosd ]

Content Server Attachment:| Add Attachment: { Browse Content Server, |

URL Attachment Name: URL: |http:/f [ Aca

(ssBec) ,@w|
26 - T—YEEMTS: KYELDF T3y

THEFHLWNT—IETAH—FLDR—UDNBOAFTEDLIIRY, AEEB/ET H_ENTES,
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[1= | Hew |_|jT| Manage rt:-lﬁ" List [ ) Chanae
(= Topic Subscriptions | Participants Settings
New Urgent Questions Posted to this Forum [Ask Question] [View More Questions]

Unanswered
There are no unanswered Questions for this Forum.

Answered
There are no answered Questions for this Forum,

1S0/TC 021 Forum

Topic Title Posted By Last Modified Replies

’;Ei @ My new discussion topic (=] @ (pin) 2013-08-19 12:30 0

Figure 27 - new Topic

4.4.2 Viewing a discussion topic and posting replies

To view a discussion topic, click on its name from the Forum homepage. You will then seethe
discussion:

1S0/TC 021 Forum > My new discussion topic
Date View | Reply View | Thread View | Print View

! ::_ gstadler misa.ar @ My new discussion topic
B This iz a new discussion topic for the Committee,
Please join into the discussion and comment on the topic.

Modified on: Mo Aug 19 12:50:18 2013

Created on: Mon Aug 19 12:30:16 2013 | " PostReply | & Post Reply with Quote
Unrated

Date View | Reply View | Thread View | Print View

Figure 28 - Discussion topic details

You can reply to a discussion topic with our without aquote:

ISO/TC 021 Forum > My new discussion topic
Date View | Reply View | Thread View | Print View

@ My new discussion topic

This is @ new discussion topic for the Committee.

Topic

The topic is always
highlighted with a
yellow background

Please join into the discussion and comment on the topic.

Modified on: Mon Aug 19 12:34:46 2013
Created on: Mon Aug 19 12: | % PostReply | ¥ post Reply with Quote
Unrated

’
My new discussion topic
Hello, I am joining the discussion.
T have many opinions on the subject.
Modified on: Mon Aug 19 12:41:18 2013
Created on: Mon Aug 19 12:34:44 2013 | %% PostReply | ¥ Post Reply with Quote
Unrated | Add to FAQ
| My new discussion topic
e
s 1am replying not ta the topic directly, but to one of the other answers
Modified on: Mon Aug 19 12:41:18 2013
Created on: Mon Aug 19 12:41:17 2013 | P postReply | & Post Reply with Quate
Unrated | Add to FAQ

Figure 29 - Post reply to topic
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= MNew [ Manage T | List &4 | Change
“& | Topic |__| Subscriptions || Participants |_#% | Settings
New Urgent Questions Posted to this Forum [Ask Question] [View More Questions]
Unanswered
There are no unanswered Questions for this Forum,
are no answered Questions for this Forum,
150/TC 021 Forum
Topic Title Posted By Last Modified Replies
2013-08-19 12:30 a

-,--I My new discussion topic & ¥ (pin)
= ¥ pl (pin)

K 27 - HFILLVT—T

442 TAZANY A T—YEMEL. BEER/RT S T XHhvar T—EHBETRICE TA—FLDK—LR
—UHBEDEBHEIIVIT . THE TARAYY aVREERBIENTES,

1IS0/TC 021 Forum > My new discussion topic

Date View | Reply View | Thread View | Print View

EE My new discussion topic

This is a new discussion topic for the Committee,

stadler @iso.org

Please join into the discussion and comment on the topic.
Modified on: Mon Aug 19 12:30:18 2013

Created on: Mon Aug 19 12:30: 156 2013 | 4 PostReply | *@ Post Reply with Quote
Unrated

Date View | Reply View | Thread View | Print View
28 - TARDYL AV T—IDEF
.’ﬁﬂl

T4RADYarT—RITHLTRIETES, ZDE. SIREDFEMDIFHNIEEIRTES,

1S0/TC 021 Forum > My new discussion topic
Date View | Reply View | Thread View | Print View

TOpICS [ B 1y new discusson tooic
7—_ —< [i . -'H%f- | Thisis & new discussion tooic for the Commities,
- Hde 2
CTEBEOER - — -
. /f — /f |~ é Please join into the discussion and comment on the topic.

T/ 4 Ppdied o MOn ALD 9 1203996 204F

#Lé o Created on: Mon Aug 19 12: | ¥ PostReply | 7% PostReoly with Cuote
Urrated

My new dscussion topic

- -
Helle, T am joining the discussion,
Thave many opinions on the subject.
Modifed on: Mo dug 19 12:81:18 A013
Created on: Mon Aug 19 12:34:44 2013 |+ BostReply | # PostRaply with Cuots
Unrated | Acd to FAD
D1y rew dISUSSOn 0Dic
== &=

I am replying not to the topic drecily, but tu one of the ather arswers
Modifed on: Mon Aug 10 12:41:18 2013
Created on: Mo Aug 19 12:41:17 2013 | *% PostReply | " PostRenly wih Custs

B 29 - T—I~DEEZBH TS
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When you post a reply with Quote, the description text of the topic will be copied into your reply as a quote
(you can edit this text):

H '_‘;'j"ﬁdd“e?h’ ’V |_-_' More Options |

Title: E&T

B 7 U =-B @ D &
* hﬂ = = = = 1)
=

= B & || Format -|| Size -|

| =

|-h Sﬂurﬂe“ =) ‘

Topic: [QUOTE]

Topic

[fQUOTE]

Tcon: » o o? ot oWl

Categories: | || Edit... |
| =Back || Next == | | Finish || Cancsl |

Figure 30 - Post reply to topic with Quote

You can also reply to a response to the topic:

150/TC 021 Forum > My new discussion topic

Date View | Reply View | Thread View | Print View
L B wy new discussion topic
P ‘t -
— This is a new discussion topic for the Committee.
Please join into the discussion and comment on the topic.
Mopdified on: Mon Aug 19 12:34:46 2013
Created on: Mon Aug 19 12:30:16 2013 | 7% PostReply | " Post Reply with Quote
Unrated
\ My new discussion topic
£ | .
— Hello, I am joining the discussion.
R eS p O n S e I have many opinions on the subject.
Modiffed on: Mon Aug 19 12:41:18 2013
Responses are Created on: Mon Aug 19 12: I %% post Repl 1 & Post Reply with Quote
. Unrated | Add to FAQ
always with a grey y
ITal N
My new discussion topic
background | y
= 1am replying not ta the topic directly, but to one of the other answers
Modified an: Mon Aug 19 12:41:18 2013
Created an: Mon Aug 19 12:41:17 2013 | % postReply | % Post Reply with Quate
Unrated | Add to FAQ

Figure 31 - Post reply to response
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SIRMOEIEZBEHTHERIE. T-YDOHRAXHN I AELTRZERAE—SN D (ZDTFAMNIIREFTEE) :

s Add Reply ! More Options

Title: TEST

sl
=E 5 3 P a Format - || Sce -

> | Source | | |8

Topic: [QUOTE]

q Topic

[/QUOTE]

, S

Icon: . L) d _‘v'ﬁ LTJ
Categories: Eda... |
| << Back || Next >> Fmish || Cancel |

B 30 - 5| A TTF—<~DEIE%.BHIT S

T—I~DEFICHLTHEETSHIELTES:

ISO/TC 021 Forum > My new discussion topic

iate View | Reply View | Thrazd Ve | Poor iew

P8 1y e discussion tooi:

Thieie & naw discussion togic for the Cemmitiea.

Please jomn into the discussion and comment on the topic.
Modified an: Mon Aug 19 12:24:46 2013

Created on Men Aug 19 12:30:16 2013 & portnpply | T poctRaplv with Quots
Urreted

My pew deaussion tope

Hedg, T a joining the discussion,

Response H
Thave rany eprons o1 the subject,
BEZIE. &I

Modified on: Man g 18 12.41:18 2013
He B -2 Created on; Mon Aug 19 12: “& Post Rzl
RED ERT 2 i

b PostRaplv with Quots
Unrated | Add to FAD

NI4T

i red e ol
6 —— My rew disausson iomc
o

Tan teplying rot to the topic dreciy, but to ane of the cther arswers

Modifed on: Mon Aug 19 12rdl I8 2013

Created on: Men Aug 16 12:41:17 2013 | T Poct Rasly

31 - EFICHTILEER/BTD

4 Poct Ragly with Cunte
Unrated | Acd to FAQ.
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Different views are available depending on your preference:

View Description
Date This is the default view, it will show the posts ordered by date from oldest to
View newest

1S0/TC 021 Forum > My new discussion topic

Date View | Reply View | Thread View | Print Yiew

@ My new discussion topic

This is & new discussion topic for the Committee.,

Please join into the discussion and comment on the topic.

Modified on: Mon Aug 19 12:39:45 2013

Created on: Mon Aug 19 12:30:16 2013 | %4 PostReply | *& Post Reply with Quote
Urrated

My new discussion topic

[
Hello, T am joining the discussion.
I have many opinions on the subject.
Modiffied on: Mon Aug 19 12:41:18 2013
Created on: Mon Aug 19 12:34:44 2013 | " PostReply | 7@ Post Reply with Quote
Unrated | Add to FAQ
My new discussion topic
[A—

I am replying not to the topic directly, but to one of the other answers
Modified on: Mon Aug 19 12:41:18 2013

Created on: Mon Aug 19 12:41:17 2013 | b PostReply | & Post Renly with Quote
Unrated | Add to FAQ

Date View | Reply View | Thread View | Print Yiew

Reply
View

Shows the replies in chronological order, slightly indented to show the hierarchy

of replies

1S0/TC 021 Forum > My new discussion topic
Date View | Reply View | Thread View | Print View

@ My new discussion topic

Modified on: Mon Aug 19 12:34:46 2013

This is & new discussion topic for the Committee,

Please join into the discussion and comment on the topic.

Created on: Mon Aug 19 12:30:16 2013 | ¥ PostReply | & PostReplv with Quote
Unrated

My new discussion topic
-

Hello, I am joining the discussion,

I have many opinions on the subject.

Modifed on: Mo Aug 19 12:41:18 2013

Created on: Mon Aug 19 12:34:44 2013 | % postRenly | % Post Reply with Quote
Unrated | Add to FAQ

My new discussion topic

1am replying not to the topic directly, but to one of the other answers
Modified on: Mon Aug 19 12:41:18 2013

Created on: Mon Aug 19 12:41:17 2013 | & postReply | P& PostReply with Quote
Unrated | Add to FA

Date View | Reply View | Thread View | Print View
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150/TC 021 Forum > My new discussion topic

Date View | Reply View | Thread View | Print View

@ My new discussion topic

This is & new discussion topic for the Committee,

Please join into the discussion and comment on the topic.

Modified on: Mon Aug 19 12:34:45 2013

Created on: Mon Aug 19 12:30:16 2013 | & post Reply | b post Reoly with Quote
Unrated

discussion topic

Hello, [ am joining the discussion.
I have many opinions on the subject.
Modifed on: Mon Aug I8 12:41:18 2013
Created on: Mon Aug 19 12:34:44 2013 | P PostReply | 'Fé Post Reply with Quote
Unrated | Add to FAQ
- My new discussion topic

I am replying not to the topic directly, but to one of the other answers

Modified on: Mo Aug 19 1.2:41:18 2013

Created on: Mon Aug 19 12:41:17 2013 | P PostReply | ¥ Post Reoly with Quote
Unrated | Add A0

Date View | Reply View | Thread View | Print View

EERDRT

EIEZRRINICKRTYT D, AEDEBERI=OITDLIU TSN TS,

1S0/TC 021 Forum > My New dIScussion topic
Date View | Reply ¥iew | Thread View | Brot View

B9y new discussion togic

Thisis a new discusson topic for the Committee,

Please join into the discussion and comment on the topic.

Modified on: Mor Aug 10 12:34:45 2013

Created on: Mon Aug 19 12:30:16 2013 | Véb PostReply | W FostRenlywith Quote
Urrated

My new discussion topic

Hella, Lam joining the discussion,

Ihave many opinions on the subject,

Modfed on: Mor Aug 19 12:41: 18 2013

Created on: Mon Aug 19 12:34:44 2013 | ' Post Reply | ¥ Post Reoly with Quote
Unrated | Add ta FAQ

My new discussion topic

Modified on: Mon Aug 19 12:91:18 2017

Iamreplying not to the topic drectly, but to ore of the cther answers

Created on: Mon Aug 19 12:41:17 2013 | T Post Reply | 7 Post Reoly with Quate

¢ | Reply view | Thread view | Prot view
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View Description

Thread

View as discussio

IS0/TC 021 Forum >

Shows the topic and the replies, slightly indented to indicate the hierarchy of replies

Date View | Reply View | Thread View | Print View

n threads

My new discussion topic

Lr.'g My new discussion topic

This is a new discussion topic for the Committee,

Please join into the discussion and comment on the topic.
Modified on: Mon Aug 19 12:34:96 2013

Created on: Mon Aug 19 12:30:16 2013 | '“é PostReply | & Post Reply with Quate
Unrated

Hella, I am joining

Fj My new discussion topic -
the discussion.

& My new discussion topic -
1 am replying not to the topic directly, but to one of the ather answers

Date View | Reply View | Thread View | Print View

Mon Aug 18 12:34:44 2013 (Unrated )
I have many opinicns on the subject,

Maon Aug 19 12:41:17 2013 (Unrated )

Print
View

said:

said:

said:

Opens a separate window to enable easy printing of the discussion topic

Forum: ISO/TC 021 Forum
As of: 2013-08-19 12:46
[dlick here to print] | [dick here to dose window

My new discussion topic

This is & new discussion topic for the Committee.

Please join into the discussion and comment on the topic.

Modifed: 2013-08-19 12:34
My new discussion topic

Hello, I am joining the discussion.

I have many opinions on the subject.

Modifed: 2013-08-19 12:41
My new discussion topic

I am replying not to the topic directly, but to one of the other answers

Modified: 2013-08-19 12:41

4.4.3 Forum Notifications

By default, all roles on the

committee are notified by email when a new topic or a new response is

posted to the Committee Forum.
It is not possible to customize the notifications by user. It's either all users in the committee are notified,

or none are notified.

If there is a problem with these notifications and the frequency, please contact helpdesk@iso.org
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FE BA

—VERIBERTT %o TARANYLIAVDARIEELTOERIBZDREEZERY =01
YLAVTURESATINVS,

B IED T

Sl

150/TC 021 Forum > My new discussion topic

Date View | Reply View | Thread View | Print Vie |

¥ My new discussion topic

This is a new discussion topic for the Committee,

Please join into the discussion and comment on the topic.

