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INTERNATIONAL ELECTROTECHNICAL COMMISSION
I EC Meeting Registration System (MRS) User Guide for National Committees

1 Introduction

The IEC’s Meeting Registration System (MRS) is a web application designed to manage the IEC’s technical
meetings (TC/SC) as well as the General Meeting (GM).

The acronym MRS refers to the application described in this user guide.

2 Definitions / Roles

Do remember that any individual who is to use MRS must have an IEC username and valid password
provided by National Committees!

NC Accreditor(s) and HC Organizer(s) must be named by the National Committee Administrator (see below)
in the online Meeting Registrations System (MRS) for each meeting.

NC Admin —the NC Administrators are individuals within an NC who manage access, roles and permissions
within Expert Management (EMS). This privilege is visible in EMS under an individual's profile, in the tab
“IEC Perms”.

NC Accreditor — the NC Accreditor is responsible for the accreditation for particular meetings, of Delegates
and the Head of delegation from his or her NC (and must be an NC staff member). During the General
Meeting the Accreditor will be the NC Secretary by default.

MRS sends weekly email notifications to the Accreditor, as reminders of pending applications.

HC Organizer — NC staff from the Host Country, who provides the necessary TC/SC meeting information
and organization required to open the online registration process for a particular meeting.

Information includes, but is not limited to: scheduling meetings and events, providing hotel and event
information or a list of countries requiring visas.

It is possible to assign the roles of NC Accreditor and HC Organizer to one person, providing that the NC is
hosting the meeting.

TC/SC Secretary — the Officer who has been officially nominated in this role; this person is responsible for
some specific cases of accreditation of delegates (More details in sections 9-13). TC/SC Officers (Chairman
and Assistant Secretary) may also carry out this role, as backup, if necessary.

Participant — a person who wishes to register to an IEC meeting using the online Meeting Registration
System (MRS) at http://meetings.iec.ch

General Meeting Administrators are IEC staff members who have administration rights in MRS.

Professional Conference Organizer (PCO) — The Host Committee for the General Meeting usually hires a
Professional Conference Organizer who needs to have access to the online Meeting registration system.

Host Committee (HC) — The National Committee which organises a meeting is called a Host Committee.

Reception Desk — The Host Committee may install a reception desk to check in participants who effectively
come to the meeting.

3 Defining roles at the General Meeting

The HC should contact the IEC CO Coordination team to discuss and determine role assignment and
responsibilities, as these may vary, depending on business and regional needs.

Page 4/31

March 2012
© IEC/JSA 2015



1 FX

IEC DEFEZHF AT LMRS)IE., [EC DEFMAKETC/SORVARGNEEET 5=HIZERShfzHzT -7
r—3 o TH5.

MRS EWVSBEFRIEEDA—HYHARTRERSN DT TV r—av %7,

2 B /&

MRS ZEFTEHEMBINAIL, EAEERDSIEHSINS IEC DA—VELFHNG/INI T—FEH>TLVEITA
(FHEHNEFLENLS!
NC GBEEEE HC THEIF. ENZEEREEE (LITFSH) LY, F251> DRFBERXTALAMRS) TRFEZE
[ZH8E SR RILHS L,

NC BIEE - NC BIEEBELIL. TXR/IN—FIRTAVMEMS)ZEWT, 7HER, BE|, HFaxEHET 58 NCAD
BN, COEHEILX EMS HDAT“IEC Perms”"DEADTOT4—ILIZFEND,

NCRBEH - NCEEEBI. BHENELEZEIZODLWTEHE NC DRERFERRAREZRETHIEEZHFEDO(INC DREY
TTRITNIEGESHWD) , KREHEIREHB NCEEHEXTIHILLFTNC EFHRELES,
MRS (L. ABFLHAHFDYTAUFELTE 1 BID E A—)LiEKE NC BEEIZZEET S,

HC X#%&F - /RAFED NC R4V T T, HEX TC/SC REBHERE. BEDERBEDA UMV ERTOLRERMIRT
B-OICRHBELRREERET S,

RETIER(CNICELSEL) . KBLEARNUIDBRER, RTILEARUMNIET HERIZHE . RIFETHABELE
DA,

NCEREZELHC FHEEZEDEREZ 1 ADBEANICEIYHTEILETED, z1ZL. D NC HREDHRANETHSZ L
EEHET B,

TC/SC EfEHE - COBRBERIIERGIN-AT49—: ZOEANTI. RRFAZREDHENDY—XIZDWTE
EEEHD(FEMT L3y 9-13 [28H) . RETHMIE. TC/SC A 74— (BREEREIRE)L/\vIT7vTEL
TIORENZFESZENTES,

SME - o510 DEHEZEF AT L(MRS  http://meetings.iec.ch)Z{f->T IEC £FICEIRET I ELEEFETS
BN

RKEEHE(X. MRS [ZBWTEEIEREEFDIEC DA,

SEEEEMRAPCO) - KEDRALED NC (L, BF . SHEEFMSUHEZRE-THY., BWolFA V10 55HE
BROATLANDTVEANBEITGS,

RAFERERMHC) - REFFFHT S NCERRNEER LIS,

Zf - FRAPRAERG. RBICRBISRIBMEEF VI T ORI ERETIBENDHL.
3 RERTOREIDER

HC (X, IEC HREBFFHDREF —LELERENY ., REIDBLEFITONTELAE > ETRETHIENEELLY,
INIEEB-EO=——XIZL>TELIGHEENHD,

© IEC/JSA 2015



http://meetings.iec.ch/

I EC INTERNATIONAL ELECTROTECHNICAL COMMISSION

4 The MRS Main Menu

Meeting Registration System (MRS) User Guide for National Committees

The main menu appears on the left-hand side once a user has signed onto MRS and displays available

options which vary, depending on the user profile.

Depending on the types of meetings taking place, it should be noted that the TC Officers may also see the
“Meeting Accreditation” menu (see below). For more information, please refer to the TC/SC Secretary’s

Section.

Click on the little white arrows to hide/show menu options.
Click on the black arrow to hide/show the Main menu.

1
Figure 1 - Hide/show menu options

Main menu for the NC Admin

o0 My Meetings: meetings you have registered for.

0 Meetings open for registration: Meetings open for
registration on MRS.

0 Meeting administration: name NC Accreditors and HC
Organizers for each TC/SC meeting here.

Main menu for the HC Organizers

o0 My Meetings: meetings you have registered for.

0 Meetings open for registration: Meetings open for
registration on MRS.

0 Meeting organization: Manage the meeting from here.

Main menu for the NC Accreditors

o0 My Meetings: meetings you have registered for.

0 Meetings open for registration: Meetings open for
registration on MRS.

0 Meeting accreditation: A shortcut for users with
accrediting roles.

MY MEETINGS -

MEETINGS OPEN FOR REGISTRATION -

¥ TC1S00SC 1304 (2009-12-14)

MEETING ADMINISTRATION

F Meeting sccreditorsfiorganizers

Figure 2 - This is the NC Admin’s Main Menu.

MY MEETINGS -

b TC 15005 1504 (2009-12-14)

MEETINGS OPEN FOR REGISTRATION -
Mo meeting opened for registration
MEETING ORGANIZATION -

b TC 120 & TC 12005C 1304 (2009-11-30)

Figure 3 — This person is the HC Organizer for one
TC/SC meeting.

MY MEETINGS -

MEETINGS OPEN FOR REGISTRATION

¥ TC1S00SC 1504 (2009-12-14)

MEETING ACCREDITATION

¥ TCASOISC 1504 (2009-12-14)

Figure 4 — One meeting requires accreditation from the
NC Accreditor.
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5 Assigning rights at TC/SC Meetings (NC Admin)

The National Committee Administrator names the NC Accreditor/HC Organizer in MRS:

MY MEETINGS - Home = List TC/SC meetings

MEETING ADMINISTRATION 2009-12-25 T 150 Geneva, Switzerland
2009-12-14 TC1SSC 15048 Hamburg, Germany
2009-12-12 TCAS0 & TC 1505 1504 Sydrney, Australiz

F Meeting accreditorsiorganizers

Figure 5 — The NC Admin will go to “Meeting Administration”, click “Meeting accreditors/organizers” to view the list of TC/SC
meetings on MRS. It is necessary to select a specific meeting to view information on its accreditors/organizers.

Check Accreditor(s) / Organizer(s) details and name persons, as required

Selecting the appropriate TC/SC meeting (as shown in Figure 5) allows the NC Admin to view information
about NC Accreditor(s) and HC Organizer(s). A successful assignment of rights using the Search function
will automatically retrieve user details from the Expert Management System (EMS).

TC 150 & TC 150/5C 150A (2009-12-27) =

»  Operation successfully completed !

Done

NC Accreditors / HC Grganizers already appointed for this meeting

Mone.

COrganizer's mailbox

tiss@iec.ch rvu@iec.ch meetings@mycompany.ch

Add NC Accreditors / HC Organizers The “Search” funclions retrieves information

Sisrhpersons i aetmarier] from the Expert Managament System (EMS).

Figure 6 — The Host Committee (Germany) has not yet named any NC Accreditors or HC Organizers for this meeting. It is the
responsibility of the NC Admin to name the individuals who will undertake these roles. In the example above, the HC Organizer's
mailbox has already been created and contains 3 email addresses, where HC notifications will be sent. Do remember, ONLY the NC
hosting the TC/SC meeting has the opportunity to name HC Organizer(s).
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NC EHEE|L MRS TNC BREE HC XHEEFIELTS:

MY MEETINGS - Home > List TC/SC meetings

MEETINGS OPEN FOR REGISTRATION Date |Meeting Location |

Mo meeting opened for registration 2009-12-27 TC150 & TC150/SC1504  Hamburg, Germany

MEETING ADMINISTRATION 2008-12-25 TC 150 Geneva, Switzerland
2009-12-14 TC 1300=C 13048, Hamburg, Germany

20091212 TC150 & TC 150/5C 1504 Sydney, Australia

b Meeting accreditorsiorganizers

5 - NCEEE L. “Meeting Administration” [Z{TE ., “Meeting accreditors/organizers”#%')y2 L TMRSMDTC/SCEE) A&
KRS, REE THEBICETIERERDIICIE. BEODRKEFTEIRTILENH D,
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TC 150 & TC 150ISC 150A (2009-12-27) -

v Operation successiully complated !

NC Accreditors | HC Organizers already appointed for this meeting

Mone.

Organizer's mailbox

tissi@iec.chmvu@iec chmeetingsamycompany.ch

Add NC Accreditors | HC Qiganizers “Search” HEE [F T R /S — R T RS AR S T L

(EMS) oD IEHEHE T 5,

Search persons (by last name): | [Search

6 - RAFEER(FAMY) ZZDEREDONCREEELHCERBLELIERALTULVEL, ChoD&REIZESBEAZIELT DI
NCEBEDEITHD, LEEDHITIE. HOEEE D A—ILRY I RILERIZERSNTEY ., HCBADEIEFLEA—ILTEL XA
DEFEFNTLS, TC/SCEENDRAMEIEDHANCOHDNHCEEEFIER T IMEFH DO LEETENLL,
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Click “Dane” at the end.

NC Accreditors / HC Organizers already appointed for this meeting Chanpes lake place in “real fime”
Mone,
Organizer's mailbox The NC hosting the TCASC meeting must name

an Accredifor and an Organizer, aithough
ong person may fake on both roles.

Add NC Accreditors / HC Organizers

Search persans (hy last name): IﬁSS Search

e T S A

Test Tizs - NC Accreditar dediss-nc-acc tizs@iec.ch I
Mz IEC eTraining Tiss-MC Crg de-tizs-no-org  myuEies.ch 'l 'l
Mz [ECCOTISS Tiss-convenar detizs-conv  tiss@iec.ch I I

Figure 7 — In the above example, the Host Committee may name both Accreditor(s) and Organizer(s). Note that one person may be

assigned both roles and that the search has retrieved three users from Expert Management. Select as required. (Remember these are
fictitious users!!)