Modified on: Mon Aug 19 12:34:46 2013

Created on: Mon Aug 19 12:30:16 2013 | *& PostReply | & PostReply with Quote
Unrated

Mon Aug 19 12:34:44 2013 (Unrated )
o the subje

Mon Aug 19 12:41:17 2013  (Unrated )
tt of the other an:

Forum: ISO/TC 021 Forum
As oft 2013-08-19 12:46
[dick here to print] | [dick here to dose window]

My new discussion topic
said;
This is a new discussion topic for the Committee.

Please join into the discussion and comment on the topic.

Modified: 2013-08-19 1
My new discussion topic

said:
Hello, I am joining the discussion,

I have many opinions on the subject.

Modified: 2013-08-19 12:41
My new discussion topic

said:
I am replying not to the topic directly, but to one of the other answers

Modified: 2013-08-19 12:41

ENRI 3R = TARNYL A T—REBRICHRTEDLSIZT B0, BHED IR 2%R<

443  TA—SLOBEH TIHLITE HFLOT—IXEIHLOEIENEER T+ —SLITEBEH SN S E
EZDTRTOREIDARIZE A—)LTEMEND, A—FDNBHENREITAXTEHILIETELGL, EESD
—Y28(2EMT 50 2GEHMLELLDOVTAL THD,
NoDBHMRUVZDHEEICEELHSZE L. helpdesk@iso.org [TEAZLTIELLY,
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4.5 Ballots
The Ballots pane shows all current and active ballots of your Committee along with their type and end
date.

@ gallots

Type Reference End ~

DIs |1S0IDIS 17945 2013-10-16

DTS [20/DTE 18683 2013-10-21

Figure 32 - Ballots on eCommittee Home

To see the details of a ballot, click on itsreference.

'2 Registered voters of the committee will be able to see the details of the ballot in the electronic
balloting application by clicking on the ballot reference.

By default, Committee Members do not have voting rights assigned and cannot see ballot
details.

The only exception is on Working Groups where Committee Members have full voting rights and
access to the Working Group consultations.

4.6 Meetings
The Meetings pane shows all the active meetings of the Committee along with their date, location and
status.

@ Meetings

Title T Date Country City Status

22nd meeting 2010-04-19 Germany Bonn Convened

Figure 33 - Meetings on eCommitteehome

To see the details of a meeting, click on its title. You will then be forwarded to the meeting entry in the
ISO Meeting Management application in a newwindow.
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45 R
Ballots M4 R I#(E, FIBEES THRET VT4 (> TWAIREE AT LU B LLEBITRTT b,

=
@ Ballots

Type Reference End ~
DIs ISODIS 17945 2013-10-16
DTS ISQ/DTS 18683 2013-10-31

32 - eCommittee Home _t () Ballots
BREDHEMERDICIZ. SBESEIIVIT 5,

N EREFOZESBEEI. BEOSRESEIVvITNE, EFBRET IV —2av OBRED
HMERDCLENTESD., TIHITEH. BREAVN—IRREESAONTELT . RROHF
HMERHIENTELGL, E—DHISNE WG T, EERAVN—EIRLLGIRZEELTHS . Working
Group Consultation [Z279 ©A TS5,

46 i
Meetings D IA R I#II. FIBEEB S TF VT4 (- TWNEEe£E%. BER. BT, IKiREELIZRTT 5,

@ Meetings
Title ¥ Date Country City Status
22nd meeting 2010-04-19 Germany Bonn Convened

33 — eCommittee home _E ) Meetings

SEOHRMERSICIE. SEODEMEIVVITE, THE FilzBo4 U ROMBE, 7T — 32 ISO Meeting
Management DEED TN —E@EICHEEHT 5,
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4.7 Structure

The Structure pane shows the entire structure of your Committee with its Sub-Committees and Working
Groups. You can easily identify how a Sub-Committee is related to a Committee, what other Working

Groups exist in the Committee etc.

Féq Structure

You are here Type  Name

Highlighted in blue @ ISOITC 034 "Food products™ (=]

is the TC/SC/WG ‘[ﬁ 150/TC 034/AG "Advisory group” (= ]
you are currently #l§  'SO/TCO34UWG 11 Joint CASCO - TC 34 WG; Requirements for bodies providing

viewing
ISOITC 034/5C 02
ISOUTC 034/5C 03

ISOITC 034/5C 05

EREEFEE

audit and certification of food safety management systems™ (=
"Oleaginous seeds and fruits and oilseed meals” (=]

"Frut and vegetable products™ (=]
ISOUTC 034/SC 04 ™

Cereals and pulses” [=]

“Milk and milk products” =
ISONTC 034/SC 05 ™

[ Th e Ll

Meat, poultry, fish, eggs and their products” (=

Crirae ~ulinans harhe and candimante” (=]

Figure 34 - Structure on eCommitteeHome

In the screenshot above, you can see that WG AG “Advisory group” is part of the TC 034 “Food

Products”.

4.8 Committee Scope

The "Overview" section shows the official scope of the Committee as defined in the ISO Global Directory.
This information is available for all Technical Committees and some Sub-Committees and Working

Groups.

£ overview

Scope:  Standardization of the materials, equipment and offshare structures used in the driling, production,
transport by pipelines and processing of liquid and gaseous hydrocarbaons within the petroleum,
petrochemical and natural gas industries.

Excluded:

o aspects of offshore structures subject to IMO requirements (IS0 / TC &).

Figure 35 - Example of Committee Scope
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47 BiE&

Structure D4 RI#(L, SC & WG ZHIFMBERERDEREEETY, SC A TC EESEFRTHM. TD

[CHFET HMD WG [FRIAFEREICHEETHENTED,

t2¥ Structure

You are here

BFETNLASMK
Sht=EaH
BHERTWS
TC/SC/WG T
Hb.

Type

Name

ISOITC 034 "Food products™ (=]

ISOITC 034/AG "Advisory group” [~

4
v

EEEFER

ISO/TC 034/JWG 11
audit and certification
ISO/TC 034/SC D2 ™

ISO/TC 034/5C 03 ™
ISO/TC 034/5C 04 ™
ISOITC 034/5C 05
ISOITC 034/5C 06 "

ISAMr NSr nT ™

"Joint CASCO - TC 34 WG, Requirements for bodies providing
of food safety management systems” [=]

Oleaginous seeds and fruits and oilseed meals™
Fruit and vegetable products” [=]
Cereals and pulses”

"Milk and milk products” (=

Meat, poultry, fish, eggs and their products™ [

Cnirae r~ulinans harhe and ~andimante™ (7]

B 34 - eCommittee Home £ @ Structure

LEEOEEIE—NDH T, WG AG “Advisory group” & TC 034 “FoodProducts”IZ[@3 52 &M

48 ERSDOXFHH
“Overview” 433 1%. ISO Global Directory CEZESN-EESNDER B ERGEFEERTT D, cOFHRIL. T R
TO TC, —#®D SC RUY WG ITDWLWTAFTED,

) overview

Scope:

©ISO/JSA2017

Standardization of the materials, equipment and offshore structures used in the drilling, production,
transport by pipelines and processing of liquid and gaseous hydrocarbons within the petroleum,

petrochemical and natural gas industries,

Excluded:

o aspects of offshore structures subject to IMO requirements (ISO / TC ).
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4.9 Committee Task List

The committee Task List is a feature that has not been used much in the previous versions of Livelink but
that is useful to manage milestones and tasks and assign them to different people in your committee.

By default, each committee has a dedicated task list that can be accessed through the "Committee Task
List" item in the Navigation menu:

== Add Item
150 Standards Development +» ISOTC home ¢ ISO/TC 067 "Materials, eq...

i,
=] 150/TC 067 Task List

Navigation Menu € | Tasks
Committee Home

Child Committees 4
Committee Projects

User Guides

There are no items to display.

150 Applications
My Committees
My Tasks

MN-Documents List
Member List
Email to Secretary
Mail Archive

Committee News
-[ Committee Task List ]

N-Documents Motification

MNotification Repart

Send documents to ISQ/CS

Email to Members

Secretary Member List

Figure 36 - Committee Task List

By default, the committee task list is empty. Secretary and Secretary Support Team can add Milestones
and tasks from the "Add item" menu on the topleft:
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49 ERRIRVAH
RERDIRYYANE, Livelnk DIBN—230 TRESFEYFIASNTOGN>1HEETHLA . EELREESR
VEEEL, ThoEZRBRRNDOMD AL N—IZB L THRIZER TH D,

TI4IETIH. BEESEERADARV)ANEE D, TN, FEST —L 30 A= 21—DIEE “Committee Task
List" M7 IEATES,

= Add Item
150 Standards Development + ISOTC home + ISO/TC 067 "Materials, eq...

g0y

| 1S0/TC 067 Task List

Navigation Menu &)  Tasks

Committee Home
Child Committees ’ There are no items to display.
Committee Projects

| Helpdesk |

User Guides
150 Applications
My Committees

My Tasks

N-Documents List
Member List
Email to Secretary
Mail Archive

Committee News
Committee Task List I

N-Documents Notification
Motification Report

Send documents to ISO/CS
Email to Members

Secretary Member List

K 36 - EEEDARIYAR
TIHIETIE. ZESDEARIYAMIZERIZHE->TWS, ERERERVERBREYR—rF—LIX,. HL(JISA

A RXIGIELEEGSOTVWEDN, TARTLALIFALTHD) DAZ21—"“Add item" MNOEELERMEARIEEM
TBRIENTES,
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== Add Ttem

150 Standards Development + ISOTC heme » ISC/TC 067 "Materials, eq... @ Milestone

(ag
| 150/TC 067 Task List

2' Task

25 Task Group
Navigation Menu &3 || Tasks -

Committee Home

Child Committees 4
Committes Projects

User Guides

There are no items to display.

150 Applications

My Committess

My Tasks

M-Documents List
Member List

Email to Secretary

Mail Archive

Committee Mews
Committee Task List
N-Documents MNotification
Motification Report

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

Figure 37 - Add item

4.9.1 Milestones

Milestones are, as their name indicates, milestones for the committee, i.e. important date for the

committee. This could be the next plenary meeting, the publication of a new Standard or the completion
of a particular phase of aproject.

Adding Milestones will enable you to then create tasks that have to be done for this milestone.

To add a milestone, go to the Committee Task List and select Add item — Milestone as shown in the figure
above. On the next screen, enter a name for the milestone, a description and target date and time and

click "Add":

= -

=" Add: Milestone
Name: ‘ My first important Milestone
Description:

This is a goal for the committee

A

: ‘ 15 [»] |September [»] [2013[«] |15:00 [+]
Categories: ‘

Target Date:

Create In: 150Q/TC 067 "Materials, equipment and offsho

==

Figure 38 - Add Milestone
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ISO Standards Development * ISOTC home » ISO/TC 067 Materials, eq...

148

-] 1S0/TC 067 Task List

Navigation Menu @  Tasks

Committee Home

Child Committees r
Committee Projects

User Guides

IS0 Applications

My Committees

There are no items to display.

My Tasks

MN-Documents List
Member List

Email to Secretary
Mail Archive
Committee News
Committee Task List

N-Documents Notification
MNotification Report

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

37 — Add item
491 EELEME (Milestone) EELBRMELIL. FDZFNTRT L. RELITL>THEELERE, DFY,. TEL
BThb. REIOEAKEE., HILWMAKORT. TOC /OB ERBOTTHRENEZLONDS,
FELRREEMANE. COEBLBREDEOICLETNIEESENIRIEERTEIENTES,

FELERBEFMASIZIE. Committee Task List [ZFBEIL. LEEDOR D K512, Add item Hi5 Milestone ZEIRTH, X
DEET,. EELERMEOL TR, 5208, BZ88. #iMZEA AL, “Add"E#0)vo9 5,

E?f' Add: Milestone

Name: My first important Milestone

Description: This is a goal for the committee

Target Date: . 15 [w] | september [w] | 2013 ] |16:00 [+]

Categories:

Create In: ISO/TC 067 "Materials, equipment and offsho| | Browss Content Server... |
-0

38 — Add Milestone
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After creation, the Milestone will appear in the Committee task list:

150 Standards Development » ISOTC home ¢ ISO/TC 067 "Materials, eq...

ITTy
=] 150/TC 067 Task List -

Navigation Menu @ | wilestones 2l
Committze Home Mo. Mame Original Date  Current Date Actual Date Mumber of Tasks Percent Complete |
Child Committees 3

Committee Projects b1 (@ My first important Milestone ? 2013-09-15  2013-09-15 None 0 None

User Guides

Tasks
150 Applications

My Committees
My Tasks There are no items to display.
N-Documents List

Member List

Email to Secretary

Mail Archive

Committee News

Committee Task List

M-Documents Motification

Notification Feport

Send documents to ISQ/CS

Email to Members

Secretary Member List

Figure 39 - Milestone in Committee Task List

Clicking on the Name will open the details of the milestone where you will see the description and related
metadata. You will see that Percent complete will be calculated based on the completion of the tasks
assigned to the milestones.

150 Standards Development » ISOTC home » ISQ/TC 067 "Materials, eg... » ISO/TC 067 Task List
@ My first important Milestone - «

Navigation Menu € | Thisis a goal for the committee

Committee Home Original Date: | 2013-09-15 16:00 Pending: 10.00% (0 Tasks)
Child Committees 3

i . Current Date: | 2013-09-15 16:00 In Process: | ——10.00% (0 Tasks)
Committee Projects
User Guides Actual Date: | None Issue: C10.00% (0 Tasks)
150 Applications |

i Number of Tasks: | 0 On Hold: | C——10.00% (0 Tasks)
My Committees |
My Tasks Percent Complete: | Mone Completed: | C——10.00% (0 Tasks)
M-Documents List Resources: | 0 users Cancelled: | C——10.00% (0 Tasks)
Member List |
Duration: | 0 days (0 business days)

Email to Secretary
Mail Archive
Committee Mews
Committee Task List

N-Documents Motification
Notification Report

Send documents to I50/CS
Email to Members
Secretary Member List

Figure 40 - Milestone details

4.9.2 Tasks

Tasks can be created as part of a Milestone or without. The goal is to assign tasks to different groups
within your committee and to track progress of thesetasks.