The heading beiow does nof change, aithounh, in this exampla,
fhe MO can name NC Acorediforis) only, as it is not hosting this specific mealing.

NC Accreditors ' HC Organizers already appointed for this meeting

Mone.

Add NC Accreditors / HC Organizers There is no opfion to create the "Organizer's mailbox”

Search persons (by last name): IﬁSS Search

Mz Expert TISS chiizz4-expert tizz@iec.ch [
M=z  Host Committee3 TISZ ch-iz=3-hc tiz=i@iec.ch I
Mz  Host Committes2 TISS ch-tizs2-hc tizz@iec.ch 'l
M=z Host Committeed TISZ ch-izs-hc tiz=i@iec.ch r

Figure 8 - Name NC Accreditors in the example above.

MC Accreditors / HC Organizers already appointed for this meeting
Tizs - NC Accreditor de-tizs-nc-acc tissdiec.ch v

M=  IEC eTraining Tiss-RC Org de-tizs-nc-org  myLi@iec.ch [ v v

Figure 9 - Roles of individuals who have been appointed as Accreditor and Organizer. Check “Mailbox” for HC Notifications to be sent to
the HC Organizer.
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NC Accieditors / HC Organizers alieady appointed for this meeting ?E%)l’g:iz,,i;g:z;i

Mone,

Organizer's mallbex TC/SCREBDRAMEHEDHDINC L. REBLEHEE
BALZITNIEESED 1 BOBEALRADEEIZE
STELTED,

Add NC Accreditors / HC Organizers

Search persons (by last name): }tiSS Search

L o e T

Test Tizgs - NC Accreditor de-fiss-nc-acc tiss@iec.ch u
Mz IEC eTraining Tiss-MC Crg dedizs-nc-org  myuEiec.ch - -
Mes IECCOTIES Tizs-convenor de-tiss-cony  tiss@iec.ch - ™

B 7 - LEOHITIE. RAMEEREINCREELHCEEE DR AZIEL TED NADEANRADREEE LD TONDHIEL,
BRFETEMSALIADI—HHHHESNI=CLITBET S5 E BEITHLTGERT %, (RPDLI—HFBFEELZOTIE!)

COBITIE, B NC ZEDHERBORRAMEBDHEN =0, IFETEIDEINC BEEDH
THHN . TDHBATLUTORELEZEDOAL,

NC Accreditors | HC Organizers already appointed for this meeting

Mone,

Add NC Accreditors / HC Chganizers “EEEOA— LRI R EEET BT L0,

Search persons (by last name). ]tiss Search

e R
Expert TISS chtissd-expert tissi@isc.ch r

Ms  Host Committes3 TISS chtizs3-hc  fiss@iec.ch ¥

Ms  Host Committes2 TISS chtiss2-he  tiss@iec ch r

Ms  Host Committesl TISS chtiss-he tissi@iec.ch I

8- LEDFITIINCEEELZIER TS,

NC Accreditors | HC Organizers already appointed for this meeting
T [ T T T
Test Tigs - MC Acoreditor de-tizs-nc-acc tiss@isc.ch

Mz |EC eTraining Tizs-MC Org detiss-nc-org  myvu@iec.ch I_ v i

9-NCEAFEBEXRIFHCEREELLTIEZSN-BAADEE|, HCEEBFBITEIESINBHCEHNZEZ (TIST=6 “Mailbox” [ZF T
‘777_77&)\%60
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6 Opening a meeting and first crucial steps

In accordance with ISO/IEC Directives, an NC provides
meeting information to the relevant IEC Administrative MY MEETINGS
Assistant and/or Technical Officer, requesting to open a ]
meeting. Information includes dates and which groups are MEETINGS OPEN FOR REGISTRATION
scheduled to meet. . . .
Mo meeting opened for registration
The IEC Central Officg issues a Meeting Announcement by e —
means of an AC (Administrative Circular) and opens a
registration area on MRS. Once the meeting has been created || » Mesting accreditorziorganizers

by CO; it automatically appears in MRS in real time. However,

the meeting still does not appear in the Main Menu, as seen
to the right.

Figure 10 - An HC Organizer may have been named,
but essential meeting information has not yet been
added.

The NC Administrator (from the NC hosting the TC/SC
meeting), will then name HC Organizer(s) and NC
Accreditor(s) for its own NC, in MRS and for each TC/SC
meeting, as explained in Section 5. One person may receive
both roles.

MY MEETINGS
The HC Organizer fills in mandatory information, listed in -
Section 7, notably the meeting registration start date, meeting MEETINGS OPEN FOR REGISTRATION
timetable, participating c_ountries_, events as wgll as b TC 150/SC 1504 (2009-12-14)
recommended practical information such as visa and hotel

information, useful brochures, etc. MEETING ADMINISTRATION

For the General Meeting, these information are filled in by the b Meeting accrecitors/organizers

IEC Central Oﬁlce, and/or the HC Organizer upon agreement Figure 11 — All essential information has been added by the

between both parties NC Organizer, and the meeting is now under the menu
“Meetings open for registration”.

Once this information has been completed and once the registration start date has passed, the meeting will

appear in the Main menu, under “Meetings Open for Registration”.
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NCI&. ISO/IECEIXF RIS CHEL . HE DIECE I
ERV/ RIETIZANA T4 —IZRBDEREIREL.
SEORREERET D, COBERICIK. REBEORBEL. L
DT IV—TNEFELIFEMDEEND, ] o
Mo meeting opened for registration

IEC/COlE. AC(EHERXE) AV TREBRZEZHIT MEETING ADMINISTRATION
L. MRSD & HFHEIHZERMERT 5. COICK>TRBMNRES

NRE MRSIZRENITIILEA LTEIHIZR TSNS,
LA, KSBEFLEAMAZ2—ITERREING (BIZR
RI A3,

NCEIE (TC/SCEREDRAMEHEDANCIZFIRE) (. &
TC/SCREICDVLWT . HCEHEZELBEINCONCEREEZE
MRS T2 $ 5 (23 5TiM) ., 1ADEANRAD el L
A AT S — Lok ops |
BRIEHES_LETES, MEETINGS OPEN FOR REGISTRATION
HCEEE (X, L EBBFBHR(EIIaVIFNE)EANT D, 45 b TC 150/5C 1504 (2009-12-14)

2. REOEFZHABA. REOX(LT—TIL. SME. A4
RUb, HRINDEABER(EY . RTILIER. EREMH

FHE), ¥ Meeting accreditorsforganizers

MY MEETINGS

MEETINGS OPEN FOR REGISTRATION

¢ Meeting accreditarsforganizers

10 - HCEEFBFIBB N TS, KEDLHERBRIT
FIEMSNA TV,

.

MEETING ADMINISTRATION

Z2DBE . CNEDEHRIXIEC/CORYV / XIFHCE S 11 - TRTOBBEBERIINCERE ZL->TEMEN
s A= <
BRADERBDLTAANT S, 3. BE I A= 1—"“Meetings open for registration” D (=

BREShd.

COFEHEMNADIN, BEFABANBEDIE AN AZ21—0 “Meetings Open for Registration” D FIZEENRT
b,
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7 Meeting Organization (HC Organizer)

Meeting Organization is managed with 9 tabs. It is the responsibility of the Host Committee to provide
the information and to place it in the right area.

“Meetings” concerns meeting structure and date. Meetings are added into the system and managed from
here. “Rooms” is used to create/add meeting venues and location.

29 Tc 150/SC 150A (2009-12-14) =,

Meetings Rooms Hotels Visas Ewvents Practical info Admin Lists

There are Diabs fo manage meeling organization.

Meeting details

Germany

TC 1300sC 1304

This iz fiction!

2009-12-14

20091216 Hamburg

Active

200s-11-30 Germany

2009-12-04

Figure 12 - Tabs for meeting organization.

Depending on your needs, the HC Organizer (or Professional Conference Organizer) may wish to create
Conference Rooms before creating the meeting structure. If so, please refer to section Tab 3 - Rooms.
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SEOHRAFIDDATTEEEIND, COEREREL. WRLGEEICIHFREZBEITIDIIHFRRANERARORET
Hdo

“Meetings” [, KEDEHMEBRICERT 5. REEF AT LICEMSN, CCTEESINS, “Rooms” [, KED
RIGLGEERTEBMT H=OICALLRD,

| TC 150/SC 150A (2009-12-14) =

|
| Meetings Rooms Hotels Visas Events Practical info Admin Lists

SERBAFEETEEHNDETNIDHD Edit
Meeting details

Germany

TC 13065C 1304

Thiz is fiction!

2009-12-14

2009-12-18 HarmbLirg
Active

2009-11-30 Germary
2009-12-04

12 - SBREHED-HDET

HCE#ME (RIZRFEEEFIRA)IE. BEIZIEC T, RBDEMEZRTET BFIICRFEEZREL-VEEILZEL
BBEES, FDBEIL, 87 3 — RoomsDt0>32 5T BCE,
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Tab 1 - Details

This is the first tab by default.

Meetings Rooms Hotels Visas Ewents Practical info Admin Lists

The meeting start date appears
next to the meeting name.

Meeting details

The Registration start date is
particularly important as the
meeting  will appear  under
“Meetings open for registration”
from that date onwards.

At the General Meeting, some
meetings may take place before the Acthve
official Meeting start date. Two j2008-11-30 !
additional date fields, (Timetable 20081214 | Germany |
start and end date) will [
automatically appear after the
registration dates.

Germany

[Tc 150mc 1508

2009-12-14

|
|
|T'rt|e of the Committes |
|

2009-12-16

These fields
are essential!

Hamburg

This summary provides important
information and should contain all

necessary details. Figure 13 - Details tab for the TC/SC Meetings

It is possible for the Registration

End date to be identical to the Meeting End date, which allows for last-minute registrations. Do note that it is
always possible for applicants to modify their applications to the day of the meeting, regardless of
registration closing date.

Meetings Rooms Hotels Visas Events Practical info Admin Lists

Cancel Save

lMeeting details

Figure 14 - Details tab for the General Meeting

| Morway v| |Oslo Congress Centre, Youngsate 11 |
(T6th IEC GENERAL MEETING | [Radisson Blu Scandinavia, Holoergsgate 30 |
| Annual General Mesting of the IEC | | |
(2012-10-01 | | |
(2012-10-05 | 0slo |
| |
(2012-04-10 | Norway v|
|2012-10-05 | | |
|2012-08-24 | | |
(2012-10-06 | liec201 2@congrex no |

© IEC/JSA 2015

Page 10/ 31
March 2012



A7 1 - Details (5¥#8)

CNEETIAINTRADITRTENDST | [ wectins sooms Hotele Viess fuonts practicsl e ddmin Liste
THb.