To add a task, go to the Committee Task List and select Add item — Task. On the next screen, enter the
details of the task with start date, due date, priority, status etc. If you want to associate the task to an
existing milestone, you can select any existing milestone of the committee from the drop-down menu:
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BREEKRZDHE EERDIRV)AMNEELERENARTEIND,

IS0 Standards Development » ISOTC home » [SO/TC 067 "Materials, eq...
TIT)

=~ | 150/TC 067 Task List - »

Navigation Menu &3 Milestones 2]
C ittee Hi
e No., Mame Original Date  Current Date Actual Date Mumber of Tasks Percent Complete
Child Committees 4 & .
Committee Projects k1. @ My first important Milestone 7 2013-0%-15 2013-09-15 None 0 None
User Guides
Tasks

150 Appications
My Committees
My Tasks There are no items to display.
M-Documents List

Member List

Email to Secretary

Mail Archive

Committee Mews

Committee Task Liat

M-Documents Motifization

Motification Report

Send doouments to ISO/CS

Email to Members

Secretary Member List

39 - RRAIFRIVVAMIBITHERTEERE

BHEVIVITHE EEREREOFMNFRE. SRALREEAS T —INRZ 5L 5, ERLRMBEICEIATS
NIZARIDTETEEWNEDIE T TN~V EHESNEZONRZ D,

150 Standards Development » ISOTC home » ISO/TC 067 "Materials, eq... » IS0/TC 067 Task List

@ My first important Milestone ~ @

Navigation Menu & | Thisis a goal for the committee

ommitice tiome Original Date: 2013-09-15 16:00 Pending: | C 0,00% (0 Tasks)
Child Committees 3 1 z z
. 4 00 . 7
Committee Projects Current Date: | 2013-09-15 16:00 In Process: | C——10,00% (0 Tasks)
Liser Qutkies Actual Date: Nonz Issue: E—10,00% (D Tasks)

150 Appications

My Committess Number of Tasks: | 0 On Hold: ————10.00% (0 Tasks)
¥ |

My Tasks Percent Complete: | MNone Completed: | ———10.00% (0 Tasks)
N-Documents List Resources: | 0us=rs Cancelled: | ———10.00% (0 Tasks)
Member List -

Email to Secretary Duration: 0 days (0 business days)

Mail Archive

Committee Mewsa
Committee Task List

M-Documents Notifization
Motificaton Repaort

Send documents to ISQfCS
Email to Members
Secretary Member List

& 40 - EERTERBE DR

492 AR RZAYIE, EBELEREO—IRELTEH, EELERBEEIIEEDFTEVWVETERETHENTES, 2R
ODBEIX. FIRBEESNDOERLGT I —TIZARVEBUT, TNOERIDEB IR REZEBMTEHETHD,

RRYEMZBIZIE, Committee Task List IZFEEIL . Add item M5 Task ZEIRT S, ROE@ET. FHIEA. &8,
BAE.IRELEDIRIDHEMEANT 5, AR VEREDEEREBEBED T -MEGE(X. FOvTaH A=
A= EESDEBEOEELRRBEOVNTNAEEIRTHENTES:
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+ Add: Task

Name: | |
Assigned To: B.
Start Date:
Due Date: I 2 = N = B |
Priority: [ Medium [ ]

Milestone e [Pending [=]

Select an existing # Milestone: [<None> =]

milestone from the Instructions: My frst mportant Miestone

list to associate the

task to a milestone )
Comments:

s

Add Content Server Attachment: | | | [Erowss Content Semver.. |
Add Desktop Attachment: Choose File | Mo file chosen
Categories: | | (Edit..]

Figure 41 - Add Task

You can assign a task to roles on your committee by clicking on the yellow face icon next to the Assigned

To field:

Name: |A new taks to do 4 |
Rssgned 1o ErTeE—
start Date: il (w0l
Due Date: = | — i —
Priority: | Medium [v]
Status: [Pending [
Milestone: [ <Mone= =]
Instructions:

P:
Comments:

g
Add Content Server Attachment: | | | [Browse Content Semer... |
Add Desktop Attachment: [ choose File | Mo file chasen
Categories: | ==

Figure 42 - Assign torole
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!i! Add: Task

Assigned To:
.. .. . . . . . ... Priority:
Milestone i
 BEOEELBREE #w
'JZFb\Big?Rbsi | Instructions:
 ELBRBIIERYE
| EESITA,
—

Add Content Server Attachment:

Add Desktop Attachment:

Categories:

38

<Not Assigned > B
19 [+] [august  [+] [2013[=] [18:00 =]
[=] == [=]

Medium EI

Pending E‘

<None> 3]

<MNone > |

My first important Miestone

4

@ No file chosen

B 41 -3RH%EMT S

Assigned To DD EBVEBORDTAAEI)vITHIE. IBEEROREFIRIVZEN B THIENTE

%)O

Name: A new taks to do

Assigned To: <Not Assigned > B

Start Date: 19[+] [avgust  [+] [2013 16:00 [=]
Due Date: =] =] [=]
Priority: Medium

Status: Pending ZI

Milestone: <None > E[

Instructions:

Comments:

Add Content Server Attachment:

Add Desktop Attachment:

Categories:

[‘choose File | Mo fiie chosen

Edit,..
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In the next screen, you will see all role listed, you can select a role by clicking on "select" next to the role:

:}g Select Assignee
Ca Assign Task [ = |

Action Mame Log-in

Select e [ <Mot Assigneds

‘ Select = | [} Chairperson of I50/TC 034 "Food products”

Select > [} Chairperson Support Team of ISO/TC 034 "Food products”

Select > [} ISOCS-TPM-Assistant of ISO/TC 034 "Food products”

Select > [} ISOCS-TPM of ISO/TC 034 "Food products”
Select > |:,- Ligison-External of ISO/TC 034 "Food products™
Select > [} Liaison-IEC of 150/TC 034 "Food products”
Select > [} Liaison-IS0 of ISO/TC 034 Food products”
Select = [} Member of I50/TC 034 "Food products”

Select > [} Observer of ISO/TC 034 "Food products”

Select > [} Secretary of ISO/TC 034 "Food products”

Select > [} Secretary Support Team of I50/TC 034 "Food products”

Select > [} Twinned Secretary of ISO/TC 034 "Food products”

Select > [} Vice-Chairperson of ISO/TC 034 "Food products™

Cancel

Figure 43 - Select roles

You can also assign tasks to individuals with a given role. When you click on the name of the role instead
of "Select", you will see the list of people assigned to the role and can then individually select people:

OPENTEXT | Content Server

; 3! Select Assignee

| Member of ISOfI'C 067 '.'h;'léhér.ials, edﬁiblﬁent.and offshore structures ﬂ:;r-p.uéh'bleum-. peﬁod‘lemical and natural ga.s. industries” E B

Action Mame Log-in
Select > [EY
‘T By
Select > G
Select > G
Select » B
Select > [e
Select > Le
Select > Ce
Select > Eoe
Select > B

Figure 44 - Selectindividuals

The new task will then appear in the Committee Task List below the milestones:
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ROBEET, TRTOREDIIESNTOEDARZ S, ZEIDBED “Select" %51 w3 M IEREIEBIRTES,

BEZoN=REEHOBEANIERIEEIETEHELTED, “Select” DRDYIZREIDRFHEY)VIT HE. KE

a)>$ Select Assignee

L& [ Assign Task [+]

Action Name Log-in
Seloct [ <Not Assigned>

[} Chairperson of ISO/TC 034 Food products”
Select = \_‘f Chairperson Support Team of ISO/TC 034 "Food products”
Select = [} ISOCS-TPM-Assistant of ISO/TC 034 "Food products”
select > [ ISOCS-TPM of ISOJTC 034 "Food products”
Select = D— Ligison-External of ISO/TC 034 "Food products”
Select > [ Lisison-IEC of ISO/TC 034 "Food products”
Select > [} Lisison-ISO of ISO/TC 034 'Food products”
Select > [} Member of ISO/TC 034 "Food products”
Select > [} Observer of ISO/TC 034 Food products”
Select > [} Secretary of ISO/TC 034 "Food products”
Select = D— Secretary Support Team of ISO/TC 034 "Food products”
Select > [ Twinned Secretary of 1ISO/TC 034 "Food products”
Select > [} Vice-Chairperson of ISO/TC 034 "Food products”

Cancel

B 43 - ®&BZEEIRTS

[CEILTENEARDYRMERT, BL AERIRT BTEHNTES,

OPENTEXT Content Server

) ]}! Select Assignee

5 Member of ISO/TC 067 "Materials, equipment and offshare structures for petroleum, petrochemical and natural gas industries” EI O

Log-in

d Select >

T
Select >
Select >
Select >
Select >
Select >
Select >
Select >

Select >

¥

X 44 - @AEEIRTS

HLWIRINEBRLGREDOTDOEERIRV)ANMNIRTEND,
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Milestones 2]
Mo, Mame Criginal Date Current Date Actual Date Mumber of Tasks Percent Complete |
[ @ My first important Milestone v 2013-09-15 2013-09-15 None 1 0.00% |
Tasks
MName Assigned To Due Date Priority Status  Milestone Creator

[¥] A new task for the members of the Member of ISQ/TC 067 "Materials, equipment and offshore structures for petroleum, petrochemical None High  Pendig mlileﬁsrlitni: portant

committes ? and natural gas industries”

Figure 45 - Task on Committee Task List

/@)\_ People that you have assigned tasks to, either directly or through their role on the committee,
%7 Will see the task appear under "My Tasks", accessible through the Navigation menu.

Here, all tasks assigned to the person from any committee will be grouped in a single view:

rJ‘q My Assignments

g |C0nﬁgurei z |m_‘

Tabs Organize
Ean
Type | Name Due Date Priority Status From Location
E Prepare fraining session 2013-08-20 17:00 Mediurm In Process ﬂ IS0/ TC 067 Task List

4.9.3 Task Groups

Task Groups are a way organize tasks. The concept is the same as creating folders to organize files. If
you have a lot of tasks in your committee, it could be a good idea to create task groups to keep the list of
tasks to a manageable size.

To create a task group, select Add item — Task Group and enter a name and description for the group.
You can also select an existing milestone to associate to the taskgroup:

!If Add: Task Group

Name:
Description:
A
Default Milestone for Tasks: | | <None> =
=None >
Categories: My first important Milestone

Figure 46 - Add task Group
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Milestones ]
Mo. Mame Orignal Date Current Date Actual Date Number of Tasks  Percent Complete
1. (@ Myfirst important Milestone ¥ 2013-09-15 2013-09-15 None 1 D0.00%
Tasks
MNamz #Assigned To Due Date Priority Stats  Miestone Creator
[%] A new tast for the members of the Member of ISO/TC 067 "Materials, equipment and offshore strurturss for petraleum, petrochemical Nome  Hoh  Pending firstimportant firstimportant
o end naturel gasindustriss” s 8 =AM Lilestone

45 - EREFZRAIVARNEDRRY

@ BEHERIFEELDRE Lo TERIELETEAIALIL, My Tasks D FIZZXIHEREATIED
BEZB, ZALEFEL =3 A= a— S POt TES, Tt EELDBEDBEAIZZSTS
AFRERIBUEEEEY LTS,

4
l’ﬂ My Assignments

. Conflgu |Ediyf
e e x -..':.] | Qranize

Tvpe Name Due Date Fromy SIatus =rom Location
v| Pigpare bisinng sesso 2013-0%-20 17:00 Medur In Process _i [SOfTC DB7 Task List E

493 BRYTIWN—TF BRHTIW—TEARIEHREHTRBFEETHD. IVt TME. T7MIVERH T B=-HDTAHILE
RELRILTHD. FTEZESRNIZZELDIRIDABHAEHEIF. ZRIVTIL—TEHRELTERY) AN EBTESE
IZRDDABE THAD,

BRYT I—TEHRFET BIZIF, Add item A5 Task Group ZRIRL ., TIL—TDEMEGAEANT 2. BIFNE &
REEREFE ARG T IN—TIZEEDFHILETED,
5;5 Add: Task Group

Name:

Description:

Default Milestone for Tasks: | | <None>
Categories: My firstimportant Miestone | Edit...
(Aco ] [ Reset]
46 - ARV V—TEEBMT S
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4.10 News

On the Committee Home page, the News Player located right under the search bar displays news items.
You can open the news item by clicking on its name in the News Player.

OPENTEXT | Content Server

Enterprise Personal Tools Admpin 2 Search .

ISO/TC 067 News: Exciting news for the committee

IS0 Standards Development » T50TC home

% 1SO/TC 067 "Materials, equipment and offshore structures for petroleum, petrochemical and natural gas industries”

Figure 47 - News Player

These news items are linked to a News Channel which is managed by the Secretary/Convenor or the
Secretary Support Team.

4.10.1 The News Channel
For each Committee, a news channel is setup at its creation.

To access the news channel, click on Committee News from the Navigation menu:

Navigation Menu &

Committee Home D Library
Child Committees »
Committee Projects Type Name Size
User Guides [£3 00. Secretariat workspace 0 ltems.
150 Applications [# 01. Public information 0 ltems.
My Committees [8] 02. General committee documents 0 tems
My Tasks [# 03. Meetings and reselutions 0 kems
M-Documents List ﬁ_—l 04. Projects 0 tems
Merr!ber st [80] 05. Drop-in box for members 0 tems.
Email to Secretary
Mail Archive @ 08. Documents - Committee to I30/CS

‘[ Committes Mews ] [8] 07. Documents - IS0/CS to committes 1 tem
Committee Task List r_—l 08. Balloting and commenting 2 ltems
N-Documents Motification S
Motification Report

Send documents to I50/CS ﬁ
Email to Members il New Forums

Secretary Member List o ISO/TC 247 Forum

Figure 48 — Committee news
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410 —=a21—X
eCommittee DHR—LR—U T, RE/N—DETIZEREINT- News Player CZa1—XDIFEEMN RTINS,
News Player DEZMEI) oI5 1—XDOEEMEC,

OPENTEXT Content Server

Personal ___Tools Admin @ Search .

ISO/TC 067 News: Exdting news for the committee

150 Standards Development » ISOTC home

@ 1SO/TC 067 "Materials, equipment and offshore structures for petroleum, petrochemical and natural gas industries"

47 - News Player

hoD=—1—RIFHIF BE®RE.AVE —FTXIFZFOYR—FF—LIZEK>TEEEINS News Channel [T
JEINTLNS,

4101 —a—RFy¥oRIL
eCommittee ERILRFIZ, & eCommittee ITZa1—RFH U RILDBRESINTINS, Za—AF¥URILIZTIERT

B2l FEHF— a2 A=21—0 Committee News 51w $ 5,

Navigation Menu &

Committee Home [ Library
Child Committees 3

Committee Projects Type Name Size
User Guides =5 00. Secretariat workspace 0 tems
1S0O Applications [K3 01. Public information 0 ttems
My Committees 180 02. General committee documents 0 ltems
My Tasks i : :

: L] 03. Meetings and resolutions 0 tems
N-Documents List Ll 04. Projects 0 teme
Member List o

2 W] 05, Drop-in box for members 0 tems
Email to Searetary
Mail Archive @ 06 Documents - Committes to 1S0/CS
[ Committee News I W] 07. Documents - ISO/CS to commitiee 1 tem
Committee Task List [Z3 08. Balioting and commenting 2 llems

N-Documents Notification A e more
Notification Report

Send documents to ISQ/CS i

Email to Members %l New Forums

Secretary Member List o ISOTC 247 Forum

X 48 - Committee news
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4 Electronic Committee (eCommittee) Homepage

4.10.2 Adding a News item

You can add a news item by selecting Add Item — News from the menu on the top right of the News
screen:

OPENTEXT @ Content Server
Enterprise Personal Tools Admin a Search Al

150 Standards Development » ISOTC home » ISQ/TC 067 "Materials, eq.., »
I
[ 150/TC 067 News - ©

Havigation Menu &3 | Summary = Add Item

Committee Home Mo Current Mews.
Child Committees 4

Committee Projects

User Guides

150 Applications

My Committees

My Tasks

M-Documents List
Member List

Email to Secretary

Mail Archive

Committee MNews
Committee Task List
MN-Documents MNotification
Motification Report

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

Figure 49 - Add News item

The Add News screen opens and enables you to enter the details of the new News item.

1
Name: ew News Name/ Description
Description: This is @ new news item - Enter the name and
description of your news item
Effective Date: 20 «  April * 10 +  10:00 W Dates
Expiration Date: 25 w  April -~ 2010 = 1500 = Enter the effective date and

end date of the news item.
This will determine the
timeframe in which the news
item will appear in the News
Player

eCommittees User Guide helpdesk@iso.org
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4102 —a1—RIFEBZ*EMTD

News EEDA EIZHBA=21—H 5 Add Item -

OPENTEXT Content Server

Enterprise Personal Tools

150 Standards Development » ISOTC home

] 150/TC 067 News

Navigation Menu &3 Summary

Committee Home
Child Committees
Committee Projects
IUser Guides

150 Applications
My Committees

My Tasks

Mo Current News,

N-Documents List
Member List

Email to Seaetary
Mail Archive
Committes News
Committee Task List

MN-Documents Notification
MNotification Report

Send documents to 1S0/CS
Email to Members
Secretary Member List

=]

Add News D EEABHE. FILLV=_2—XIEE®D

Admin

42

News Z BRI HE-1—RIEEZBMT HENTED,

[7) Search

ISQJTC 067 "Materials, eq...

= Add Item
EJ MNews |

49 — Add News item

HBEANTEDREITED,
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B e e Name / Description

Description: This is @ new news item - —1—RAEHOEMEEGRHA
ZANT B,

Effective Date: 20 v Apri » 2200 v 10:00 v | Dates

Expiration Date: 25 w» April v 2010 v 1500 v —1—RIEEBOHEMBEET
BEANT 5,

News Player [Z&RREN 51— |
AEEOBBBEICTRET
60



4 Electronic Committee (eCommittee) Homepage

Headline
Headline: [} Exciting news! Enter the headline that you
want to appear in the
Story: There is a new user guide in preparation = News Player
iif;ﬂ for the new eCommittee application!
Watch this space for more information
coming soon! Sto ry
Enter the text of the news
item
Image
Browse the Livelink server
to select an image for the ALT Text
news item : The text shown when you
Image: Browse Li
hover your mouse over the
ALT Text: news items
Add Livelink Attachment: [ Browse Livelink... |
Add Desktop Attachment: Attachement

Browse the Livelink server
or your own computer to
select a file to attach to the
news item

Ignore Categories

Categaries : e

Create In: ‘ IS0/TC 034 [ Create In

y— By default this is the news channel

L of your committee. Itis

recommended not to change this
location

,@\_ You can create a news item about a document directly from the document itself. In the Library,
7 navigate to the document you want to put as a news item and click Make News from the
Functions menu of the document.

% Copy ) Move % Delete C_Tl Fip & Download [ ] Zip & E-mail L Email Link /< Print

|:| Type N Mumber Mame Size Document
O & 731 N731-001TC67 Management Plan from October 20dt 1 , 40 oo o o
[ =] 731 N731-R02TC67 Management Plan from October 2002 | Make Ganeration
O &) 731 N731-R03 TCAT7 Management Plan from October 2003 | Make Shortout
| @ TC&7 Terms and Definitions Move
[ Eil TC&7 websites & ISOTC Livelink presentation Offiine Mark
Set Notificati
0 @ 435 TC67 Policies and Procedures [ EmanEaEon
Make News
O @ TCE7 Portal {www. tc67.net)
Permissions
b @& MN731 TC67 Management Plan from October 2000
Delete
D @ N654 TC67 Management System
. = = Download
% Copy ) Move | 3% Delete 3} Zip &Download | [—] Zip & E-mail

Explore from Here
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Headline

Headline: h Exciting news! News\ Player [ZZ&7RL1zLY
~NYRSAUEANT D,
%torv: There is a new user guide in preparation

for the new eCommittee application!
Watch this space for more information

coming soon! L Story
Za—REHOTHFRMEA
Hn¥5,
Image
Livelink D —/\Z#BEEL.
Za—RIBEEHOEGEER ALT Text
75 21— REBEOLETVYIRE
Image: | [ Bowel giplf-exlcREnBTH
‘ Ak,
ALT Text:
Add Livelink Attachment: ‘ [ Browse Livelin... ] \
Add Desktop Attachment: ‘ Attachment \
! Livelink H—/\X(&/8vay
*BELT.Z2—RIEBIC
AT EITFANLEERT
%,
. _ RN Categories |$ R
Categones: | B
Create In: I1SO/TC 034 ( Create In

T+ ECEFFREESND =21 —AF¥
URWIZHELA TS, CORATr—23av%E
FTELEVNLSHETS

XEZIZETE=1—XBAIL. XEERHSEHEETEEHTES, Library DHET, =2 —XBHEL
THEELI-WXEZELETEEL, XZ0D Functions X=12—7'5 Make News 21)v 073,

B copy 'y Move | $4 Delete 3] Zip &Download | [ ] Zip &E-mail | | EmailLink = (s Print

Type N Number Name Size Document
@_I 731 N731-RO1TCET Management Plan from October 20 Add to Favoritss
=] 731 N731-R02 TC67 Management Plan from October 2002 | Make Generation
&) 731 N731-R03 TCA7 Management Plan from October 2003 | Make Shortcut
@ TC67 Terms and Definitions Move

Offline Mark

i

TC67 websites & ISOTC Livelink presentation

P O00O000D0DO0O0D OO0

@ IN435 TC67 Policies and Procedures Set oificabon
Make New:

@ TCo7 Portal (www.tc67.net) . & . = ]
Permissions

@ N731 TC67 Management Plan from October 2000
Delete

@ N654 TC67 Management System

— Download
Copy | ujMove 34 Delete [J] Zip &Download [ | Zip &E-mail

Explore from Here
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5 Working with Folders and Documents

5 Working with Folders and Documents

5.1 Working with documents
5.1.1 Viewing documents

There are three options to view a document in the eCommittee:

a) Click on the document's icon.

-
‘ A 211 1SOeCommittee for Secretaries v3.1

b) Click on the document's name.
‘ I50eCommittes for Secretaries w3, 1

c) Click on the small arrow behind the document to open the Functions menu. Select Fetch from the
menu for N-Documents, Open or Download for regular documents. The document will either open
directly or a download window opens first. This behaviour depends on your computer's settings. In
the download window select Open to view the document.

|wF,_I

Fetch/ View for N-Documents:

11 1s0eCommittes for Secretaries v, 1@ P

sl | Make Generation

209 Make Shaortcut

08 [ Move

| Offline Mark

207 | Set Notification

206 Make Mews
305-865 | Permissions

567 |_ Delete

Download

366-339

' Explore from Here

% [ Feten ]-

Figure 50 - Fetch Document
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5 THIFEEXBOBRIESE

5.1 XEDEEARE

5.1.1 XEDBRE

eCommittee DX EZFETH3D2DATaviH b,

a) XEDQT7AAVEIIVIT B,

--_l 211 1sQeCommittee for Secretaries v3.1

b) XEREVIVIT D,
;_—J - ISCeCommittee for Secretaries v3.1

c) XELHDEAIZHZTAOV ") E91)vILT Functions A=a1—%FA<, N XEIZDWTIEAZ2—H5
Fetch Z#iRT %, — ¥ XEIZDL\TIX Open XL Download Z:EIRT 5, XE L. I<ICRLKM. XK. B¥)
128y B—FRAV1UR MR EELDEEIZEEMNMENYIAV DREICKS, FVVA—FRAI4FDT
(% Open & ;EZIRLTXEZHET D,

N XZ 0 Fetch / View

o

11  150eCommittee for Secretaries v3.1 AJd P——

=i | Make Generation
a0g Make Shortcut
908 1 Move
Offline Mark
207 | Set Notification
208 Make News
305-368 :" Permissions
867 . Delete
36; 39 Download

i Explore from Here

= e o

50 - 3XE 0 Fetch
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5 Working with Folders and Documents

5.1.2 Downloading several documents in a Zip file

You can add several documents from a folder into a Zip file and then download to your computer. To open
and unpack a Zip archive you may need an archiving program like WinZip.

a) Navigate to the folder from which you would like to download the documents.
b) Select the documents by checking the appropriate check box.
c) Click on the Zip & Download button.

{allitem t',rpes}| b | !F r by name |j:’
] Mo ‘ D: Zip & Download | [] Zip &E-mail . Email Link 5 Print E n'_ﬁ;l o= Add Item
Mumber = MName Size

Document Type Document Sub Type Exp. Action Due Date Created
912 150 Central Secretariat oranization chart (1) ? 349 KB Public document Public document INFO MNone  2013-08-20 12:01
911 1S0eCommittes for Secretaries v3.1 ~ ® 3MB Draft Working draft INFO MNone  2013-08-20 09:42

] Move ;,ié Delete hj Zip &Download  [] Zip & E-mail . EmailLink | /a Print

Figure 51 - Select Documents for zip

d) The window Items to be Zipped & Downloaded opens. You can change the suggested download
name in the Archive Name field. The items to be downloaded and the number of items are listed
under Items.

5 Archive Name
¢ Items to be Zipped & Downloaded i
You can change the suggested name for the Zip

Archive Name: | New_Archive_201308207 120350.7ip Archive here
Ttems: |Ty|:|e Mame Information
-_,LI ISO-TCAT_M0S11_ISOeCommittee_for_Secretaries_v3n1 (ISOeCommittee_for -
-'_,L| ISO-TCAT_N0S12_I50_Central_Secretariat_organization_chart_(1 (I50_Central_Secre |temS B
supported Item Count: | 2items A list of all items to
, be included in the Zip
[le&DwnIDad][RE.e‘t][CanDel ] .
Archive
Figure 52 - Zip Archive settings
e) Click on the Zip & Download button.
Archive Name: New_Archive_20100419T091142.zip
Ttems: Type  MName Information
-_,;I 150-eCommittee-Presentation. pdf (ISO-=Committee. pdf) — 675 KB
I§_| 150-eCommittee-Presentation. ppt (I50-eCommittee.ppt) — 2 MB

-'_,l| IS0 eCommittee Guide for Secretaries and Convenors (I50eCommittee_for_Secretaries-DRAFT.pdf) — 815 KB

‘ [ zip & Download ]][F.Eet][c:annel]

Figure 53 - Zip & Download archive

Supported Item Count: | 3items
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512 HBEXEZE1DD Zip I7PALT—EAYO—FTS
1DDITAHILE D SEHMIXEE1DND Zip FT7AILTAYAVICT—EI Y O—RTBIENTED, Zip 7T—HA %6
WTHRET DI, WinZip DEIBBETOTSLNBEIZESAEEELH S :

a) AOVA—RLEWXEFELTHILE~NED,
b) FZUTAFIVIRVIRIZFIVIT—IEFANTIEEEIRT S,

c) Zip & Download DRALEH)wIT B,

! (All item types) | = | 2ame i

op )} Mu‘ ;1 Zip & Download | [ | Zip & E-mai o Email Link | /5 Print ﬁ ﬁ 4 Add Item

Type [N Number + Name Size Dogument Type Document Sub Type Exp. Action E‘-\:Dafe Created

. 912 150 Central Secretariat organization chart (1) 349 KB Public document Public document INFO  Nonme  2013-08-20 12:01
® ™ 911 [SOeCommittee for Secretaries v3,1 © 3MB Draft Working draft INFO Nome  2013-08-20 09:42]
B copy | %z Move 3% Delete 7] Zip &Download [ | Zip &E-mal [ EmaiLink | s Print

B 51 - Zip $5XEZEIRT S

Items to be Zipped & Downloaded M 1> Kr2 A BA<,, Archive Name IR RSN BHEES Yo O—KLEE
B §HIENTES AVO—REINDIEHLIEBH tems IZURRNTYTEND,

d)

Archive Name

;\;&J Items to be Zipped & Downloaded
Zip Archive DR ZFEZTERTHIENTES,

Archive Name: New_Archive_20130820T120350.zip

Items: Type Name Information
:;J 1S0-TC67_N0911_ISOeCommittee_for_Secretaries_v3~1 (ISOeCommittee_fof T
Th] 150-TC67_ND912_ISO_Central_Secretariat_organization_chart_(1 (IS0_Central_Secre Items B
Supported Item Count: | 2items Zip Archive [Z& 85
£EADYRF )

[ Zip & Downlosd | [ Reset | [ cancel |

52 — Zip Archive DE&E

e) Zip & Download DRALED)vIT 3,

Archive Name: New_Archive_20100419T091142.7ip
Ttems: Type Name Information

Tk 1SO-eCommittee-Presentation.pdf (ISO-=Committee.pdf) — 675 KB

] I1s0-eCommittee-Presentation.ppt (150-eCommittee.ppt) - 2 MB

1] IS0 eCommittee Guide for Secretaries and Convenors (ISOeCommittee_for_Secretaries-DRAFT.pdf) - 815 KB
Supported Item Count: | 3items

[ zip & Download

|| Reset | | Cancel |

)

[ 53 — Archive @ Zip & Download
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5 Working with Folders and Documents

f)  Livelink will now prepare the ZIP archive. When it is done, you will see the Zip & Download Status
window. Once all items have the status completed, click on the Download the zip file button.

Action Status
& Extract from database; 3 files, 3MB Completed
o Compress objects into archive; reduced to 80% of original size Completed
& Clean up of temporary files Completed

& Download of archive; 3 MB

Completed
i [ Download the zip file | ]

Figure 54 - Zip & Download status

g) When your browser's Download window opens, click Open in the Download window to open the
archive or Save to save the archive to your computer.

h) Click OK to return to the Committee page you have been working on before the download.

Action Status
& Extract from database; 2 files, 2 MB Completed
4 Compress objects into archive; reduced to 82% of original size Completed
«ff Comp j : g p
& Clean up of temparary files Completed
o p porary p

& Download of archive; 2 MB Completed

__ Jiz

Figure 55 - Zip & Download status OK

5.1.3 Zip & E-mail several documents

You can send several documents from a folder within an e-mail. To open and unpack a Zip archive you
may need a packing program like WinZip.