Maeting details

RBHORIZRBBRAN RTINS,

Registration start date (& kB8 0) (X
Z 0 BH 5 “Meetings open for
registration” [ZREMNRRINDI=8.,
HICEETHSD.

egimirsion sr date | T XFXT] i z

ST, ARG BB BAICEILS.
—HORENEEINSGILLHDL. B
% (BAtR- ¥ T)BHDRIZ, 52220 H
BHAALT—TILORKBELRTH)
NEEIMIZRTIEINDS, 13 - TC/SCRE D= DDetailsF T

COBEFEELGERERMT S LE
BEHMABERIETATEENTNS,

BRI AABENTESLIIC. BRETHERBRTHEZRLICTHIELTRETH S, BER T HICEAHSY ., B
RAEFBICRBYAFEFTHARNBTELEETELLEHETNES

" L=, Y s ) — e

|Can=el| ISvnre|

Meeting details

Norway v
7Bth IEC GENERAL MEETING |

Oslo Congress Centre, Youngsgate 11

Radisson B Scandinavia, Hobergsgate 30

Description \Annusl General Meeting of the IEC |

Official start date 2012-10-01 |

Official end date 2012-10-05 |

Status Active o~

Registration siart date [201 2-04-10

Registration end date  |FIERITS

|
|
Timetable start date  |FTPXL B1) |
|

Timetable end date [i‘ﬂl"l 2-10-06

K 14 - KED1=8H DDetailsAT

10
© IEC/JSA 2015



INTERNATIONAL ELECTROTECHNICAL COMMISSION
I EC Meeting Registration System (MRS) User Guide for National Committees

Tab 2 — Meetings

The HC Organizer completes the

Details Rooms Hotels Visas Ewvents Practical info Admin Lists

meeting structure by deciding

which groups/subgroups should C
A Meeting informati m

meet, in accordance to ISO/IEC feeting ommation [eai]

Directives. Use this section to add general information that applies to all meetings.

Carefully examine the following
sequence of actions to Organize |View details | | Edit timetable | |A(I(I a meeting |
the meeting: 1) adding meetings
as required, 2) filling in the Tue

timetable. It is possible to link this ,,1:,

information once meeting venue M P M P A P

has been set and added to MRS
via the “Rooms” tab.

Click “Edit” to add general
information that applies to all
meetings. Click on the meeting
name in blue, as shown in Figure
13, to view, edit, or delete that Figure 15 — The “Meetings” tab for the TC/SC Meetings
meeting.

TI=S Woarkshop
To be confirmed

TC 180050 1504

TC 150/5C 150APT
2009

Some meetings will have already been added to MRS by IEC CO (see Opening of a

Add a meetin - . .
| g | meeting). Others are added manually (see next section under “Meeting types”).

View details

This view is an alternative to the ——— Other
timetable format and provides a quick TC 150 Tesse @ National Committee
summe_lry _Of auto S'Qn'_Up' access and TCA50MG 1 + TCASIPT 5 Wi [ PT § MT i ] Techrical Committes
accreditation rules which depend on _ _

“ - » T 1a00SC 15080 3 WG TPT ST ] Technical Commites
the selected “Meeting type”.

Figure 16 - View details

| Edit timetahle |

To get rid of the red warning sign, edit the timetable and indicate the day(s) a meeting will take place and
whether in the morning (AM) or afternoon (PM).

. . g T6th IEC GENERAL MEETING (2012-10-01) 2=
All scheduled meetings must have a completed timetable.
Details Rooms Hotels Visas Events Practical info Admin Lists
AIIows seeing the rooms where the meeting ey imomaon

W|” take place Wanagerment Meetings will be held at the Oslo Cangress Centre, Youngsgate 11 - 0181 Qslo

Technical mestings will be held at the Radisson Blu Scandinavia hotel, Holbergs gate 30 - D166 Osla

View details | [View rooms | [Edit timetable | [Add 2 meeting

Warning, the following meetings are not scheduled : SC 59M/MT 2
Click on "Edit timetable™

H = Cuith rooims)

E Tue E Thu EEE Mon | Tue | Wed | Thu Fri
% a1 1] [ 7] [} 04 05
Fig.17 Edit and set timetable details here for GM o Se Bet Al ac [ 0cl B UADE ) et

AW P AM P OAM PM OAM PM AM PM AM PM AW PM AM PM AM PM AM P AM PM AM PM AM P

cha X5 i
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[ZEML=5. CDIEHE > I3 HEE
EHTES,
“Edit"&#2)vILTELZBITETIEES
—RIFREEMT 5, EFORES (H
15 [CRIR)E0)v09 5L TDRE
BE-RE-HIBRTHIENTED,

Add a meeting

Datails Rooms Hotels Visas Events Practical info Admin Lists

Mesthivg information

Use his section fo add general information 1hat applies to all mestings.

—ERDEEEILIEC/COIZL>TEEIZMRSIZEBMEIN TLVA(

View details

Edit timietable ] |--!.|Id a mf—e!lnq.

Tue
16

To D confirmad

15 - TC/SCREDT=H D “Meetings” 527

REDFHFRESR) . TOMITF

ANTEMT BROEILaVDEBDIAT &SHR),

NIEBALT—TILDRIDORTART.
BeY A7y TOERE, BAEICET
BIL—ILDBRRRERMT L, ChnldE
IRLT="“Meeting type”IZ&>TEX S,

Edit timetahle

weetng ———iype o s o s ccess ccreaton

warkshap Cthier

TC 150 TCEC ) National Committes
TC AS0MYG 1+ TC150PT § WG /PT /MT [C) <) Technical Commities
TC 1500 15080405 3 i3 P P MT 1) (]

Tachnical Comimittes

16 — View details

FNEESAOERMYRIZIE, 24 LT—TIILEREL. REQHRER LFRIAMMNFEPWNEANT S,

R D= LENFF RCORBITDNTHALT—T [ e e wemmami o &
LERBERBITRIEEBHEL,
S _ . - lamigement Masteg, sl be bkt o the Dals Conprea Contre_ Toungagate £ - D181 Onée
%E%b\ﬁ1ﬁéh%)gﬂgéﬁg EE—G%éO Tehvural masnags wll be hake at tha Pladssso B Scandoass netel, Holsargs gate X0 . 0956 Oslo
ﬂ;:ln‘_-':ulhtl:'.:tl-l‘lﬂﬂall'li‘l!(hl-l-ll' SCFRNT ¢
17— RROBAIETITH AT —T LORMERE B BRI
ET%O ’ B ]
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Tab 2 — General Meeting only: add a new meeting and “Meeting type”

Once “Add a Meeting” has been clicked, the first step is to select the “Meeting type” which assigns specific

values by default
T6th IEC GENERAL MEETING (2012-10-01)

1) to determine who may register

Details Rooms Hotels WVisas Ewvents Practical info Admin Lists

2) to set the accreditation rules.

New meeting

Meetings types have been defined to facilitate meeting

-- Select -- ~

organization and are visible in the drop-down list

when adding a new meeting to the timetable.

These meeting types do NOT reflect official IEC business
naming conventions and are solely defined to facilitate Lo = :
meeting organization in MRS. e —

]

-- Select -- ~

| -- Select - -

Figure 18 - Add a meeting, "Meeting type" for General Meeting only. This
list is based on information available at the present time and will envolve.
The types are:
Affiliate Country Programme —persons from Affiliate Countries.
All NC Presidents — for meetings involving NC Presidents only
All NC Secretaries — for meetings involving NC Secretaries only
All TC/SC Chairmen — for meetings involving TC/SC Chairmen only

All TC/SC Officers — concerns Chairmen, Secretaries and Assistant Secretaries, if applicable.

S T o o

All TC/SC Secretaries — for meetings involving TC/SC Secretaries, Assistant Secretaries and Acting
Secretaries only.

~

Council Statutory Session — created to take into account specific participation rules.
Management Committee — EXCO, MSB, SMB, Council Board, etc.

Other — meetings that do not belong to the above categories.

10. Other Management — self-explanatory

11. TC/SC - self-explanatory

12. TC/SC Officers & Convenors — for meetings of a specific TC: all TC/SC Officers and the Convenors,
Project/Team Leaders, etc. of its WG/PT/MT.

13. WG/PT/MT - for all identified IEC WG/PT/MT and other official groups.

14. Young Professionals — for members of the Young Professionals Programme at the General Meeting.

The summary of access rights below explains the importance of selecting the appropriate “Meeting type”.
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18 - KEFIBMT 5-"Meeting type” (KREKEMA),
COYAMIBBFATAFARELERICE N 2D
®.Z1LT 5,

Meeting type (REBED AT :

1. Affiliate Country Programme -7 J4) A k- AU R)— (FEMBE) N5 DE AN

2. Al NC Presidents - NC ERDANSMT 5

3. AlINC Secretaries - NC EHERDAMNESMT 5L

4. All TC/SC Chairmen - TC/SC R DANSMT 5%

5. Al TC/SC Officers - #H&. Eff#E. BFREINE KA TH58) ICERKRTS

6. All TC/SC Secretaries - TC/SC DEE#E . EFEINE. EEHEREOANSNT 525E

7. Council Statutory Session — ¥EDSMIL—ILEEET H-OICEHEINT-

8. Management Committee — EXCO., MSB. SMB. Council Board (§f:&%) . Z D1t

9. Other - BIRDATI)—IZHRYLAELEE

10. Other Management - XF5&Y

11. TC/SC - XF&Y

12. TC/SC Officers & Convenors — HED TC DEHE: I ~TD TC/SC A T4H—, £D TC O WG/PT/MT DA~
E—F. 78 oM —F— F—L)—F—FENSMT

13. WG/PT/MT - BB#ESh =3 RXTH [EC WG/PT/MT RUZ DD LARY IL—TF
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General Meeting: Meeting types and default access rules

Limited
Types Access Auto Sign Up Accreditation
Affiliate Country Programme N Y Central Office
All NC Presidents Y Y Central Office
All NC Secretaries Y Y Central Office
All TC/SC Chairmen Y Y Central Office
All TC/SC Officers Y Y Central Office
All TC/SC Secretaries Y Y Central Office
Council Statutory Session N N National Committee
Management Committee Y Y Central Office/None
Other N N Central Office
Other Management N N Central Office
TC/SC N Y National Committee
TC/SC Officers and Convenors Y Y Technical Committee
WG/ PT/MT Y Y Technical Committee
Young Professionals Y Y Central Office

Table 19 - List of meeting types and default options. If these need to be changed, please contact IEC Central Office at generalmeeting@iec.ch

New meeting

WG PT JMT ¥
-- Select -- ~
As shown in Figure 20 by default expert with corresponding
roles are automatically approved to the WG/PT/MT meeting,
access is limited and the Technical Committee Secretary
is responsible for accreditations. Ative 3
Workshop for Industrializing Countries | %
Technical Committes
-- Zelect - -

Figure 20 - Default values for “Meeting type” WG/PT/MT at
General Meeting.

New meeting Applies to TC/SC MEETINGS ONLY.
Tab 2 — TC/SC Meetings only — &ﬁ:lm" — ]
add a new meeting and “Meeting
type”

. - . . i &
TC/SC meeting structure is much simplified il
and contains two “Meeting types” |
WG/PT/MT or Other.

Figure 21 — Add a meeting - TC/SC Meeting types. The NC Organizer adds WG/PT/MT
or Other meetings here.
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Tab 2 — Add a new meeting, next steps (both TC/SC meetings and General Meeting)

1. Select the “+” icon to create a Joint meeting.

TC 150/ WG 1
2. Inmost cases, the descriptions are pp———
automatically retrieved from the IEC
database; others may be filled in manually 1€ 1500 1 =
’ ) [TC150PT 5 |
3. Meeting status may be modified at any time |- Select - !
so that the HC Organizer may schedule, W
replace, reschedule meetings, or even post a ERIS0 CAISUSNNER
meeting that is yet to be confirmed. ‘

4. By default, the last meeting entered will
appear at the end of the list, but you may Figure 22 - Add a new meeting, joint meetings, for TC/SC meetings.
choose a specific place in the list using the
field “Order just after”. However it is very
easy to change the order in the timetable,

using the white sorting arrows. TC 150/WG 1

5. Auto sign-up (for some meeting types WG [FT IMT
ONLY): if checked, individuals who have the | TC 1504G 1 =l
appropriate roles in EMS will be automatically |TC150PT 5 [~
registered to the meeting once their Wi TESTY, TISS TEST MT
registration process has started. [actve =]

6. Limited access: is open to any participant e !
but requires accreditation (point 7). Replaced

Rezcheduled
To be confirmed

7. Accreditation: Options include:
o Figure 23 - Add a meeting, meeting status, for TC/SC meetings.
0 Select — no accreditation

IEC Central Office — IEC CO provides
accreditation
fo) Nat|0na| Comm|ttee _NC Accredltor pI’OVIdes aCCI’edItatIOI’] Details Rooms Hotels Wisas Events Practicalinfo Admin Lists
0 Technical Committee —TC/SC Officers provide accreditation

76th IEC GENERAL MEETING (2012-10-01)

New meeting

8. Accreditor S =

Remember date and meeting time must be added separately,
in the timetable (using Timetable > Edit timetable)

10. Use the “Multiple Rooms” function (figure 26)if the meeting
room or venue may change, which may be the case if there is ————
more than one session to a meeting. e
For example, on day one, the meeting can take place in CONF1, T |
and on day 2, in CONF2.

Active v

- Select ~]|

An HC Organizer who wishes to modify default values in point
5, 6 or 7 should contact IEC Central Office at Figure 24 - Add a new meeting, various fields, General Meeting only.
generalmeeting@iec.ch
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HRe=chedued

To be confirmed

Toth IEC GENERAL MEETING [2012-1001)

[Renp——

L T e

- Gt - -

&350 Status(TC/SC £&EH)

X 24 - F-RBRBEEMT S - HRAGE(KEDH)

RAVES5. 6. XRIETTDTFIAIMEZLZELI-LVEES HC EHEH (L. IEC PREFED (generalmeeting@iec.ch) |Z3E
#BLTIZLLY,
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I EC Meeting Registration System (MRS) User Guide for National Committees

Change meeting status (for both TC/SC Meetings and the annual General Meetinqg)

Active, cancelled, replaced and to be confirmed are single-step modifications that require one click.

However, rescheduling a meeting requires further
action:

o Click on “Edit” - Status
o0 Click on “Reschedule” and then on “Save”.

o0 Click “Back to list and “Edit timetable”; make
appropriate changes and click “Done”.

0 Click the blue meeting label and update “Status”

to “Active”. A notification will be sent to all
potential participants (pending, on hold, etc. -
see notifications section)

TC150/WG 1

WG SPT FMT

[ TC 1500 1 =

[TC150PT 5 ﬂ

WG TESTH, TISS TEST MT

Cancelled
Replaced

Rescheduled

To he confirmed

Figure 25 — Add a meeting — TC/SC meeting status.

Assign Rooms to meetings (for both TC/SC Meetings

and the annual General Meetinqg)

A meeting location (venue and room name) should
be assigned to each meeting so that participants
know where the meetings are taking place:

0 Choose a scheduled meeting and click on its
name (blue link) and then on “Edit”.

0 Assign room(s), using the drop-down list.
Rooms already attributed to other meetings do
not appear in this list.

0 Use the “Multiple Rooms” option if one meeting
were to have several venues — meeting in
CONF1 on the first day, and CONF2 on the
second day, for example. Select the appropriate
venue for the date and time (AM/PM) shown.

0 You may update room arrangements at any
time. These changes will be reflected in the
room selection in the drop-down list.

TC 150

TCISC

TC 150

This is & test TCISC for TISS Training purposes

Active -

[EC - COMNF1 +

none

| Muttipte Rooms |

IEC - CONF1 »

IEC - CONF1 =

Figure 26 - Assign rooms to specific meetings, for General Meeting

only.

© IEC/JSA 2015

Page 15/31
March 2012




L0 Status *ZEF T B(TC/SC LELERKEDNA)

Active, Cancelled, Replaced. To be confirmed &, 729V I TELI VI INATYTIDEETHD,

LAOL. REBEORTD1—ILEERICITEMDT V3w =
WBLES:
QO  “Edit” - Status #9)v9¥ %
O  “Reschedule”&2')vyH L., RIZ“Save” &) w99
%
O  “Back to list”, RIZ“Edit timetable” %9')v93
%, BYZEEL=H, “Done” #7135
O FBWLEBINILETYIL. “Status”%“Active”IZ
BT 5. TREMEDHLLEMBISEMAEES 25 - REFIBMT H-TC/SC RED Status
N5 (Pending, On hold & - BHItY ar® xS
)

150 WG 1

SBOBERY (TC/SC RBMEERKEDRA)

SENECTHEINIMDSMEICHOMNEESIZ. &
BOBT (2B LMEDL I ERMTLIEET S,
O RET1—LEhE2EERRL. 2B (FLY hovs
©9) . RIZEdit" &Y 95T 3 e et G5 e 155 o o
O FayFEH )R EFE-THRERET 5. BRI

HORBIZHY HTONHMEILZOYRMER —
Shigly,
O 1 ODRBABUOLBIELADBER |
“Multiple Rooms” DA T av &S, flZ L. K& —
1 BB CONF1.2 HEIE CONF2 £F 5, RiR& ;_F

N1-BE B ERBAM/PMICXL TEYI LR I5%
EiRT 5,

O MEENWEIWOTLEHTEL, ERIEFOYTS 26 - HROEBEDEHEEY (KEDH)
DUYRNDEEDEREEICREND,
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I EC Meeting Registration System (MRS) User Guide for National Committees

Tab 3 — Rooms

Home = Manag ting > Manage ting rooms

Create rooms and a practical drop-
down list under the “Rooms” tab. TC 150/SC 150A (2009-12-04) -
Indicate building and room

number/name fOF Clanty ThIS Details Meetings Hotels Visas Ewents Practical info Admin Lists

informagon mgy be modified at any
time under “Edit”.

For obvious reasons, rooms :

already assigned may not be fiec - BorF ] E

deleted.

IEC: - CONF

EC - CONF2 50
EC - CONF3

Figures 27a & b - Add rooms (venue and name) one at a time.

Now that rooms have been created, return to the Meetings Tab and assign rooms to meetings. First, select
the meeting and proceed as shown under Assign Rooms to meetings (for both TC/SC Meetings and the
annual General Meeting)

76th IEC GENERAL MEETING (2012-10-01) =
Details Rooms Hotels Visas Events Practicalinfo Admin Lists

Back 1o list | |A(I(I a meeting ‘ |Meeting members |

TC3

TCISC

TC3

Information structures, documentation and graphical symbols

Active

Mational Committee

CC104

CC105

Figure 28 - Edit a meeting to assign a room to the session or different sessions taking place.
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“Rooms” 27 M FTEHEREEAMAZRD
VTE YU ANERTET D, PAREIZT S
O ELNRLEBMEDEES EMEA
h3 5, COFERTEdt"TLOTHE
BTES,

RGNS BRICHEESNTVWSEE
[XHIBRTERLY,

MEZRELzD.
EERREDBAH)IZTT LIHEDSD,
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RBOITICRY ., RBICHEZEYA TS, F7.

Home > Manage meetiivg > Manage mesting fosmns

TC 150/SC 1504 (2000-12.04)

Details Messiings Hotels Wisas Ewenmts Practical info Adimin Lists

Timistabia |

27a R b - —EICHEHOBE (RIFELTR) EZBMNT S,

RBEERL. 2EOERY (TC/SC 28

E 76th IEC GENERAL MEETING (2012-10-01)

S

Dl alls Reoms Hotels WVisas Events Practical info Admin Lists
Ii.n.1h To lan .-11n| a mealing i Meeling momber s ;lllll '
TC 2
| TSt
fca
.,
| Irtoemalion structures, documentation and grapfecel Syl
D
| Actie
Hatinrisl Coenendfine
LM
e |1 ]

28 - REEHRELTHUZEY AV XITEL S YL avVIZEEEEIYHS TS,
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INTERNATIONAL ELECTROTECHNICAL COMMISSION
Meeting Registration System (MRS) User Guide for National Committees

Tab 4 — Hotels

Details Meetings Rooms Visas FEvents Practicalinfo Admin Lists
You may add hotel information for practical purposes; __ _
however, each TC/SC meeting participant is responsible """
fOr hIS/her OWn hOtel resel’\latlon Breakfast and wireless internet included

Toreceive the group rate, please register faryaur hotel through the following link

hitp-itvnnea conresx noient

cannot be far registrations received after 31 August 2012
Add a hetel

S S S T
Raciszson Blu Scandinavia Hotel g itvewewy radissonbiu.comiscandingvishotel-oslo Single (NOK 1245)

Double (NOK 1395)
Thon Hatel Europa bitp: e tharhotsls comihatels/oountrysinorvay/osliothon- hotel-surapal - Single (NOK 845)

Dauble (HOK 1145)
Rica Holberg Hotel hitp: i rica-hotels comotelsitica-holberg-hotel: Single (NOK 995)

Doubls (HOK 1195)

Figure 29 - Add useful information and hotels in this area.

For the General Meeting participants may register to hotels through an internet link provided in this section.
In that case participants are redirected to an external booking system independent from the IEC.

Add hotels and links as required, fill in details and add room information.

The HC Organizer should return and update this section as required, for example indicating that the
hotel is full.

Details Meetings Rooms Visas Events Practical info Admin Lists

Back to list | |Delete | |Edit |

Radisson Blu Scandinavia Hotel

Radizzon Blu Scandinavia Hotel Holbergsgste 30

http: feewewy radizzonblu.com
fzcandinaviahotel-oslo

+47 23293000

0166

Oz=la

Marweany

List of reoms
peormoom————————Jouwrony ——————Jorice

Single MOk 12435
Double MOk 1393

Figure 30 - Fill out hotel information and the list of rooms available (twin, single, double, etc.) here.
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R E I THRT LEREEMT HTELTES, LAY o M o [ i e

L.TC/SC 2BOBELDSMEFBEORTFLTH -
frussfant snd wicnins & irdwrnad i baded

(:3 L"Cﬁﬁ}’&'ﬁ? o Tt eben T rop tate, (i e eogpuleT e ooy Sl Reough B Bieng ek

Sl Yy LRI ALY

BLEOMITOBINEN Lol Juw il Vo sepuirsion spossd aftar 11 hmped 1012

Wia miap | |Add s Betnl

LR Fedrnon te Lo areireen i By fees TR OPRE. ST O ot Sargpe [MOW 1245
Donatils (0 136857

=) 1hr, it droga iz deres BoTaam mrosl e (HOK B5)
Dot {600 11450

B e ok it A e TR AR STV & s roR g {H0H 85
Db hCH 1168

29 ~RIDIEWERTILEDREEICEBINT B,

ROEE. SMERIDEILAVIHBEHSIN AV IRV VBB THRTIVICEETHLELTED. TG
B.SMAEIXIEC LITREFRDNBDFHIL AT LISHEESND,

REIZGCTRTIVEIVVEEBML, #MZEA AL, BEFEREEMNT 5,
HC E#FIXEIZBLTID I avIcRY ., BEF T A ENEELL, BIZIE, RTILNERIZLF=CEETRT

%

Details Meetings Rooms Visas Events Practicalinfeo Admin Lists

Back 1o list | 1Delete[ Ifdill

Radisson Blu Scandinavia Hotel

Racisson Blu Scandinavia Hotel Holbergsgate 30
hitp: My radiszonblu com
fzcandinavishotel-oslo

+47 23 293000
o

MEBE

Ozl

Moy

List of rooms
peoroom — Jowrency _lpice |

Single MOk 1245
Dauble MOk 1385

30 - RTIVIEREFARBELGHEDVRN VA DU T I ZTIVE)EZIIZAHNTS

17
© IEC/JSA 2015



INTERNATIONAL ELECTROTECHNICAL COMMISSION
I EC Meeting Registration System (MRS) User Guide for National Committees

Tab 5 - Visas

Details Meetings Rooms Hotels Eve

Some participants may need visas to attend meeting. Click
Edit and add a check mark to countries that require visas as

a reminder to potential participants. m

Accompanying persons are subject to the same visa Afghanistan r
requirements. It is therefore essential that the information e -
fields are properly filled out, for both participants AND
Accompanying persons. Algetia r
Under tab Admin Invitation Letters, you will find an excel e -
extraction available for the HC to merge the file with a word
format for the invitation letters. Angola r
Details Meetings Reoms Hotels Visas Events Practical info Lists. .-E'-.rltlgua and Barbuda I_'
Argerting r
Invitation letters 5]
Delegate/ . a | a (FRRE Pags. a
EEM_ Figure 31 - check names of countries requiring visas in this list.
h_§h ¥ W ¥

Figure 32 — Excel extraction

Tab 6 — Events

You may add general information that applies to all events.