Before sending documents by e-mail, please remember any copyright issues that might apply
and that you accepted by working in the electronic Committee.

a) Navigate to the folder from which you would like to download the documents.

b) Selectthe documents by checking the appropriate check box. You can only add individual documents,
not folders.

c) Click on the Zip & E-mail button.

o

{All item b;pes}l = | !_-'-‘_-:-"ff.rb,»'r.-a.-?ﬁf |/"
i} : = 2 7 S S T
’Tlﬂ Copy = ) Move é,@ Delete | T} [] Zip &E-mail o Email Link | 5a Print & _@Ll == Add Item
Fype M Mumber Mame Size Document Type Document Sub Type Exp. Action Due Date Created

) 912 150 Central Secretariat organization chart (1) ? 349 KB Public document Public document INFO Mone  2013-08-20 12:01

] 911 1SpeCommittee for Secretaries v3.1 © ™ 3MB Draft Working draft INFO  MNone  2013-08-20 09:42
bopy | g Move | 34 Delete .l]: Zip & Download [ Zip & E-mail o, Email Link  (5a Print

Figure 56 - Select Documents for Zip & E-mail
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f) Livelink T Zip archive D{ER A BIASN S, SET 95 &. Zip & Download Status D71 FUAE, TRTD
IE BA5E T DIREE(IZAEo7=15. Download the zipfile D7RALE5) o9 5,

Action Status

«f Extract from database; 3 files, 3MB Completed
«f Compress objects into archive; reduced to 80% of original size Completed
4 Clean up of temporary files Completed

& Download of archive; 3 MB

Completed
“ | Download the zip file | ]

54 -Zip & Download MD1KHE

g) T59H® Download 74K ABAL =5 . Download 94 K285 Open 7y LTT7 —HATEH<H .
X %, Save #90)yHL T/ AVIZT—hA4Tx#RET 5,

h) OKZ45)voL., Fooa—RDRIZEZELTL = eCommittee DR—UIZRB,

Action Status
« Extract from database; 2 files, 2MB Completed
« Compress objects into archive; reduced to 82% of original size Completed
& Clean up of temporary files Completed

& Download of archive; 2 MB Completed

55 —Zip & Download M RKEE OK

51.3 BEIEE1D0M Zip Z7AIUZL EA—JLIZHFLEETS
1DDITAHILEMNSEHIXEZ1DD Zip F7AIVIZL E A—JLIZHRMLTEIET DI EMNTES, Zip archive ZRHLY
THETBIZIE WinZip DESHRETOTSLNREIZEEZELH S,

o BHXZEF E X—/L TS T BFIIZ, eCommittee TDIEETHREZELS -, ZLTBAFEMEDHEEIEIE
DETEICEETBE,

a) A OUA—FLIEWXENHETHILITETNED,

b) RETAHFIVIRVIRIZFIVIV—VEANTXEEEIRT 5, BMTESIDIXELDXEDH T, I4ILE
[XBANTERLY,

¢) Zip &E-mail DRIV ED) IS B,

(All item types) | = Fiter by name i 2
) copy | Gy Move | 32 Delete | 3] 4 ] Zp &E-mal || 1Emailink (% Print 7| %] 4 add1tem
_'J_ fyoe N Number Mame Size Document Tvp Document Sub Type Exp. Action Due Date Created

v ~] 912 150 Central Secretaniat organization chart (1) 7 349 KB Public document Public document INFO MNone 2013-08-20 12:01

~

] 911 180eCommittee for Segetaries v3.1 | 5 3IMB Draft Working draft INFO MNone 2013-08-2009:42

T dopy ] Move | 34 Delete _Ll Zip &Downdoad || Zip &E-mail 1 Email Link = (< Print

B 56 —Zip & E-mail 32X 2% BRI S
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5 Working with Folders and Documents

d) The window Items to be Zipped & E-mailed opens. You can change the suggested download name
in the Archive Name field. The items to be downloaded and the number of items are listed under

Iltems.

A2

Archive Name:

Items:

Supported Item Count:

From:

To:
Ce:
Subject:

Message:

Attach Archive:

¢ Items to be Zipped & E-mailed

Mew_Archive_20130820T 120455, zip

Type MName

L] ISO-TCE7_NO91 1 ISOeCommittee_for_Secretaries_v3n1
-

[ ISO-TC67_N0912_I50_Central_Secretariat_organization_chart_{1

2 items

livelinkisotc @iso.org

@ AsFile
) As URL reference P
=

Figure 57 - Zip & email

Archive Name

You can change the suggested
name for the Zip Archive here

Information

Items B
. . idf) - 343 KB
A list of all items to be

included in the Zip Archive

To/Cc

Enter the email addresses
of the recipients here

Subject/ Message

Enter the email subject
and message you want to

Attach Archive

As File: will send the Zip archive as an
attachment to the email

As URL reference: will include a URL
link to the archive download page

e) Livelink will now prepare the Zip archive. When it is done, you will see the Zip & Email Status window.
Once all items have the status completed, click on the OK button. This will trigger the sending of the
email and return to the eCommittees page you were working on.

Action Status
& Extract from database; 2 files, 2 MB Completed
& Compress objects inta archive; reduced to 82% of original size Completed
& Send e-mail as attachment; 2 MB Completed
& Clean up of temparary files Completed

=

Figure 58 - Zip & email status OK
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d) Items to be Zipped & E-mailed D74 Ko A B<, Archive Name HIZR RSN AHRESAHO—KRELEZLEET S
CENTED, AU A—RENDIER EEB A Items [TURNT VTSNS,

'-\;\J Items to be Zipped & E-mailed

Archive Name: MNew_Archive_20130820T 120455.zip

Type Name

4] ISO-TC67_N0911_ISOeCommittee_for_Secretaries_v3~1

Items:

U] ISO-TC67_N0912_ISO_Central_Secretariat_organization_chart_(1

Supported Item Count: | 2items

From: livelinkisotc @iso.org
To: ¥
c =3
Subject:
Message:
Attach Archive: @ AsFile
As URL reference E

| Zip & E-mail J | Ress

57 -Zip & E-mail

Archive Name

Zip Archive DHEREHE_TER
THIENTED,

Information

[tems 5

Zip Archive IZ& D2 TEE
DYRk

Wdf) - 349 KB

To /Cc
ZEHEDE A—ILTRLRE
ANTHB

Subject /Message
EA—ILDHLEDHLEAY
—TFANTD

Attach Archive

As File: Zip Archive & E A—)LIZHRFLT
RIETHIENTES,

As URL reference: archive download page

~AD URLYVHEEDH B,

e) Livelink A% Zip 7—hA T DIERZERIR T 5, 5E T35, Zip & Email Status D4 KoM, TRXTHDIER

N TTOREIZESF=5, 0K DREVEVVIT B, ThIC

eCommittee DR—U (TR,

Action
4 Extract from database; 2 files, 2ZMB
% Compress objects into archive; reduced to 82% of criginal size
& Send e-mail as attachment; 2 MB

& Clean up of temporary files

FOT E A—LAEESh, EEXL TV

Status

Completed
Completed
Completed

Completed

58 -Zip & E-mail MIREE OK
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5.2 Working with Folders

In eCommittees, the Secretary/ Convenor can add documents and folders inside the default folders.
There is a default folder structure in every ISO Committee and one in every working group. This
harmonized structure makes it easier for Committee Members and experts to use the eCommittees as
they are often working in different Committees.

Most folders in eCommittees are N-folders. In these folders, only n-numbered documents and N-folders

can be added.

The table below shows the icons used to differentiate regular folders from N-Folders:

Item Icon Description
Folder r_—l A folder is a container containing other items, i.e.
folders or documents.
An N-Folder is a folder containing N-Documents or
N-Folder L other N-Folders.

5.2.1 Adding N-Folders

To add an N-folder, navigate to one of the default folders in the library, for example the folder 04.Projects.
From the drop-down menu Add Item, select N-Folder.

[uo] User guide - »

Navigation Menu €3
Committee Home

Child Committees 3
Committee Projects

User Guides

150 Applications

My Committees

=]

= Jﬁj o= Add Item
El N-Document
There are no items to display.

4] N-Folder

A shaortaut

@ urL

Figure 59 - Add N-Folder

A new window opens where you can enter the folder name. Optionally, you can add a description of the
new folder. Click on Add to create the newN-folder

Name
Name: Mew N-Faolder Enter the name of the N-Folder
LR “  Description (optional)
Enter the description of the N-
1 Folder
Categories: E Ignore categories
Create In: 04, Projects | Browse Livelinx.. |
Create In l Q

By default this will show the
parent N-Folder from which you
selected to create the N-Folder.
It is recommended to keep this
setting.

Figure 60 - Add N-Folder details
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5.2 74T DREF % eCommittees TlE. EEBRELIAVE—FIETIANNITALE DHIZXEETHILE EBM
FTEHIENTES, £ ISOZRESRUBEEI V=TT IR ITAINETEED DD, COBESNIEEIZLY. T
BEDAVN—E TXRIN— DA EEESTEET BIRIZ eCommittee DELEF A LLEHTLNS,
eCommittees D FEAEDTHILZ LN TAHILETHD, D THILAIZIE N BFBSDDONXEENTAHILE D
HEBMTHIENTED,

BEDIFIFEN THINFERFNT HF-OIEREINSTAIAVEUTITRY,

HB Ve =% BLE]
THILE THLFEEAMDIRE (DFYTHILE RENE) ZIHT HAN
-
)
N I# L5 G N ZALFEIF N XERIFHD N THILTERINT HT+ILE

52.1 N 7x)L5%BMNT S
N 74ILEZEBIMMT BIZIX., Library DT IAILRITAHILE D1 D BIZ (X, T4 LS 04.Projects) ETHE}T 5, kOv 7
A9 A= a1—Add ltem H5 N-Folder Z3EiR3 5,

N User guide

Navigation Menu & 7| | 6| Add ltem

nl N-Document
W] N-Folder
A shorteut

":_g_“x

59 — N- Folder 38N

FHLWLWOAURIMNBWNE=S, 74/ILF A (Name) FA DT 5, FETHR| I+ /LF DA (Description)ZBINT 52 &
{TEL, A ET)VILTH LW IA LT EERT S,

Name
NIHILEDEHEANT S
Name: MNew N-Folder
Description: . Description (/£&)
N I7+ILE DERBAZANT S
" ; Fr Categories [F&ER 9
Categories: Easay %
Create In: 04. Projects [ Browse Livelink... }

Create In Add Q

FIFIRTIEN TAHLSL DT . .
BISERUEN Frustgns B 60~ N- Folder DIBMOEHE

NH, CORFERDIEMNHRES
nid,
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5 Working with Folders and Documents

5.2.2 Adding N-Documents to N-Folders (N-Documents Wizard)

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:

lu_] User guide - ¢

Navigation Menu &

Committee Home

Child Committees 3
Committee Projects

User Guides

IS0 Applications

My Committees

There are no items to display.

Figure 61 - Add N-Document

N-Documents can only be created in N-Folders.
Regular documents cannot be added to N-Folders.

i @ = Add Item
[ n-Folder

@ uRL

5 N-Document|

A shorteut

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

Step 1 — Select the document to upload

!5! Add: N-Document

Select Document Background Information

Replace N-Document

Rendition

Select Document from Desktoﬂ Choose File | No file chosen

Select Document from Li\relink.'|

[ Browse Content Server... ]

Reserve N-Number:

Coversheet:

Create In:

Finish

Cancel

Figure 62 - N-Document Wizard

oy

» Select Document from Desktop: Browse your computer 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.

eCommittees User Guide

helpdesk@iso.org


mailto:helpdesk@iso.org

522 N 7AIAZXEEEMT (N XED1H—F)

49

N XEZXEBMNTBIZIE ERLI-LEEID N 74/)LFETHEIL . Add Item = N-Document%4')v93 3,

lu_| User guide

MNavigation Menu &

Committee Home

Child Committees » s

i There are no items to display.
Committee Projects

User Guides

ISO Applications

My Committees

61 — N-Document 3B

A N XZ(+ N-Folder D TDAIERLATFE TH B,
— X Z(L N-Folder [CEJIT B E(LTELL,

N-Documents Wizard A\BiE . N XE# BT LFIEN RSN,
AFYT1—PyIO—RTEXELEBIRT S

L]
=J® Add: N-Document

Select Document Background Information Replace N-Document

] 4 Add1tem

=l N-Document

] N-Folder
A shortout
@ we

Rendition

Select Document from Desktop: | Choose F ||.e No file chosen
Select Document from Livelink: | Browse Content Server... ]

Reserve N-Number: eserve Reserbe N-humber snd Greste metadata

Coversheet: CEgate | Ureate cover sheel a5 5tand-alone docuinent

Create In: Jser quite
Finish | | Cancel |

X 62 - N-Document Wizard

>  Select Document from Desktop: /\VaAVAZEEL, /\VaAUHNLXEFXT7TYITA—RTES,
>  Select Document from Livelink: BIMD 74 LA (5l Z (£, 00. Secretariats workspace) [ZEEIZUNERE N TLVD XX

E+x7y7n—KFTES,
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5 Working with Folders and Documents

Step 2 — Add Information about your N-Document

Click on the Background Information tab

[ ]
=" Add: N-Document

select ﬁ Background Information ] Replace N-Document Rendition

Select Document from Desktop: | Choose 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... ]

Finizh

Figure 63 - 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: * || <MNone= =]

Sub Type: * El
Keywords:

Source:

Pages:

Figure 64 - 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-Numberavailable
Optional As an option, a N-Number not yet used for anotherdocument
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
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ATYT2—N XDV TOEHREMZ S
Background Information 427 %9 v99 5,

5;!' Add: N-Document

Select q Background Information ] Replace N-Document Rendition

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

Select Document from Livelink:

Reserve N-Number:
Coversheet:

Create In:

Reserve

| Browse Content Server... ]

Reserve N-number and create metadata without loading file now

[ Create | Create cover sheet as stand-alone document without loading file

User guide

[ Browse Content Server... |

Finish Cancel |

63 — N-Document @ Background Information

RDNBESHASIICERLTHD, (T, ZEESTELFERALTLVEWL NESEZRIRT 5,

Background Information Replace N-Document Rendition
N-Humber (leave empty to assign next available number): [ next available number will be 911 _
Document Type: * <None> B
Sub Type: * [+]
Keywords:
Source:
Pages:
=
E 64 -N &S

LI FMOERT. Background 27 I1ZHET R TOHEDBELFDF EDOEHEGRBPETRT,

50

5HE WER/ER B
N-Number HEEE FEATTEEGRD N FEESMNRTEIND,
FTav LT, AOXEICELFERIN TGN BESEZIOMR
[CANTHIENTES,
Document type WA 7yIO—KIBEXEDEAT
EIRTELOIXEDRAT
- Public Document (A FXE)
- Draft(JR%)
- Other Committee document BN FE L DX E)
- Meeting(R5&)
- Resolution (GR%)
- Ballot (% %)
Sub type WHZE NXEDYTHAT, Sub—type DVJRARIZE. EIRLT- Document type [Z
FOTEEMIZEDS,
Keywords FE XECHTIEESIF—T—F
Source 5= XEDAFTT
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5 Working with Folders and Documents

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

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 bythe
expected action Committee Members
Complete Title Mandatory The title which will appear in the N-Document list; bydefault,

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.

Background
please enter an T mbers, T e me
{» | Source '} -
B 7 U 8§ X x =3 =P 19 || *B |} s = =
Coversheet details

|| | Styles - Normal - ea || @B

Documentinformation for coversheet

‘ Format the text as your see fif Formatting

Use the toolbar format the
coversheet text like in MS
Word

| body p 4

Figure 65 - N-Document Coversheet details
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\E WE/EE BB
Pages TFE NEDR—IH
Expected Action WhZE FOXEIZTDWTEESAV/N—IZRODT I IV
BIRTELIXEDRA(T
- Act
- Info
- Reply
- Vote
- Comment
- Meet
Due date for WhZE KRODBT I AVNEREEAVN—ZXO>TRETINGITNIELESA
expected action LNEAR
Completed Title WA N XEYRMIRTINDZ T, TIHILETIE, FT7MIILEDRRS
nd,
Cover sheet details FE XEDRK(XEDFNZEBMENEZR—D) [ZRRINDIXEDF
XEDIbhnsd,

Coversheet details DIFETIL. MS Word Y—JL/NA—ERIFHFDY—ILN—%F>T. FLTETIRANEREANTEIE
NTED,

Boackground
B J/ U s x5 X |@ 1" | | ] =
Covaershoot detarls Shyles - N orrmal o
Document informahan for covershest
‘ Format tha text as your sea fit Formatting
Y—IJLIN—ZRAWLT.MS Word
[CHABLILGRMTIALNEE
XEET S
o -

B 65 — N-Document @) Coversheet details
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5 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.

Replace
Type M Number Title {Description) | Exp. Action Due Date
= m 1284 testnenfrans ACT

Choose N-Documents to replace

Type M Number Title (Description) | Exp. Action
|E| = 1298 Resolution of Hema REPLY

Figure 66 - 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

] = 913 [50eCommittee for Secretaries C510 v] [replaces M 911) h

Choose N-Documents to replace: select the document(s) you wish to replace by the new document
by clicking on the “®|putton 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.
i | | Background Information | | | | Replace N-Document | Rendition
Replace )
Type N Mumber Title (Description) Exp. Action Due Date | Version Date
E 12‘] 1294 testnenfrans ACT 2010-08-15 2010-04-13
Choose N-Documents to replace |:?

N Mumber Title (Description) Exp. Action ' Due Date ‘ersion Date
@ eS| 1298 Resolution of Hema REPLY 2010-04-30 2010-04-13
q |E| E‘] 1237 the new resolution to come INFO Mone 2010-04-13
@] 12] 1296 Mew meeting to come INFO Mone 2010-04-13
@ r_'lj 1295 public doc mansor REPLY 2010-04-18 2010-04-13
= |5 1294 testnenfrans ACT 2010-08-15 2010-04-13

Figure 67 - Replace N-documents details
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ATYT3—N XEBEEELEZXD (FE
CDRATYTIFIEET. BN XZZH LN XEZLELEBEZSZBEDOHA 1T,

Replace N-Document DA% v93 5,

| Background Information ‘ | Replace !l-q:;;ument Rendition
Replace
Type N Number Title (Description) Exp. Action Due Date
= o 1294 testnenfrans ACT

Choose N-Documents to replace

Type N Number Title (Description) Exp. Action

‘@ = 1208 Resolution of Hema REPLY

66 — N-Document ZZ=LEZ 5

BN XBEHLL N XBIZELEL BE. HLOXBIFLLN EEHD, BUXBIIFHLL
X BIELEZSN-EDERY 0%, LUK BIAH XEEELEA - EDEES K,

E 913 150eCommittee for Secretaries CS10 vi Sreglaces N 9112 ; _

Choose N-Documents to replace: HFIlLLNXZELE LB X -V XEDFIORE 2155 vs L TXEEEN, 1OX X Z
NULDOXEFEIRTES,

Replace D FISBIRLI-XEMNETEIND, = ORELES)vITNIEBIRLE-NEEBRNTED,

Replace g
Type N Number Title (Description) Exp. Action Due Date Version Date
= m 1284 testnenfrans ACT 2010-08-15 2010-04-13
Choose N-Documents to replace

EaSSHEmAREaTE

Tvpe N Number Title (Description) Exp. Action | Due Date Version Date
& | 1298 Resolution of Hema REPLY 2010-04-30 2010-04-13
* |-£| 'd 1297 the new resolution to come INFO None 2010-04-13
ET [ 1295 New meeting to come INFO None 2010-04-13
|_E| I_T"Ij 1295 public doc mansor REPLY 2010-04-18 2010-04-13
l:l 1] 1294 testnenfrans ACT 2010-08-15 2010-04-13

67 — Replace N-Document O E£#
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5 Working with Folders and Documents

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
| Type | N Mumber | Title (Description) Exp. Action Due Date | Version Date
= @ 1284 testnenfrans ACT 2010-08-15 2010-04-13
Choose N-Documents to replace

e ) : 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
E3 EI 1296 Mew meeting to come INFO Mone 2010-04-13
2] =9 1795 public doc mansar REPLY 2010-04-18 010-04-13
= @ 1294 testnenfrans ACT 2010-08-15 2010-04-13

Figure 68 - N-Documentrange
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N XEZEDHEDZNGE., IR—UTIIAYESLELIDELNALY, Range of N-Numbers #51)vo35& N XEY R+
DEFEERY AL ENTES BIRL-EHEOHAD N XENVATALIZE>TRTRSNS,

! | Background Information | Replace -Document || Rendition |

Replace

Type N Number Title (Description) Exp. Acton Due Date | Version Date

= = 1294 testrenfrans ACT 2010-08-15 2010-04-13

Choose N-Documents to replace [:3.
D 785 T — Y (0 BXp. Acton TlE Date Version Date |
B | 1298 Resolution of Hema REPLY 2010-04-30 2010-04-13
= ™ 1297  the new resolution to come INFO None 2010-04-13
|§| ™= 1296 New meeting to come INFO None 2010-04-13
[#] &5 1295 public doc mansor REPLY 2010-04-18 2010-04-13
= m 1294 testnenfrans ACT 2010-08-15 2010-04-13

68 — N-Document range
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5 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

Rendition

Rephmﬁ

PDF Rendition with Coversheet:

PDF Rendition without Coversheet:
PDF Rendition with N-number stamp:
None (retain original document format):

Preview:

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

| @
| @
|®
| ®

iso_coversheet. xs E|

isorrc67 N

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

Email of secretary:
Secretariat: ANSI (USA)

1SOeCommittee for Secretaries v3.1

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

No. of pages:

Background: Document information for coverheet

Format the text as you see fit!
Committee URL: http:flisotctest iso orgllivelink/livelink/open/tcG 7

Figure 69 - N-Documentrendition

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 as follows:
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ATvwF4—Rendition
CDATYTTIR. EDQOTH—T Y TXE% eCommittee TPV TA—KFTENEEIRTES,
Rendition A7 %#9)v0 3 5%:

O—— —

PDF Rendition with Coversheet: @ |iso_coversheet.xsl E‘
PDF Rendition without Coversheet: )

PDF Rendition with N-number stamp:
None (retain original document format):

Rendition

IS0 isorrc67 N

ISOMC 67
Materials, equipment and offshore structures for petroleum, petrochemical and natural gas industries

Email of secretary:
Secretariat: ANSI (USA)

1SOeCommittee for Secretaries v3.1

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

No. of pages:

Preview:

(Please note that this is just an estimation 3 : .
s P atal e s il ) Background: Document information for coverheet

Format the text as you see fit!

Committee URL: h

X 69 - N-Document rendition

TIAILRTIL, RIEASTD PDF rendition HFEIRIN S, RIMDHETEEENRTEIND, COBRBETIE, RMICIENF
BERREINEWLN BSE. XEO7yIO—FRIZEFHMIZFE5SNDS,

LTDESIZ, thDFEEED rendition £ 1B R EMNTES,
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5 Working with Folders and Documents

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

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:

e 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 (.pdf) documents!

Step 5 — Finish theupload

Below the cover sheet preview click on Finish @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 Rendition, you will see a little 4 behind the document. This means, thatthe
PDF Rendition is in process.

Elﬂ Copy ﬁiﬂ Move },f{, Delete _j Zip &Download [ ] Zip & E-mail o, Email Link | (<& Print

E] Type ™ Mumber MName Size  Document Type
E ™| 211 150eCommittes for Secretaries v3.1 E]j]- 3MB Draft

E‘ﬂ Copy 3 Move 3% Delete _l‘ Zip &Download [ ] Zip & E-mail o Email Link /s Print

Figure 70 - 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 ’5"'? sign. This means, that the document is
in review state.

% Copy | g Move | 34 Delete _1‘ Zip & Dowrload | [ ] Zip & E-mail | Email Link = /5a Print

!:| Type M Mumber Mame Size Daocument Type
] = 911 1s0eCommittes for Secretaries v3.1 3MB Draft
% Copy = g Move | 3% Delete _1‘ Zip & Download D % E-miail | Email Link  (3a Print

Figure 71 - N-Document review state
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Rendition D i&E$E

Bl

PDF Rendition with Coversheet

XED PDF M7+ LA (Z7vTA—KEN B, Background Information @
AT TAALEERESTRMBEEEND,

PDF Rendition without Coversheet

XZED PDF W7+ IZ7yTO—REn5,

PDF Rendition with N-number stamp

None (retain original document

format)

XZ0 PDF N IAIWAIZ7yvTa—Kanb, N BEELZEENNEICEK
Y (W

XENTEDI7TANBATRINS UTOVTIADF T3 &#
/Si:

RERAVN—DNEFNELEETESLLSIZLT=LY,
- PDF TRIRTELEWI7ALILHI: Ziparchive) =F7vFTO—K3 %,

A PDF Z7 (Z AT RILHEL) 3. MS Word (doc, .docx) B TF Adobe PDF (pdf) D& THIEETH Bo

ATYI5—7yIO—FE28TT5S

HHTLE1—n T Lsh|[Cancel £ pyypaze XBATHLAICTYTO—RERS, ZD%. HL
LNNXZEE7y7O—KRLE74IIA 2R,

PDF Rendition &:&iR9 5L, XEZD®AITNEE 7 HRFRENSD, Tl PDF Rendition BB THBIE

ZERT D,
Eijﬂ Copy -] Move ‘;/" Delete _l: Zip &Download [ ] Zip & E-mail o Email Link =z Print
[] Type NMNumber + Mame

Size  Document Type
L] 911 150eCommittee for Secretaries v3.1 m 3MB Draft

e

opy '}y Move G Delete

__T: Zip &Download [ ] Zip & E-mail .| Email Link = 5 Print

B 70 - N-Document rendition ()R BE

MO DMIBERE D%, TS9P RYEYTILyS 1L TEBERD.PDF RRABEERTIEY e
RTEENE, itk XEHARELIKEE (review state) [THAEEZELRT B (JSA T FE LAV N—ADBHNET

T
DIREE) ,
% Copy ) Move g% Delete 4: Zip &Download [ ] Zip & E-mail o Email Link (& Print
[C] Type NMNumber « Name Size Document Type
B TR 911 150eCommittee for Secretaries v3. 1 3MB Draft
% Copy ) Move 3% Delete j: Zip &Download [ | Zip & E-mail J Email Link  (5a Print
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5 Working with Folders and Documents

The document cannot yet be seen by Committee Members. You need to send a notification

about new documents to the Committee Members. (see Notification of new documents)
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5 Working with Folders and Documents

5.2.3 Adding Documents to Folders (no N-Numbers)

There are some folders where N-Numbered documents are not required and where you can therefore
add, edit and delete documents without impacting the N-numbering.

a) To add a Document, navigate to a non N- Folder and click on the Add Document button.

| (Al tem types)| - ‘ ‘ Fiter by name |T
Bl copy ) move 3% peete ) zpaDownboad | | Zp&E-mal | | Emailink (% Print [lﬁ' % | add 1tz®
] Type Name si| E Channel
O B Heldesk Admin Guide v1.0.docx 205 K| -n Document
O T 107c34 N1404 dummy word fle 13K 2 Folder
B copy %) Move 3% peete [} zpaDownioad [ ] Zip & E-mal o Emailink (5 Print =] Forum
2 ftems A shortcut
| Task List
=] Text Documen

\ @ URL /

Figure 72 - Add Document

b) The Add Document page displays

Select Document
+ Add: Document

Click Browse to explore your
computer and select the

Document: document
Browse...
Name:
Description: Name & Description
Enter a Name and a description for your
document
Version Controk Q0 Standard - inear versoning

Advanced - major/miner versioning

Categones: : Ignore Version control, categories and
\ : Create In
Createim 101 Public infarmation

Figure 73 - Add document details

¢) Click on Add to upload the document
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523 JAIFIZXEEEBMTSH(NHESLL)
NBEEDDNEXENERINENTAILTEZLONH D, NBER FICEEBE 52 ELEBM, FRE. 4l
BT BEMTES,

a) XEZEMNMTAIZIENBELLOXZEDIAHILAETHEEL. Add Document DIREES T 5,

(Allitem types) - Fiter by name _./-
) copy %y Move 3% Dekte 1! Zip & Download | Zp&Emal | . Emallnk % Print ‘f B 9 4 addItem
O Type Name sif @ channe
O ®E] Heldesk Admin Guide vi.0.docx 205K pocument
T s0-TC34 N1404 dummy word fie 13Kl = Foder
[Tt-'_] Copy W] Move 3% Delete __T'_, Zip & Download | Zip & E-mail 4 Emailink %4 Prnt E[ Forum
2 tems A Shortcut
] Task List
=] Text Document

\ @ URL ),

72 - Add Document

b) Add Document DR—UMNKRREh 5,

Document 3 &{R95

Browse %%')vyoLT/\Y
IVADXEFEL.XE

'—:5 Add: Document

Document: — ’&%#RTéo
Browse...

Name:

Description:

Name & Description

XEDEMEFRAEANT D,

Version control, Categories. Create In

(ZERT D,

Add || Reset
B 73 - Add Document @) Z¥#l

o) AddZEV)vIL,. XEEZT7YIO—FT %,
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5 Working with Folders and Documents

5.3 Notification of new documents

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 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.