Use the button “Add Event” to add events to the program and “Edit timetable” to assign time and dates to the
events.

Click on the event name in blue to view, edit, or delete that event.

Participants have the opportunity to

subscribe to events. |E{Iit timetable | |A{I{I Event, Technical Visit |
During the General Meeting the Dinner
submitted to accreditation by the HC.

AM P AM P AM Phd

I Dinner X

Figure 33 — Events scheduled.

Opening Ceremony

Social event

Dpening Ceremony

Active

First position

hone

Figure 34 - Details of the event include type, name and fee, to name a few.
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—HOSMBEFRBHEDOHICEFHABEIHETHD
5. Edit #9UvL. SMPEE~DUIALLELTE ARG | Details Mectings Rooms Hotels Eve

BREIZFIVvIR—I%AND,

Irvitaivn kizn B

EFEELESORBEEZFHIIRLTH S, #>T. SMELREEF _m
FED=HIZ. COFERBEMTEICANTHIENNELLD, Afghanistan B
Admin 27D T, Invitation Letters MEZAIZ,HC MT—KRX  abania |
EIZZELRAATHRHFRMSMENDED Excel T7MILEHETE | agens B
B&ITE-TLVS, Andorra r
-

e ] il Jpm P |
Pl + e |u-.|-._._ ot

31 - COURMCEYARELZEDRRIFvIE
Ans,

OB 32 - Excel 31

A7 6 — Events(ARF)

BARVMIZYTE2—BRIERFEMNMT HEHTED,
AR “Add Event’ZAWNTT OIS LIZARUREEBML ., “Edit timetable” TARU MZBfE B EEREZEIYLN TS,
FERDARUVNGED)VIL ARV ERE. RE. XITHIRT 5,

%ﬂu%li’f’\yl“(: EFI Lﬁt%‘%’ﬁ‘\% EEIIH timetable | |.l|uhl Event, Technical 'i'mrl
%o
A P AM M AW Pw
Secretaries (R -#HEMRER) [CHL B X
ABHEIMELNELD, HC DEREIZK
%, 33 - ARUADRYTDa1—ILEEE.
|IFIHH|III| i BAGINONY
Sockd avert
L g O sy
»'u'.‘Nﬂ:

B 34 - ARUIDFEMICE HIZIE. 24T BT BHEAEFND,
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INTERNATIONAL ELECTROTECHNICAL COMMISSION
I EC Meeting Registration System (MRS) User Guide for National Committees

Tab 7 — Practical Info

Three sections are available to provide practical information, general documents and meeting/event
documents.

Practical information concerns elements which may facilitate the visit and make it more agreeable, such as
information about currency, public transport, the weather, security, local customs, voltage and sockets, etc.

Please post relevant information for participants under “Documents”, while documents produced during the
meeting (green papers) should be posted in Collaboration Tools, under the TC’s “TC/SC Meeting Folder”.

The documents uploaded in this section will show up in different areas for the participant, depending on the
document category: each category corresponds to a tab for the participant, for example: the “General Info”
documents will show up at the end of the Participant’s summary.

You may upload a document for a specific meeting or event under “Meeting/Event Documents”, the file will
then show up in the participant's meeting or event timetable.

Details Meetings Rooms Hotels Visas Events Admin Lists

Practical information
Mone.

Documents Add documents

These documents will appear under each category tab, on the registration screens.

No document

Meeting/Event Documents Add documents

These documents will appear an the meetingfevent timetahle when the paticipant registers to meetings.
Mo document.

Figure 35 — Select “Edit” to add practical information and “Add documents” to save files onto MRS.
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ERER. —BXE. LB ANVINXEFRBETI-HDI23D20EILaVEFATHIENTES,

ERAERIL. AEMADHBZEFIFL. RA—XIZTE5ODERICERZRT S HAE. EE. AHEXE. XK.

AR . BHMOTE.BE.AVEUNIEDERTHS,

SMEDT-HDEEEHRE “Documents” [ZIBEL TIZL WY, EEFIZIERLST=3ZE (green paper) [£Collaboration
ToolsMEZBTCAHD“TC/SC Meeting Folder” [ZHBEFHEINBHIEMNEZELLY,

CDEIAVIZTYTA—RENE=XEF, XEOATI)—ICE L THRALZEE TS NE IR RTINS, KHhT3Y
—IIZSMEBRDOATIZHELTULNS, HlZ I, “General Info” (— 2 1EHR) DX EZIISMBOBMEDRRIZR RSN

b,

“Meeting/Event Documents” CIXFE DR B RIEIAR VD XEETYITO—RTES, TDI7AILIEISNEDE
EXIEARDEALT—TILIZRFESN D,

Details Meetings Rooms Hotels Visas Events Admin Lists

Practical information
Mone.

Documents Add documents

These documents will appear under each category tab, on the regisiration screens.

No document

Meeting/Event Documents Add documents
These documents will appear on the meetinglevent timetable when the participant registers to meetings.

No gocument.

35 - “Edit"ZBIRLTERAXEFEML. “Add documents”ZEIRLTI7AILE MRS IZIRET S,
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Tab 8 — Admin: for TC/SC meetings only (HC Organizer)

Various functions have been created to facilitate certain tasks for the HC Organizer:

Details Meetings Rooms Heotels Visas Events Practical info Lists

1. Redister padicipants

2. Invitation letters

2. Check-in

Figure 36 - These functions are designed for the HC Organizer and apply to all TC/SC meetings.

1. Register participants — a last name search allows registration of individuals who have a profile in

Expert Management system (therefore an IEC user name).

An HC Organizer and NC Accreditors can register participants from their respective NCs (or
Dependency). After closing date, HC Organizers may register participants, upon request.

Type in the last name; if there is a match, you may click on “Register” to start the person’s
registration or, if the person is already registered, click on “Go” to check his registration. If there is no
maitch, the profile is not in Expert Management (EMS) and must be added in EMS by the relevant

NC Admin.

Warning: To avoid duplication, before creating new profiles, please use the Register Participant
option to make sure that the person does not already exist in Expert Management or MRS.

2. Invitation letters — the participants and Accompanying Persons listed here have requested

Invitations letters to obtain visas to attend the meeting.

The Professional Conference Organizer or HC Organizer handle these requests. Check the box in

the right-hand column when a letter has been sent.

3. Check in — this option is used by the Registration Desk to check—in participants that sign-in at the
reception desk at the opening of a meeting. In this way, it is possible to know who has arrived, hotel

information and other whereabouts.

© IEC/JSA 2015
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HC EHEEDRHEDNEBEB BT B-OITHRAGHEENRESNT:

Detalls Meestings Rooms Hotels Visas Events Practical info

1 _Reaqister paricipants

2 Invitation letters

3. Check-In

36 - TNODHEEIFHCEEBED-HIZHRESN ., £ETC/SCREIEASINS,

1. Register participants - @FTRETEE, TXRN—FIRCAVI AT LIZTAT4—ILAEH >TLSEAN

(LT ECHI—HR) DEFEMFTEEIZL S,

HCE#EENCEEHIFEHEDNC(RIXRERE) ODSMELZHTES, MUIHD®R. HCEEEFXEXRIZIG

CTEMEBZZHETED,

BFEANL. EHTHLDHHNIL Register " #0)vILTEDEADEZERFHBTES, HHWE. TDE
ADBECEBZEINTWSIE (X “Go" Vv IL TEFEERTES, ART L0 EFNIETFR/IN—FT
ROAVR AT LEMI)IZTAT4—ILNTENENSI T ELD T, Z T ANCEEENEMSIZFDOEAZEML

T NIFEST,

BE: EEFRITAEO.HLWTOT4—ILE T DRI, Register participantsDA T3 & FE>TED

BAMNEMSXEMRSICELBFEELLE N EEFFEZRLTIELLY,

2. Invitation letters - CCIZHIBINESMELRFE X, SEHED-ODEYEAFTH-6H. BEREE

RKLTUWLS,

SBEEFMSUXFIHCEEENENODEREZNIES S, BFRVEESIL. BRI DRYIRIZ

FIVIR—DANDIE,

3. Checkin- COATLavid, £EMERICZMATHAUAVTEBMBEFIVIAVTDE=HIZZFTHEE
ENnd, F5TNIL, EMNTNBLED . RTILIER. TOMDBIBFREMBIENTES,
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Tab 8 — Admin: additional tabs for the annual General Meeting

Various functions have been created to facilitate certain tasks for the HC Organizer.
1. NC Accreditors & HC Organizers —HC Organizers and NC Accreditors are listed here.

2. Accreditation — this option is used to check by meetings the number of registrations pending-
approved or disapproved.

3. Register participants — a last name search allows registration of individuals who have a profile in
Expert Management system (therefore an IEC user name).

An HC Organizer and NC Accreditors can register persons from their respective NCs. After
closing date, HC Organizers may register participants, upon request.

Type in the last name; if there is a match, you may click on “Register” to start the person’s
registration or, if the person is already registered, click on “Go” to check his registration. If there is no
match, the profile is not in Expert Management (EMS) and must be added in EMS by the relevant
NC Admin.

4. Invitation letters — the participants and Accompanying Persons listed here have requested
Invitations letters to obtain visas to attend the meeting.

The Professional Conference Organizer or HC Organizer handles these requests. Check the box in
the right-hand column when a letter has been sent.

5. Check in — this option is used by the Registration Desk to check—in participants that sign-in at the
reception desk at the opening of a meeting. In this way, it is possible to know instantly who has
arrived, hotel information and other whereabouts.

6. Affiliate Countries Participants — self explanatory.

Host Committee staff — this option is used to create a complete profile, including Login/Password,
for Host Committee staff, who will then have the possibility to use MRS to register to meetings and
events. The Professional Conference Organizer (PCO) and HC Organizer may use this function.

8. Guests (Host Committee & CO) - All requests are managed at the CO CEO Office and should be
forwarded to TISS. Guests will receive an “xm” login.

9. Hotel confirmation — Depending on how hotel bookings are managed, the PCO or HC Organizer
may use this option to confirm the participants’ requests for hotel rooms reservation.

10. Professional Conference Organizer (PCO) — IEC CO GM Coordination team adds the email, user
name and password of the professional organizing service selected by the Host Committee.

11. Registration desk — includes the login details for the on-site reception desk, where PCO staff will
amend check-in details (see point 5).

Warning: To avoid duplication, before creating new profiles for HC/NC guests and HC staff, please use the
“Register Participant” option to make sure that the person does not already exist in Expert Management or
MRS.
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2.

10.

11.