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

Navigation Menu &3

Committee Home = Library

Child ;ummitte?s e N S5
Committee Projects = =

User Guides 31 00. secretariat workspace 3 tems
150 Applications E 01. Public information 3 tems
My Committees [i0] 02. General committee documents 24 tems
My Tasks [a] 03. Meetings and resolutions 43 tems
M-Documents List [ 04. Projects I8 teme
Member List 3 tems

U 05. Drop-in box for members
Email to Secretary

Mail Archive

2 ViEW more

Committee Mews
Committee Task List

MN-Documents MNotification
Motification Report

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

] ﬁ New Forums
o ISO,TC 034 Forum

Figure 74 - 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 Motification

o

Figure 75 - Select N-Documents to notify

F:f)' Send Motification

[ | Type M Number | Title {Description) Exp. Action Due Date | Version Date
O |8 21l 1soecommittes for Secretaries v, 1 n INFO Mone  2013-03-20
[ | L INFO Mome  2010-03-18

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

O,

the sender.

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
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53 HILLVXEDEH
eCommittee IZ N XE%27v7O—KLI-%. . BE®HE OV E—FEFRELAVN—ITBAEEELTXEERS =
ENTEDLSIZT B,

A eCommittees DBFNEGE TR ENBHEINBF TDRE], XEIFEZTELAN—IZIFEZ T, BELIKED
FEIZHEOTUB, FLOXEIZDDVTEHEL TOLEOBETE, FLOXEIZDNTEHFT BLS
ISO/CS 15 FHIHIIZ E A— L HVESCEIZ 2 TLB,

a) ZTERKR—LR—T KUY, Navigation Menu [Z# % N-Documents Notification 71w 99 3,
Navigation Menu &

Committee Home | Library
Child Committees

Type Name Size
Committee Projects - =
Usér Guides =] 00. Secretariat workspace S ltems
150 Applications ==l 01. Public information 3 tems
My Committees [l 02. General committee documents 24 ltems
My Tasks [l 03. Meetings and resolutions 48 ltems
N-Documents List {7 04. Projects 36 ttems
Member List =] 05. Drop-in box for members 3 tems
Email to Secretary
Mail Archive -
Committee News ¥2 view more

Committee Task List

w N-Documents Notification | ] New Forums
Notification Report o IS0/TC 034 Forum

Send documents to ISO/CS

Email to Members
Secretary Member List

X 74 - N-Documents Notification

b) N-Documents ready for Notification D7 RO MEHE, FE@BESNTLEL N XED) AR RENS,
c) XEDRINIHDIFIVIRVIRIZFIVII—IE ANTERLIZLVXEZEIRL. Send Notification &9')vY
ERCE

N-Documents ready for Notification
\_,’\' Send Notification
ype N Number Title (Description) Exp. Action Due Date Version Date

211 150eCommittee for Secretaries v3.1 v ¢ INFO None  2013-08-20

-
| LS | Fa !
1] A
;‘_,i:l-. Send Notification _

X 75 - BT 5 N-XEFRIRTD

a-:? INFO Mome  2010-03-13

d) BEHID preview NNFA, ZDBEHIIZEED LAV IN—A~AEESIND,

@ EANHBTIRNGRRENGS BANEHENE A NERET 5. REBOA—NTFL
I, livelinkisctc@iso.org [ZGBEDD, BIEXA—ILDFRFLRILENEE D E X—/LIZHB,
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Recipient List

Notification Preview

~# Centralized Document Monitor The Ilst Of reCIpIentS |S

¥ displayed. You can remove
o roles or single recipients by
v deselecting the click boxes
s addresses.

|

d

d

4

i

rd

|#| Chairperson
td

# Committee Member

To:

¥ Select Al

RNENRARSARNAESREARNNARNRANRNRAE R

« Liaison

Figure 76 - N-Document notification recipientlist

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.

Taoc q: Reset

Figure 77 - 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 yourrequirements.

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.
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Recipient List

Notifatbon Preview

g HEEDURMEREING, BED
EEIREA—LTELADEROF T
ORI RIZENEANLZITNIE, £
DBEEERNTHCENTED,

i

o
o
Fa
o
o
s
o
&
o
La
rd

4| Chairpersan
3

#| Committze Membar

To:

* Selectall

S SSNISIESSSSSASSMSSSSSAMSSSBRS

v
b

76 - N-XEEHMZEHIRL

TAA ~EIYOTNIEREBEFETEMTEELTES, IV ITRED4ROMNEE. BINT5ZEE
% ISOTC H—/\HoRETESLIIZHD, 2T EMTESZIEHEIL ISOTC H—/V(JSA ;X : ISO Global

Directory) [ZE RSN TWNBADHAH T E A—)LT7RFLRZHHNLZGEMTESHIFTIHELY,
77 - N-XCE @D E A—)LENN

Subject. Mail Header. Mail Footer [ZIZFHTIAHILEDTHFRMDEAASN TS, BEIZIELTINSDED E A
—LERETES,

Mail GContent (2, BHIAICRALEXEDYAMBRESND, CNIZIFT, BHMSNEIXEAD I VE BRIEND

EXED Zip F7ANADIINFFEND, ChIZKY FERAVN— E A= LS EEXEAT ALY
ERSZH
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Subject: B %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_Reference¥s eCommittes;

2] p:

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

911 ISOeCommittee for Secretaries v3. 1 INFO MNone 2013-058-20
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

Zeemail_of_secretary®e

2] p:

Preview Emails: [ Preview HTML | [ Freview Text |

Figure 78 - N-Document notification details
Placeholders are inserted in the Subject and Mail Footer, for example:
X7  %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 following placeholders are supported
Placeholder HTML Mail Text Mail
. Email of all members of the Secratary role
“eemail_of_secretary s
displayved as clickable mailko link, Texk version of the address
Link. to download all lisked document in a ZIP-archive
displaved as link with ZIP-URL label |Text wersion of the URL

“ecommittes_homepages Link ko the committes homepage

Yazip_Url%s

WaCAT _Committeelnfo_references Akkribute reference of category CommitteeInfo

AT _Committeelnfo_Committee secretariat®: [Attribube Committes secretariat of category CommitkeeInfo
Wel”AT _CommitkeeInfo_skatussi Akkribute status of cakegory CommitteeInfo

WalZAT _Commitkeelnfo_tikle%s Akkribuke kitle of cakegory CammitkeeInfo

e) You can preview the natification email as HTML or Text by clicking on the preview buttons

eCommittees User Guide helpdesk@iso.org


mailto:helpdesk@iso.org

Subject:

Mail Header:

Mail Content:

Mail Footer:

Preview Emails:

B %Committee_Reference% New documents available on ISOTC, . eCommittee

Dear member,

Please note that the following new documents have been posted
on the %cCommittee_Reference®: eCommittes:

N Number Title (Description) Exp. Action Due Date Version Date
911 ISOeCommittee for Secretaries v3.1 INFO None 2013-08-20
Download all documents as ZIP : ZIP-File
Access to ISO/TC 67 : Committee Homepage
Please inform us if you have any difficulty accessing the above documents.
For help with technical problems please contact helpdesk @iso.org.
Best regards

%eemail_of_secretary®%

[ Preview HTML | [ Preview Text |

B 78- N-XEFEHOFEHA

Placeholders %%, BIZ (&L FDLS/IZ, Subject K UF Mail Footer [Z}EA 18,
%Committee Reference% 7% Committee reference [ZEL EZ 648,

Yemail of secretary’y HEEEFED E XA—)LFRLRIZELEZS1B,

CCTlE, EERDFEDEANICE|ZETONELIXIHVEELF Y I L>TLS,

BENZHUVT, LUTFD placeholder ZES_EHTES,
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“eemnail_of_secretaryh

The Following placeholders are supported
Placeholder HTML Mail Text Mail

Emai of all members of the Secrakary role
displayed as clickable mailto ik Text version of the address
Link ko download all listed document in a ZIP-archive

azip_urls r c

displaved as link with ZIP-URL label Text wersion of the URL
“acommittes_homepages Link ko the committes homepage
AT _Committeelnfo_reference® Attribute reference of category Committeelnfo

.“‘.-"oCAT_CummitteeInFu_Cu:umnﬁtee secretariat®% [Attribute Committes secretariat of category Commitbeelnfo
AT _Committeelnfo_status%e
“RCAT _CommittesInfo_title%s Atkribute title of category Committeelnfo

Atkribute status of category Committeelnfo

e) Preview DRALED)yH T BE BED E A—)LE HTML X(& Text ELTTILE 2—F BT ENTES,
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5 Working with Folders and Documents

f) To send the notification emalil, 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.

5.4 Notification Report

5.4.1 View Notification History
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 Navigationmenu:

Navigation Menu &3

Committee Home = Library
Child Committees

: . Type Name Size
Committee Projects ) =
User Cuides D 00. Secretariat workspace 5 tems
150 Applications 21 0. Public information 3 ttems
My Committees [i] 02. General committee documents 24 tems
My Tasks ri'l 03. Meetings and resolutions 45 tems
M-Documents List [5] 04, Projects 35 tems
Member List E3 os. Drop-in box for members 3 tems
Email to Secretary
Mail Archive
Committee MNews = view more

Committee Task List

M-Documents Motification ﬁ New Forums
w Motification Repart I o ISO/TC 034 Forum
Send documents to IS0/CS

Email to Members
Secretary Member List

Figure 79 - N-Document Notificationreport

This will open the list of natifications 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
Enter a range of dates and o [+] 0 L]
click on Show Notifications s =
Show Notifications
N-Documents Notification
Send date Sender M-Documents
View 2013-03-20 5 912
View 2013-08-20 911

Figure 80 - Search Notifications by Date

To view the details of a notification, click on View in front of the notification.
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f) BEHRID E A—)LEZEIET BIZIZ. Send Notification DRAVET) DT B, F53FHE BIRENF-FESAY
IN—QDYAMIBHAREESND, TLTCEHASIN-XEEETNODERESAVN—IZRADKIIZHES,

5.4 BEILKR—

541 BHIBEZRS

Notification Report [CHE T, ZEERICEESN-2EMNEZEE T H5EN TE S, Navigation Menu M 5
Notification Report Z1EIRT %,

Navigation Menu &

Committee Home ] Library

Child Committees Ml . i
Type Name Size

Committee Projects s g

B £=] 00, Secretariat workspace S tems

IS0 Applications 5 01, Public information 3 ltems

My Committees [ 0z General committee documents 24 ftems

My Tasks (W] 03. Meetings and resolutions 43 tems

M-Documents List [ 04, Projects 36 ftems

Member List £3] 05. Drop-in box for members 3 tems

Email to Secretary

Mail Archive

Committee News 2 view more

Committee Task List

N-Documents Notification _?j New Forums

MNotification Report
Send documents to ISO/CS
Email to Members
Secretary Member List

o ISO/TC 034 Faorum

B 79 — N-Document @ Notification report

eCommittee A TEEFESINTBEAN) XA EER . EEEFDE A—)L, BHSNIz- N XEFEEZETHTHG
Search by Send Date DHF T:E{EHDEHEZBIRL TEMERRET HIENTES,

61

Search Search By Send Date Number of Documents per page
%1§E®gﬂlﬂékﬁb~ From: = E[
Show Notification Z#%')v%
To: [=]
Show Notifications
N-Documents Notification
Send date Sender N-Documents
View 2013-08-20 s 912
View 2013-08-20 911

80 - XERATHEMZEREKT S

BHDFMERDICE, BAMDOFHIIHS ViewZI)vI3 %,
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5 Working with Folders and Documents

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

NDocuments Notification Details

From: |
Recipient Sent Status Resend
‘ 2013-08-20 12:04 sent |
I 2013-08-20 12:04 sent |
2013-08-20 12:04 sent [E
2013-08-20 12:04 sent [E]

Figure 81 - Notificationrecipients

In case one of the recipients has not received the natification, you can use this window to resend the
notification.

5.4.2 Resending a notification

In case one or more recipients have not received the natification or if you want to send it to an additional
person, navigate to the notification details window as explained in the previous section.

Select the recipients to which you would like to resend the natification by clicking the Resend checkbox
next to their name:

NDocuments Notification Details

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

From: |

[ 2013-08-20 12:04 sent [l
2013-08-20 12:04 sent El
2013-08-20 12:04 sent [l

Figure 82 - Resend Notification

Add additional recipients from the ISOTC server by clicking on the “-icon:

To:

Figure 83 - Add recipients

When you have selected all recipients to which you would like to resend the notification, click on the
Resend Notification button at the bottom of the screen.
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N-Document Notification Details A\FiE . Z{EH . EE Q. KELZ ST BMOFMN RTINS,

NDocuments Notification Details

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

B 81 - BEHDZEH
LLEREED 1 ANBMERELGN>ERIE. SOV 0ER - TEMEFEET S ENTESD,

542 BHMEEET S
TARIIZENLULEDZEFNEMEZEL TGS, XIE, BMTHEMNIEELZWMEE. BIO LIV T
SRBALT=&SI1Z. notification details D4 K2 E1T 5,

ZIEEDRATDBED Resend DF v IRy IRED)vIL, BHEBEL-WZEBEEFEIRT S,

NDocuments Notification Details

From:
Recipient Sent Status
2013-08-20 12:04 sent
2013-08-20 12:04 sent I
2013-08-20 12:04 sent il
2013-08-20 12:04 sent

82 - BHZEEIET D

TAa ~E9)yHILTISOTC H—N\hSEBMDZIEEEMZS,

83 - RIEEZEMT S

BRHZEEELE-VEZEBZERLI-S., EIEO T D Resend Notification DARFED)voF 3,
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5 Working with Folders and Documents

5.5 Withdrawing documents

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.

N-Documents cannot be deleted in the eCommittees. This is to ensure that all the history of a
committee is kept. Therefore when an N-document is no longer valid and you want it marked
as such, please use the withdraw functionality.