NC Accreditors & HC Organizers - HCEfEEHENCEEEMNCIIZFHNEINS,
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ns,

Register participants - & F TRZELTEMSIZTAT4— LA EHE - TLWSE AN (> T, IECA—HR) F & i%T
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=5,

BFEANL. EHITHEDLHANIE Register &0 vILTEDEANDEFEFIIRTED, HBHLIE. ZDE
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AZ4—LAENENSITELD T, %L T HANCEEENEMSIZZDEAEZEBMLA T IEESELN,

Invitation letters - CCIZHIEINI-SMBLRFEE X, RBHEDO-ODEVEAF 56, BHFEKEZE
KLTULNS,

REBEEEEMRUXRIIHCEREETNTNLDOERENIET S, BIFRNEEINL BRI ORI RIZ
Frvir AndlE,

Check in - COA T av(d, REBFRERICZMATHAU AU TEEMEBEFVIA0T5-DICZMATHEA
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Affiliate Countries Participants - X =&Y,
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BIENTED, REEEFEMRM(PCOEHCER B L DHEEEFERATESD,

Guests (Host Committee & CO) - IR THEKIXIEC/COEFHREETEEIN, TISSICERESND, ¥ AR
[Xa7 42 “xm" #2175,

Hotel confirmation — RTILFHMNED XS IZEEBINSEMNZLEH ., PCORIFHCEEE EIZ DA T ar % &
AL.SMEDRTILEEFHDERETHERTES,

Professional Conference Organizer (PCO) - IEC/CORS AR F— AL, RAFERESHEEL-SEFEEE
FISHDEA—IL, 2—HH  RUNRT—RZEMT S,

Registration desk - IIEDZFD-HDOT AU EMEE L, I TIEIPCORAYIMNF I I/ DEMER
HITBERAV5ESE),

Z2E: EEEHITSI280.HC/NCT AREHCRAYTDEF LT OT4—ILEVERK T HRIIZ. “Register Participants”
A T3 % FE>TEMSIIMRSIZCEFDREANEELLZWNEEFREZELTIZLLY,
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Tab 9 — Lists for the HC Organizer for TC/SC meetings and General Meeting
Lists may be generated for statistical purposes.

Details Meetings BRooms Hotels Visas Ewvents Practical info Admin

1. Cwerviennt of current status of reqistrations

2. All padicipants

3. Paricipants by meeting

4. Participants by event

A Accompanying persons

A Listof cancelled redistrations

T Weekly counts of initial reqistrants

8. Listchecked in delegates

Figure 37 - Lists for the NC Organizer for the TC/SC Meetings

1. Overview of current status of registrations — information is sorted by NC, by meeting, and by
category of participants. Generate attendance lists in Word format from here.

2. All participants —view and sort all participants by NC, type, Status, etc. Click Excel icon to export
data into an Excel file. A chart is also available.

3. Participants by meeting — select a meeting and view participants, check application status, etc.
Click Excel icon to export data into an Excel file. Click “Chart by meeting” to view distribution of
participants by TC/SC.

4. Participants by event — select an event and view participants, check application status, etc. Click
Excel icon to export data into an Excel file. Click “Chart by NC” to view distribution of participants by
NC and other organizations.

5. Accompanying persons — view accompanying persons, view visa information and export into Excel
if necessary.

6. List of cancelled registrations — view cancelled registrations. It is possible to reinstate or delete a
registration by clicking a person’s name and entering the profile.

7. Weekly counts of initial registrants — self explanatory

8. List checked-in delegates — very convenient for the Conference organizers who can refer to this list
to see whether a participant has arrived and signed an attendance list.
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47 9 - Lists: TC/SC RERERED HC XfEEH

Lists [T#EETBBIICHER T HTLLTES,

Daotaila Mecotings Rooms Hotels Visaa Events Practical info Admin

1. Overview of cunrent status of reqisirations

2 All paticipants

3. Padicipants by meefing

4 Padicipanis by event

5. ACComMpanying persons

B. List of cancelled reqistrations

T \Weekly counts of initial registrants

8 Listchecked in delegates

37 - TC/SC £ D NC EZED=HDJRK

1. Overview of current status of registrations (Zf}iK;H—&) - NC. £&. SMEBEBDHTI) - LIZIFEMNY—
FENd, ZTHS Word KX DIEFEZERANEERKT B,

2. All participants (£31#&) - £S5 MEEEEL.NC. Type. Status EZ&IZ2SMBEEY—FT B, Excel 7A
aAVEIYHTBE T—4% Excel T7AIIZTHRRR—+TESL, FYy—hBAFTES,

3.  Participants by meeting(£&ZENDSME) - SFFERLTSMBLZHEL. HIAARRELZERETES,
Excel 7AAVED )T BE. T—3% Excel T7AILIZTFHRR—FTES, “Chart by meeting” (KB EDTF
Y—R)ED)YITBHE.TC/SCTEDSMEBD N HEEETES,

4.  Participants by event (A RURZTEDSME) - ARV ERRTEESMBHBE CTE, HIAARRELFES
TE5%,Excel PAOVEY VI T HE, T—3% Excel Z7AILIZTFRAR—LTES, “Chart by NC”(NC Z&MD
Fy—R)EHV)VITBHENC RUZFDMDERBEDSMEBO RN HEZEETES,

5.  Accompanying persons(RE{¥%#) - R{FEZEEL. ESEHREBEEL. BEIZH LT Excel ITZFRKR—FT
5,

6.  List of cancelled registrations (FRYASN=EEFZDURL) - MYBEIh-EHKEEETES, BALEIIYY
L. 7A74—ILEANTNIEZBEZEEETES BAREI)VILTEEZEIBRT 52E1TES,

7.  Weekly counts of initial registrants (#][B] & £x& DB DEHEE) - XFEY

8.  List checked—in delegates (Fx vV A LI=REBFDIAL) - SEFHEFIZESTERN, ZOURMNESETHL
. SMENBNBFLEEFBIRANMIY AU LEENEIIEHERTES,
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Tab 9 — Additional lists for the HC Organizer at the General Meeting

The IEC GM Coordinator and the Host Committee may discuss and fine-tune the options as required.

4. List of Young Professionals for GM only — view and sort Young Professionals by NC, type,
Status, etc. Click Excel icon to export data into an Excel file. A chart is also available.

10. List checked-in delegates in xIs format — very convenient for the Conference organizers who can
refer to this list to see whether a participant has arrived and signed an attendance list.

11. Participants by hotel — self explanatory
12. Affiliate participants — self explanatory

13. Visa requests — these participants have requested invitation letters to assist in obtaining visas to
attend the meeting(s); NC Organizers should remember to check the box “invitation letter sent” to
keep tabs on these administrative issues.

14. Council Statutory Session in xIs format — self explanatory (attendance list)
15. Full export in xIs format — self explanatory
16. Management statistics — for the IEC General Secretary

17. Social Events in xls format — may help in case of specific needs (i.e. special diet) to be taken into
consideration.

Figure 38 - Lists during GM
1. Cwerview of current status of registrations

2. Al padicipants

3. Participants by meeting

4. List¥oundg Professionals by meeting

5. Paricipants by event

B Accompanying persons

J.Listof cancelled registrations

8. Weelkly counts of initial registrants

9. Listchecked in delegates

10. Checked in statistics in xls format

11. Participants by hotel

12 Affiliate participants

13 Visa requests

14. Council Statutory Session in s format

15, Full export in xls format

16. Management statistics

17, Social events padicipation in LS format
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27 9- K&ETOHC EEFED-HDEM) XF
[ECREFABEELRAMNEERX. BERIZHELTAHTLavIZDONWTELAL., MEARTHIENTES,

4. List of Young Professionals for GM only (BEFEFARIJAMKEDHA) - BHEFEMRZEEL. NC. Type.
StatusFZLIZY—FTED, Excel PAAVEI VI T BE, T—R%Excel 77 M ILIZT X RR—+TES, Fr—+
HLAFTES,

10. List checked—in delegates in xlIs format (Fx v/ LI=XFRF D) XL, ExcellbX) - SEFHFICESTEF,
ZDYRLESEBINIE SMEBNBNFLLZL HEEB)ANMIY AU LENEINEHERTED,

11. Participants by hotel (KT )L EDSME) - XFEY
12. Affiliate participants (7 74U TA DS ME) - XF@EY

13. Visa requests(E M ER) - CNHDSME L. SEHED-HDEFEZAFTE=6. BHFREFERLTLS,
NCEMEE L, /RvyH X invitation letter sent” FBFRFZEF) ZDLTHERELT. ChoDEBEHFVEBRDITEE
H3bHIe,

14. Council Statutory Session in xls format (¥, Excell6 =) - XFEY (HEEFIRXF)
15. Full export in xIs format(£ I X7R—k, Excel¢ ) - XF@EY
16. Management statistics (B ¥#fst) - [ECEHFL KR

17. Social Events in xls format (3t XA/ Xk, ExcelltH) - BHED=——XHHSI5E (DFY. . HHB). EELTD
BIBRIZIRIL D,

38 - K=HhDYRE

1. Owerdew of current status of reqisirations
£ All paricipanis
2 Participanis by meating
4 LISt Youna Frofe anals by meeting
5 Parbcipants by gvent
L& OMpamMAnG pErsans

7_Listof cancelled reqistrations

waekly counls of inilial registrants
3_List checked n deleqates
10 Checked in stalistics in x)s format
11 _Parbicipants by Robil

12 Affiliale padicipanls
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8 Lists for the NC Accreditor

Accreditation Register

The NC Accreditor may view four types of lists:

1. Owerview of current status of registrations

1. Overview of current status of registrations —
information is sorted by NC, by meeting, and by

category of participants. Generate attendance lists 2. All patticipants
in Word format from here.

2. All participants —view and sort all participants by 2. Particinants b i
NC, type, Status, etc. Click Excel icon to export data UL TS EY T
into an Excel file.

3. Participants by meeting — select a meeting and 4. Padicipants by event

View participants, check application status, etc.
Click Excel icon to export data into an Excel file.
Click “Chart by meeting” to view distribution of
participants by TC/SC.

Figure 39 - Lists for the NC Accreditor. If no Event has
been added to the meeting, the Event list will not appear.

4. Participants by event — select an event and view participants, check application status, etc. Click
Excel icon to export data into an Excel file. Click “Chart by NC” to view distribution of participants by
NC and other organizations.

Summary Accompanying persons Visa Meetings Events

Current status of registrations received to date (20091204} for the TC 150/5C 1504

Total number of registrations received to date: 14
Murmber of accompanying persons registered : 0

Albania TISS Wiorkshop

TC 15005 1 S04 MG 3
TC 15005C 1504

TC 15005 1504PT 2009

Algetiz
Argenting
Australia
Austria

th th O h

Bahtain
Belaruz
Belgium
Bosnia & Herzegoving

Brazil

o oo o o o o o o o O O

Bulgaria

Canada

-

Chinz 1]

Figure 40 - the list of current registration supplies various statistics.
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8 NCRBEEZFEDHDYRE

NC B E(L 4 BEDYRNERBZENTES:

Accreditation Register

1. Overview of current status of registrations
(BHKRE—R) - NC. 2. SMEOHTIY—&IC 1. Overview af currant status of registrations
BREY—bTED, Word BXDHEEERAMEZI,S
KT B,

2. All participants
2. All participants (£5%&) - £ MEZEEL. NC,

Type. Status EZ &2 —FTED, Excel 7AAVET )y
D9 BE, T—3% Excel T7AIVICTFRKR—FTES,

3.  Participants by meeting(£ZF DS MNE) - SETE
RLTSMELHEL. RAHRREERBTES, 4. Patticlpants by even!
Excel 7AAVEDvI T HE. T—45% Excel T7AILIC
THFAR—FTED, "Chart by meeting ETUVTFDE.  pyman LA, ARV FIRGERENS
TC/SCZLDEMEDHHEFHETES, 0,

4.  Participants by event(/RURZEDSME)- AIRNVEEERLTSMEBZEEL., HAARRELERTSE
%, Excel 7AAVED )T HE. T—3% Excel T7AILICTHFRR—bLTES, “Chartby NC"Z# 01y d 5L,
NC RUZDMDMBT NS MEBDO N MEBETES,

3. Pardicipants by meeting

39 - NC BEEBED=HDIYRL, KFEITARVEN

Summary Accompanying persons Visa Meetings Events

Current status of registrations received to date {2009-1204) for the TC 150/SC 1504

Total number of registrations recelved to date; 15
Mumber of accompanying persons registered : 0

Ntional Committees Mootings _______|

Albania TIZS Workshop 5
Algpat i TC 150/5C 1 50AMVG 3 0
Argenting TC 150/5C 1504 5
Australia TC 150/5C 150APT 2003 5
Austria

Bahrain

Betarus

Belgium

Bosnia & Herzegovina
Brazil

Buigaria

Canada

China

mis =& o o o0 0o & o0 o oo o

40 - BMEFIAMIRLGHRAZREES S,
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9 TC/SC Meeting participation

Please note that rules for participation at TC/SC meetings may vary during the General Meeting.

Who may attend

As stated in ISO/IEC Directives, TC/SC meetings are open to persons from participating NCs (P/O Member
countries).

As a result, the number of Meetings listed under “Meetings open for registration” will vary depending on the
user’s role and dependency.

In general, any individual with an IEC username AND from a P/O Member country may submit an application
as it will be featured in the menu in MRS. (In case of the General Meeting, the "visuals" are different, as all
meetings taking place are featured in MRS)

Depending on the participant’s roles and the meeting types, some aspects of the registration will happen
automatically and others will require further action, whether it be in terms of accreditation, hotel booking or
request for invitation letters, to name a few.

Delegates and Head of Delegation
An NC Accreditor assigns these roles to individuals from its own country. With the exception of TC/SC
Officers, participants to plenary TC/SC meetings must be accredited as Delegates or Head of Delegation.

Lists

TC 150/5C 1504
Saturday 05 December
TISSTEST

I T T o

[EC COTEST  Tiss-Expert02 |- Select - |Pending | Cancel || Save

Remark. ‘ e
Head of delegation

Figure 41 — Accreditation of Delegates and Head of delegation

Liaison Officers

Liaison Officers see their meeting under the “Open for Registration” menu. If the liaison is for a WG/PT/MT,
there is no access to the TC meeting. It will either be invisible or the checkboxes to sign up will be disabled.
Liaison Officers may need to be assigned a role as Delegate or Head of Delegation for accreditation
purposes, depending on the meeting the person wishes to attend.

Other Participation is accredited by the TC/SC Secretary.

Complementary information may found in General Meeting participation, Meeting accreditation — NC
Accreditors and Meeting accreditation — TC/SC Secretaries.
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9 TG/SC £@E~DS M
REHIE L, TC/SCEEDSMIL—ILALEHAATEEENHEZEITEELTIELLY,

HENHETESH
ISO/IEC BFYEFERAIESIZEEHIN TILVALSIZ, TC/SC £E (TS ME NC(P/0 A /\—E) DEANIZFAFE B
ntad,

ZDHER . “Meetings open for registration” D FTHIHEINSLEBOHIL. 1 —FDRB|LBERMEICI>TELES,

—fERIZ IECHDA—HFEZEFHEDP/OAVN—FEDEAIEMRS DA=1—IZBFHINZD T, BIAAETBHIENT
x5, (KEDBEIL. HESNILELEN MRS [CIEEHINLIDT. “RAHFTELD)

BMEDORBNERBOIATICE>TEFO—HIZBEBHICITHOA., TOMDESITDNTIEESHEET I av
WEITED, ZNEFHIZIE, BERKRICEST  RTILFH. RIFBFKOEREFTH S,

REZF X AR
NC BEZBXNLDEEZEEDEANIZEYH TS, TC/SC AT —%#KEE,. TC/SC £AREENSMEL
Delegate (X&) X & Head of Delegation (X & &) EL TRESNZITNILESEEL,

Lists

TC 150/SC 150A
Saturday 05 Decermber

TISS TEST
ECCOTEST  Tiss-Expert02  DE |- Select— =] |Pendng | | Cancel || Save J
Remark:
| e
Head of delegation

41 - RRFAEREARDEE

D

I oA T4 Y —IE A= 2—"Open for Registration’ D FIZEFENRZ 5D, WG/PT/MTOUIYV U DIFEIL. TCEE
[ZIETOERTELRN, TCREIRZIBVVREIZEo TWSD ., XK. AU TYTDF IR I RAMNESIZ -
TWB IV oA T —IT . HELEWESEREICE ST, BB D=6 Delegate ({t ERFH) X[EHead of
Delegation (KR REH &) DR ENZZNY L TONIDBENELEIMNELNAEL,

ZO/MDBMILTC/SCEBRHEICK>TEEIND,

HRERIT. AE~DSMN. KEORBE-NCREE. RUKEBEDRE—TC/SCERHEICIEHIN TS,
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10 General Meeting participation

Council Statutory Session

As stated in the |EC Statutes and Rules of Procedure, “a Council member may be accompanied by not more
than three advisors unless the delegation comprises a Council Board member, in which case the total
delegation may be increased to five persons”. These advisors are recorded as Delegates or Head of
Delegation in MRS.

Conformity Assessment Board (CAB) and the Standardization Management Board
(SMB)

Members and Alternate Members of the Conformity Assessment Board (CAB) and the Standardization
Management Board (SMB) are automatically approved to the General Meeting. Each NC may have two
Observers. Any other participation must be approved by the IEC General Secretary and candidates will be
recorded as Observers.

Complementary information may found in TC/SC Meeting participation, Meeting accreditation — NC
Accreditors and Meeting accreditation — TC/SC Secretaries.
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10 X&E~DEM

# % (Council Statutory Session)

IECREIR VM {TAEAN B EIN TS LS, “BEDREAVN—FIZUNDBEBELRTIEEHIENTES,
KRAVFBRAVN—ZECHEE KRADBARESRETE LT ENTED . ChoDBIEEIFIMRSIC
[IDelegate (X F M) X [&Head of Delegation (X &R &) LL TiEfFIN D,

& i TS (CAB) LR E EEFT = (SMB)

BE BT E R (CAB)LAZE BT ER(SMB)D AU N—RUVEI AV N—[E KE~DSNEBHEBMNIZKESL
%, ENCHAS(F2Z DA THF— /I \DHETES, TOMDSMIFECEBRRICI>TRBENATLITEST | &
WEEATH—NELTRESNS,

HEIERIL. TC/SCRBADSM. EEDRDE-NCREH . RUZFEDRE-TC/SCERHEICEEHINTLVD,
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11 Meeting accreditation — NC Accreditors

As seen above (Meeting participation), a potential participant must have an IEC username and be from a
P/O Member country, have appropriate roles in EMS or be accredited by his/her own NC as Delegate or
Head of Delegation.

Accreditation by default

If a participant has been assigned an official role in a TC/SC or WG/PT/MT, as shown in the participant’s
profile in the IEC Expert Management System, then accreditation is automatic.

This is valid for the following meetings (“meeting type” name is in parentheses) :
0 TC/SC Chairmen (All TC/SC Chairmen)
0 TC/SC Officers (All TC/SC Officers)
0 TC/SC Secretaries (All TC/SC Secretaries)

o  WG/PT/MT (WT/PT/MT)

. . . Participants by meeting
When the registration is submitted

online, the person is automatically Fage 111

registered and approved to the

status is listed as “Approved” to the

appropriate meeting(s). [ TC 150/5C 1508, | e = [an =] e

A few groups (steering groups, TC 150/5C 1504, TC150 Chairman  Approved  Tiss-Chairman

temporary groups) will require

assistance in the accreditation T 15055C 1504 TC 150 Secretary .ﬂ.ppl oved Tizs-Tolfsc-Sec
process. If you encounter a problem, L

please contact Central Office at Total participants : 2

tiss@iec.ch. Figure 42 — The NC Accreditor sees approved registrations and can only accredit

registrations that have been submitted!

Other situations

1) WG/PT/MT Meetings

If a participant is not a member of the WG/PT/MT, as shown in the participant’s profile in the IEC Expert
Management System, then the registration must be approved by the TC/SC Secretary who is automatically
notified by email once the participant has submitted his online application.

2) TC/SC Plenary meetings

Apart from TC/SC Officers, a participant who wishes to attend a plenary meeting must first be accredited by
his/her own NC. This would be the case for a WG expert who wishes to attend the plenary meeting of his/her
TC/SC. At the General Meeting, participants from Affiliate countries may participate at TC/SC plenary
meetings, subject to approval.

3) Automatic accreditation at Management meetings:

o0 |IEC Officers, IEC Past Presidents, CB Members and MSB members are automatically approved to
Council Statutory Session

o0 |IEC Officers, IEC Past Presidents and MSB members are automatically registered to Council Open
Session

o0 |IEC Officers are automatically approved to CAB and SMB meetings, as well as NC Presidents
Workshop

The Meeting Registration System transfers requests for Accreditation to IEC CO Staff on a weekly basis.

Complementary information may be found in TC/SC Meeting participation, Meeting accreditation — NC
Accreditors and Meeting accreditation — TC/SC Secretaries.
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11 SBOBETE -NCRBESE

R (EBADSM DOESIZ, BMFPFEEL IEC A—HREFFHLHITNIEEST, P/O AVN—ETREFNIEAES
3. EMS TEYLEEZIFDONXIZBEE NC IZELDT Delegate ({8 &R E) X (& Head of Delegation (X FRE) ELTRE

ENTLVEFNIFESLE,

FI+ILFTOEE

IEC/EMS DEMETOT4—ILDFRLRT. 2
Thnsd,

WBI5EE. REFBBMIC

SMMEMN TC/SC XIFTWG/PT/MT [ZENWTARLEEEZZYHTONT

ZIZDVWTHUTHS (“Meeting type” DB FRTFEIMAIZRT) :

NIFUTOEE

O TC/SCER(FTARTH TC/SC#ER)

Q TC/SCHT4H—(FTRTH TC/SCHT4H—)
Q TC/SC EIRE#E (T TH TC/SC EEHE)
Q  WG/PT/MT(WT/PT/MT)

BENTUSAUTIRESNZ5
E.BAAIBEFHICEEIN. X
[T BRBADSMMNEREIN,
U THREICKTSH Status(IK
BE) HY “Approved” (R ERF) 273
%,

WD DYTIL—TGEE S IL—
T BB L) ERETOER
IZEVWTXENMBETHD, HE
NHE2BEEEPREZERITER
L TIZL LY (tiss@iec.ch),

Z DD R
1) WG/PT/MTL 3

IEC/EMSMOE MBI O I4—IILDRTRT.

BHENEBINGITNIEESLN,
THEMIEMEINS,

2) TC/SC#a%
TC/SCA I« —IFRIEL T, 8%

BIELTIEWGHD I X R/NN—MEREES
JIAr-ARM)—(FliEMEBER)MSOSME X, KEBEEHELTTC/SCREIZS

3) LELETOANRE:
O [ECZE&.IECHI®
ahd,

O [ECZE&.IECHI®

O IECEEIX. CAB&EKRTUSMB

MRSIL, :B—[E], REE

HEERIL. TC/SCEEBEADSM. &

Participants by meeting

Page1 /1

P-Ilq:ant
| TC 150/5C 1504 > A | | A
TC15800SC 1504 TC 150 Chairman Approved Tiz=s-Chairman

TC 1500SC 1504 TC 150 Secretary  Approved Tizz-ToiSc-Sec

Total participants : 2

42 -NC BEBICIIERDBFDEHRMNRZ D, RESN-BHRUILMNBETEGL !