To withdraw adocument:

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

o &= 511 150eCommittee for Secretaries val11| a4d 1o Favorites F
’T,.ﬂ Copy S Move ;/;:g Delete ﬁ: Zip &Download " | make Generation
items Make Shortcut

—

Move

Offline Mark
Set Notification

Make News

Permissions

Delete

Download

Explore from Here

Fetch

Flag for Re-Motification

Load this document to another body
Print

Reset to Review State

Vi
‘[ o
Zp & Download

Zip & E-mail

Properties »

Figure 84 - Withdraw document

¢) Confirm the withdrawal of the document

N-Document Type | Mame

L] ISO-TCET_MO31 1_IsOeCommittee_for_Secretaries_w3~1

[ withdraw | [ Cancel |

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

-
O T 211 tsoecommittes for Secretaries vt 6o
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55 XEFMYHT XZXZELERHE, aVE—FARYETIENTES, XERIT X IAFE, XEED
[FAORAKCEE T DY O—FRETELLE S,

A N XZ/L, eCommittees D TIZHIE TELL), CHlE, EERDINTDEFEHEEIZIRFT B0 T
BB, £oT, N XEHFELY, FHDV—0FDI17-05EIL, Y ELEEEFESZL,

XEZEZRMYHTICE:
a) XEBDHRDICHAHMEERS £ vI L. Withdraw ZEIRT 5.
| 911 [SOeCommittee for Secretaries x'}l_l ' ﬁsdJ to Favorites F

B copy | g Move | 3% Delete | E3] Zip &Download T | make Generation

items Make Shortcut

Move

. Offline Mark
Set Notification

. Make News
Permissions
Delete
Download
Explore from Here
Fetch
Flag for Re-Motification
Load this document to another body
Print
Reset to Review State

Withdraw
7P & Donmead

Zip & E-mail

Properties 4

B 84 - XEZWMYHT

c) XEDWMYHLEHEET B,

N-Document Type Name

L] ISO-TC67_N0911_150eCommittee_for_Secretaries_v3n~1

[ Withdraw ] [ Cancel ]

d) XELZDEDDT A0 B (3. XEATYESN-CEERT . XERIZIYHELEAS hhb,

|j ] 811 ISCeCommittee for Secretaries w3:1 L =
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5 Working with Folders and Documents _[|EZ3 G

Only notified documents can be withdrawn.
\L/

While the document has not been notified and is in review state (a ¥icon is next to the document),
the document is not yet visible to the Committee Members and can therefore be deleted instead of
withdrawn.

5.6 Moving of N document from one folder to other folder in working area

Documents can be moved by the Committee Secretary/ Convenor. N-documents can only be moved
into other N-folders
A document can only be moved in a folder of the same committee.

a) Select the file(s) or folder(s) you wish to move and click on the Move button:

&)

i- (Al item types) | _YI by name |~
9% Delete | £} zip &Download | [] Zip &E-mail | [ EmailLink | ( Print @ _@ﬂ == Add Item
|:| Type N Number Mame Size Document Type Document Sub Type Exp. Action Due Date Created
0 I | 912 150 Central Secretariat organization chart (1) ? 349KB Public document  Public document INFO MNone  2013-08-20 12:01
-_LJ 2911 I50eCommittes for Secretaries vi.1 L3 3MB Draft Working draft INFO  Mone  2013-08-20 09:42

B Copy p Move  §4 Delete :1‘ Zip &Download [ Zip & E-mail L Email Link 5 Print

Figure 85 — Movedocument

b) Click on Browse Content Server to select the destination folder:

"L 150-TC67_N0911 ISOeCommittee_for_Secretaries v3~i -~ o

Ttems: Type Mame

=] I50-TCE7_MNO91 1_ISOeCommittee_for_Secre

Move to: l [ Browse Content Server... ] h

Categories: @ oOriginal ) Destination () Merged

[ hMove ] [ Raset ] [ Cancel ]

Figure 86 — Browse Content Server

¢) You now need to navigate through the ISOTC server to find the destination Folder. Please follow this
path;

ISO Standards Development

ISOTC Home

Name of the TC

Name of the SC (if applicable)

Name of the WG (if applicable)

Library

Folder

e) When you have reached the folder into which you want to move the document, click on Select next to
the folder name:
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@ BHFDXEDARYHTZEHTES,
XENWBHENTHST, ZELRKE( ¥ DF LA KEDBEIZ DUV EE) (270 TV BHE
&, XBIZFEERAN—IZIZRA T, RYEL TLTHIBRT B EHTES,

56 EEMEEICHETR1DDIAILE MDD IAHILEAD N XEDBE) XEZ(FFEELERSHE. I E—
FIZE>THHTEHENTES N XEEBHTELBHIE. 2D N THILFD #THB,
XEIIR—FEESDIHILFIZOHBENREETH S,

a) BEIL-LWI7AMILRXIETHILEZEFEIRL., Move  REZVEI Y IT B,

(All item types) | = Vol

3 Move |34 Delete £} Zip &Download | [ ] Zip &E-mal | | Emaillink s Print w7| || = Add 1tem
7] Twbe umber + Name Size Document Type Document Sub Type Exp. Action :‘u-—: Da.l; Created
T 912 150 Central Secretariat organization chart (1) ? 345KB Publicdocument  Public document INFO None 2013-08-20 12:01
V] 1 911 [Sp=Committee for Secretaries v3,1 13 3MB Draft Working draft INFO MNone  2013-08-20 09:42
GPY | M) Move | 3% Delete _j Zip &Download || Zip & E-mail o Email Link 5 Print

85 - XEBERHTS
b) Browse Content Server #7')vo L. BENXD T+ ILFFEIRT 5,

1] 150-TC67 NO0911 ISOeCommittee for Secretaries v3~i o

Fems: Type Name

~] 1SO-TC67_ND911_I1SOeCommittee_for_Secre

Move to: [ 7§;wserinntreniirsrerver,j] _

Categories: @ Original () Destination () Merged

(a)

[ MMove l [ Resst | ‘ Cancel

86 — Browse Content Server

o) BEEDTHINFERT -0 ISOTC H—/\EHTBREH T ILENHD. UTORBTRH T HL:
ISO Standards Development
ISOTC Home
Name of the TC
Name of the SC (if applicable)
Name of the WG (if applicable)
Library
Folder

) FEDBIETAHILAIZREIL=5. THILE BDED SelectE9')vo3 5!
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5 Working with Folders and Documents

OPENTEXT | Content Server

Select = | (4] 03. Meetings and resoluti... | = |r£| ] show selectable items only

Action: Type Mame » Size

Select = 3 Items

44KB

43 KB

59 KB

212 KB

114 KB

ﬂ [8] User gquide 2 Items
' Cancsl

Figure 87 - Select

Selecting the destination folder will close the window and bring you back to the Move screen, where you
can confirm the move by clicking on the Move button.
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OPENTEXT Content Server

Select > | [ii] 03. Meetings and resolut... v |E3 (] Show selectable items only

Action: Type Mame Size

Select > 3 Items

44 KB

48 KB

55 KB

212KB

114KB

(i) User quide 2 Items
Cancel

87 - Select

BHEDIAISERIRTEHE, D4R IDHL. Move EEIZERS, Move R2 &)V IL THEIZEET S &
NTE3,

©ISO/JSA2017



6 Searching IECHEEGN

6 Searching

The full text of all files on the ISOTC server is indexed, unless they are scanned. It is therefore possible
to search for any term or a combination of terms inside the text of the documents. Whether a document
is found depends on the access rights to the particular document on the server. Only documents that you
can actually access will be listed as searchresults.

To search, enter a search term in the input field of the search bar and click on the © ™icon to launch the

search.
Search \-

Figure 88 - Search Bar

6.1 Search Options

By default a search is conducted from where you are currently located in the folder structure (Search
From here) including all folders at lowerlevels.

Clicking on the functions menu of the search bar will open more search options:

Search 4 }

Search |
Search type Full Text v
Slices From Here 4
Object type i¢ Everything L4
Last modified j Anytime L4

Advanced Search

Figure 89 - Search Options

You can search in different areas of the ISOTC server by modifying the Slices selected:

From Here Searches in all the folders and subfolders of the location you are currently in
From Here :
(Expanded).. Opens the Advanced search window

. Searches in all folders that you have access to on the ISOTC server,
Enterprise S

regardless of your current location in the folder structure

Enterprise Same search as Enterprise search, but also searches in previous document
(Expanded) versions

You can narrow down your search by selecting a particular Object type from the list or indicating a range
in which the document was last modified.

eCommittees User Guide helpdesk@iso.org


mailto:helpdesk@iso.org

66

6 BRF%

AEX v DIFEERE.ISOTC HY—N\ED2T7MILDETFAMIERSIBEN DTS, K2 T . XEDTFHR
MIHEAREXIIAENHEE TRETHIENTES, XENMREEINEINED I, —NLDBFEXE~ADT
DEREIZEOTRFES, ERIZT IV EATERXEDHIRERBERELTIRNT Y TSNS,

BRET DT RRNA—DANRRERAFZEAAL. 742 &0V 0ILTREZRIRT %,

Search \_

88 - FE/\—
6.1 BFRA T av

T I4ILE (Fromhere) TlE, BED 7L EEBEDET(TRDETAHINEZEL)HABRESIND, BE/N—DHEAEA
Za—EIYHOTRE BEFTaUMNELIZEHL,

m—

Search A
Search type Full Text ~
Slices From Here v
Object type ¢ Everything ~
Last modified ] Anytime v

Advanced Search

8- @AATL A

BINEMNT- Slices #XFTHEITLY . ISOTCH—/I\DELDEEHTRERTHIENTES:

From Here WEDBEEDIHIVEEFTIANFIZEITHER
From Here .
KYLEHGBRERED1 R IZERL
(Expanded)
Erterori ISOTC Y4 —/N\TT7IRREEHFDOLTH NI NTORE (TH LT EERNDRED
nterprise
BETE Iy
Enterprise Enterprise DIRFEIZMAZ . IBRDXELEHTDRE
(Expanded)

JYAEHLHFFED Object type 3 IRT M. XEANBRRICERSN-BOHEEEZEET H_&ITLY . RYRAAT BRFE
THIENTED,
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6 Searching

6.2 Search Results

The search results in listing all file names and folder names which have been found based on your search
criteria.

Search Filters
Narrow down your Display Style

search results by Choose between

: Sort :
creation date, content different ways to
type etc Sort results by display the results
different criteria from
the drop-down menu

v |5elactmsp<av Stle v '

Relevance  ~ fiew: Less Detail More Detai

Tch | Search Tools

71 Select Action... -

Creation Date =
Al D w ™ Y [[] [~] Template for d iat ob.
Introduction The IS0 Commenting template is used by participants in committees and working groups during the balloting and commenting processes to submit their comments and observations to secretaries of 150
Last 3 days (0 committees, convenors of working groups an...

Last 2 weeks (0 150 Standards Development » ISOTChome + ... » 01, Publicinformation » IS0 Commenting template - 91% - 338 KB - agnes.simai@standards.org.au - 2013-01-04 - Hit Highlight - Find Similar
Last 2 months (747
Last & months (2
Last 12 months
Last 3 years (11

1 N 140 User Guide 1S0/TC Server
The ISOTC server project The secretariat of this ISO/TC is participating in the piot phase of the ISOTC server project which is organized by the IS Central Secretariat which sims at supporting ISO committees in the use of
an electronic environment ...
150 Standards Development + ... + Lbrary © 02. General committee documents - 90% - 204KB - carmen.simon@vdma.orq - 2003-07-01
] TH n720 User Guide Livelink
it [fwaw.is0.orgtc or through a link from the homepage of 150's main Internet site 150 niine (https /s so.0rg) with the designation Working area for 150 techrical committees (ISOTC home). To generate a POF Fle
for administrative documents, p...

Content Type
150 Stendards Development + ... | Library + 02 General committee documents - 90% - 103KB - carmen.simon@vdma.org - 2004-03-26
ADocmen (#£37) [ T user quide to the 150 server

fattp: fwww.so.orgftc o through a link from the homepage of 1SC's main Internet site IS0 Crline (http:/fwww. iso.org) with the designation Working area for 15O technical committees (ISOTC home). To generate a POF-File
for administrative documents, p...
150 Standards Development » ... + Library + 0L Publicinformation - 0% - 53KB - stephanie vak@nen.nl (Delete) 2089425 - 2004-03-05 - Hit Hichlicht - Find Similar

1 T:] n12825 user Guide to the I1SOTC server
fttp: /fwwiso.orgftc or through a link from the homepage of 1SC's main Internet site IS0 Grline (ittp:/fwww.iso.0rg) with the designation Working area for 15O technical committees (ISOTC home). To generate a POFFle
for administrative documents, p...

Figure 90 - Search Results List

Each document found will be displayed with a short excerpt as well as the document location and a rating
on the search relevance:

[ISO Standards Development » ISOTC home ¢ ... + 01, Publicinformation + TS0 Commenting templatel 91% | 333KB -

Document loCation Search relevan

Displays the path to the Displays the relevance of
document’s location on the the document (in %) related
server to the search
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Display Style
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Laost 2 manths {74 [ T 44D User Guide TSOITE Server
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90 - REFERURF
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[ISO Standards Development » ISOTC home » ... + 01. Public information + IS0 Commenting tem plate] 91% | 338KB -

Document location Search relevance
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6 Searching ICHIIEGNG

You can select the documents you are interested in directly from the search results by checking the
tickbox next to their name and selecting an action totake:

~ Search Results in 'ISOTC home' for: user guide

Results 1 to 10 of about 32000 sorted by Relevance, did you mean to search Enterprise?

Search Filters

Creation Date
All D W

[ select Action... th
Select Action...

M ¥ (] Add to Collection Choose a search result action l

Last 3 days (0]
Last 2 weeks (0]
Last 2 months (747
Last & months (22573)
Last 12 months (4596

Available Actions are:

Apply Categories
Apply Classifications
Print !

B Save Your Results
Zip & Download
Zip & E-mail

Figure 91 - Search results action

Menu option

Function

Add to Collection

Livelink default feature, pleaseignore

Apply Classifications

Livelink default feature, pleaseignore

Print

Print all selected documents

Save Your Results

Saves the list of selected documents as a personal
search.

Zip & Download

Create a Zip archive containing the selected documents
and save to your computer

Zip & E-mail

Create a Zip archive containing the selected documents
and send per email
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XERADBEDFTVIRVIRIZFIVIR—DE AN, TOLAVEERT HE REBRENCEE. BLDHINETE RIHL
NTED,

Search Results in 'TSOTC home' for: user guide

Results 1 to 10 of about 32000 sorted by Relevance, did you mean to search Enterpriss?

Search Filters ] select Action... t«-
Exealion Dee =
| Al D w M Y | Add to Collection | Choose a search result action L
Apply Categories

Last 3days (C Apply Classifications |
Last 2 weeks (T Print s
Last 2 months (747 & Save Your Results i
Last 5 months (2757 | Zip &Download I
Last 12 months (459¢€ Zip 3_‘.!‘:7'"??“_ ]

91 - Search results action

AIREET VL3V FLUTDBEY:

A=a—FFiav Wae

Add to Collection Livelink DT 74 )LMNFELZ DT, F{ELTEW

Apply Classifications Livelink DT 74U DO T, EELTKL

Print BIRL-2XEZHRIT 5

Save Your Results BRLI=XEDAME Personal DIRZRELTHREFT S

Zip & Download BIRLE-XEEET Zip archive ZERK L. /\VaVIZREFET S
Zip & E-mail BIRLI-XEEEE Zip archive #1EBL.EA—ILTEIET S
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7 Helpdesk and Info |G

7 Helpdesk and Info

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
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