SMEHLIWG/PT/MTD A IN—THMES L. TC/SCER®REIZLHST
SMENEE DAL SAVTORAAZFRNTSHE TC/SCEEHEICEA—IL

[CHELEWSMEF. £9. BEDONCIZESTRESNG T NIEESE0, 20

2T BTC/SCHBREIZHBELI-WMEEIZZYET S, K&ETIE. 774

myHIENTES,

E.CBAV/N— MSBAL/N\—[E#4%(Council Statutory Session) ~DSMH B EIRIIZHKEE

E.MSBAV/NN—FfasA—T >ty 32 (Council Open Session)|IZ BEIRIIZ & iFEN D,
& BUIINCERET—I2 3T ADSNINBEEMIZEKESIN D,

HEZIEC/CORRYIIZERET B,

P

BORE-NCEREE. RV KEDRE-TC/SCERE#EICEHINTL

%)O
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12 Meeting accreditation — TC/SC Secretaries

Responsibilities

As noted above (Accreditation), TC/SC Secretaries approve the participation of individuals who are NOT
members of the relevant WG/MT/PT at TC/SC meetings.

TS/SC Secretaries should remember to check their email for weekly notifications with requests for
Accreditation. For information, a copy will be sent to the NC Secretary.

Access to web applications and documents

For accreditation purposes, access MRS via http://meetings.iec.ch and go to “Meetings Accreditation” menu.
Select the appropriate TC/SC meeting to check whether accreditation is required.

MY MEETINGS - Home > Bccreditation

1Z8 TC 150/SC 150A (2009-12-14)

MEETINGS OPEN FOR REGISTRATION - ===

Mo meeting opened for registration

L}
MEETING ACCREDITATION
Hb. pending | Hb. approved | Hb. disapproved
b TCAS0MSC 1504 (2009-12-14)
0 0 0

B TC 150 & TC 15005C 1504 (2009-12-27) TC1500SC 150AMG 3

TC 150052 150AFT 2009 2 2 1]

Figure 43 - Select the desired meeting under "Meeting Accreditation”, then click on the TC/SC meeting name to access the accreditation
menu and modify accordingly (see figure 39 below).

Select “Modify”, then “Approve” or “Disapprove” as required. In case of a negative answer, comments are
mandatory, as the reason for refusal is automatically sent to the participant.

Last Name - National Committee / a

Organization
Tiss Expert Swvitzerland (0] Cther participation Pending Mo dify
Tizz-convenar IEC COTISS Germany (2] hember A|)|)| oved Modify

Tizz-Expert02 IEC SO TEST Germany (21 Cther paricipation F’emliln_] Modify
Tizz-Expert03 IEC SO TEST Cermany (20 Froject Leader A|}|}| oved Mo dify

Figure 44 - Modify as required.

Meeting documents

TC/SC Meeting Folders have been added to each TC/SC in Collaboration Tools. This folder replaces the
"green papers” that were previously handed out at meetings. These are the documents prepared during the
meeting, for example day reports, presentations made during the meeting or reports from groups meeting at
the same time.

Access to the meeting documents is granted once the expert has been approved to attend a TC/SC meeting.
Access is limited in time for persons such as Delegates and Heads of Delegation who do not have a specific
role for that TC/SC in EMS.

Note, that documents of an official nature (CDs, CCs for example) circulated prior to the meeting will remain
on the IEC document server.

Complementary information may found in TC/SC Meeting participation, Meeting accreditation — NC
Accreditors and Meeting accreditation — TC/SC Secretaries.
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12 £ 0NOFETE - TC/SC Efss=E

BE

BIRDESIZ(ERE) . TC/SCEEERE(X. 328 T HWG/MT/PTOD AU N—THIMAAMNTC/SCREIZSMT BIL
FRBT D,

TS/SCERH#EIL. RAEEFEICHT A E—RODEA—ILBHNEZNTHERTHENLEELL, 3ELLT. ELANC
BEICEEINS,

I D7) r—a b RUXEADT IR

AEEBDOZEE L. http://meetings.iec.ch FEHTMRSIZ7Z7 AL, A=1—"“Meetings Accreditation” |ZF2ENT 5,
BY)ETC/SCREBLERL. BRENBEMNEINEFERT B,

MY MEETINGS Home > Accreditation

¢ TC 15005C 1504 (2003-12-14) |

TC 150/SC 150A (2009-12-14) |

MEETINGS OPEN FOR REGISTRATION

Mo meeting opened for registration

MEETING ACCREDITATION
Nb. spproved disapproved
» TC 150/5C 1504, (2009-12-14)

¥ TC 150 & TC 150/5C 1504 (2009-12-27) TC 150/SC 1508MG 3

TC 150/5C 150APT 2009 2 2 ]

E 43 - "Meeting Accreditation” THENDEEHZTERL. TC/SC KEHEDEAMEV)VVILTEEAZ2—IZT7HOEAL, BYIZER
FTH5LUTOE 44 %5H),

“Modify”ZEIRL . HEIZELE T Approve” X3 “Disapprove” Z1EIRT B, BEMEBIZDIEZEE . AV MIWNEIZH S,
EROEHISMEICEEEEINDS,

Last N - Hatlun_al l‘.:_nmmltleef =+ | Rol s
Organization

TISS Expert Swyitzerland (07 Cther participation Pending
Tiss-canvenor ECCOTISS  Germany (2) Member Approved
Tiss-Expertl? [EC CO TEST Germany (2) Other participation Pending
Tiss-Expert03 IEC COTEST  Germany (2) Project Leader Approved

44 - BEIZKELTEET S,

SEXE

TC/SCE:E T4+ ILH HiCollaboration TooIsO)%TC/SCI'?]DiB*L'CL\%)o ZDIAILE X M DOTEETEFELSH
T f=“green paper” ICE>THHDED T, KEHRPICHERINEIXETH D, HlZ L. B, KEHEFIZTH

he7LEoT7—a0 . REREESNDTIL—TEBEHIODREE,

BENEADTIERIE, TFXFR/IN—EDTC/SCEREANDHBEERBIN-FFIZHAT NS, EMSTTC/SCOHE
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13 TC/SC Notifications

Notifications sent to the participant
o0 New registration details, if the participant has been registered by someone else.

0 Submitted registration details, when the participant submits a registration.

o Participation in meeting disapproved, when the authorized Accreditor has refused a participation to a
meeting. This does not cancel the participant’s registration.

0 On Hold reminder, every 2 weeks, on the 1st and 15th of each month, if registration is older than 2
weeks. This natification reminds a user that the registration is not complete, or simply, that the
participant has not “submitted” the application.

0 A summary of Registration details are sent 2 weeks before the meeting starts, and ONLY to Submitted
registrations

Notifications for cancelled or rescheduled meetings

o0 If ameeting is cancelled or rescheduled, a notification will be sent to the participants who have
registered for this meeting, even if their status is On Hold, or their participation has not yet been
approved.

Notifications sent to the TC/SC Secretary

o Alist of Pending accreditations is sent weekly on Mondays to the TC/SC Secretary, who will approve
participants whose roles and rights do not confer automatic accreditation or approval to the WG/PT/MT
of the relevant TC/SC. In short, this usually refers to persons who do not have any official role (Officer,
Member, Liaison officer, etc.) in the group.

Notifications sent to HC Organizer

o Areminder to send a letter of invitation for the delegate is sent to the HC Organizer, for participants who
have asked for a letter of invitation to obtain a visa to travel to the meeting.

o A reminder to send delegates a letter of invitation for the Accompanying person is sent to the HC
Organizer, for participants who have asked for a letter of invitation for his/her Accompanying person, to
obtain a visa to travel to the meeting.

Notifications sent to NC Accreditor
0 A Periodical Report of Pending Accreditation is sent weekly, every Monday.

Notifications sent to the NC Secretary

0 The TC/SC Secretary may receive and approve requests for accreditation from individually registering to
a WG/PT/MT meeting, and who are not TC/SC members and not participating in the TC/SC plenary
meeting. In such situation, participation is labeled as “Other participation” and a notification is sent to the
NC Secretary, for information.

Hotels
o0 No hotel notifications are sent to anyone, as each participant is responsible for his/her own hotel
arrangement.
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14 General Meeting Notifications

Notifications sent to the participant:
o0 New registration details, if the participant has been registered by someone else.

0 Submitted registration details, when the participant submits a registration.

o Participation in meeting disapproved, when the authorized Accreditor has refused participation to a
meeting. This does not cancel the participant’s registration.

0 On Hold reminder, every 2 weeks, on the 1st and 15th of each month, if registration is older than 2
weeks. This natification reminds a user that the registration is not complete, or simply, that the
participant has not “submitted” the application.

0 A summary of Registration details are sent 2 weeks before the meeting starts, and ONLY to Submitted
registrations

Cancelled Registration

0 When a Submitted registration is cancelled, a naotification is sent to the participant, with copy to the Host
Committee.

o If aregistration was not submitted, no one will receive any notification (because at this stage, the
registration does not yet “exist”).

TC/SC Secretary

o Alist of Pending accreditations is sent weekly on Mondays to the TC/SC Secretary, who will approve
participants whose roles and rights do not confer automatic accreditation or approval.

Cancelled or rescheduled meetings

o0 If ameeting is cancelled or rescheduled, a notification will be sent to the participants who have
registered for this meeting, even if their status is On Hold, or their participation has not yet been
approved.

Daily Notifications sent to Central Office
0 The List of Pending accreditations (Affiliates) "Periodical Report to the Affiliates Manager;

0 The List of pending accreditations: "Periodical report to IEC/CO manager" to the General Meeting
Coordination team.

Notifications sent to Host Committee

o A reminder to send delegates a letter of invitation is sent to the Host Committee, for participants who
have asked for a letter of invitation to obtain a visa to travel to the meeting even if the status is On Hold.

o A reminder to send delegates a letter of invitation for the Accompanying person is sent to the Host
Committee, for participants who have asked for a letter of invitation for his/her Accompanying person, to
obtain a visa to travel to the meeting.

Hotels

o Depending on how hotel bookings are handled, submitted registration details may be sent to the Host
Committee, IF the participant has submitted his/her registration WITH a hotel request.
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15 Frequently Asked Questions or « How to »?

1. Why is status “On Hold"?

This term refers to the global status of an application: the information is incomplete for processing for
example, or a participant has forgotten to “Submit” his application. Check if required information is
missing and whether participant has “submitted” registration.

2. Why is status listed as “Pending”?

The word “Pending” refers to the participant’s registration in a specific meeting for which
approval/accreditation is required. To see why status is pending, first examine how the participant
satisfies accreditation requirements; also check who does the accreditation and whether that person has
acted appropriately.

3. How to delete a cancelled participant?

Go to Lists>cancelled registrations and delete the person from there. This is a necessary step if you
need to delete a profile from EMS (impossible if the person is registered in a forthcoming meeting,
whatever the status may be). If that is the case, the profile must be deleted from MRS first.

4. How to work from the list of NC participants?

To work from an NC list, go under Lists>1. Overview of current status of registrations; this view lets
you select persons and click on the Back button to return to the NC list.

5. How to register a participant once the closing date for TC/SC registration has passed?

After closing date, the HC Organizer may register participants from any P- and O- Member country, upon
request. IEC CO also has this right, upon request of HC.

6. How to answer questions about hotels?
TC/SC

A list of suggested hotels may be available; if so, it was created by the HC Organizer. However, each
participant is responsible for his/her own reservation.

Hotels General Meeting

A participant has two choices: 1) select a hotel and make his/her own reservation through the link
provided in MRS before the date specified by Host NC; or 2) book at a separate hotel, without any
assistance.

7. Participant can’t sign-up to a meeting because the checkboxes are deactivated (General Meeting)

A participant who does not come from a P/O Member country may notice some deactivated checkboxes
for plenary meetings in the timetable. Requests to sign-up to the meeting should be sent to one’s
National Committee, the Host Committee, the TC/SC Secretary or Central Office, depending on the
meeting type.
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	MRSGuide-NC 6
	20151104J_IEC会議登録システムガイド改 6
	MRSGuide-NC 7
	20151104J_IEC会議登録システムガイド改 7
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	MRSGuide-NC 17
	20151104J_IEC会議登録システムガイド改 17
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