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ISO COMMENT COLLATION TOOL (CCT)

Introduction

This document explains the purpose of the ISO Comment Collation Tool, when it should be used,
how to correct comments files with unsupported formatted content, and from where it can be
downloaded.

The 1ISO Comment Collation Tool (CCT) has been developed to support committee managers,
secretaries, and convenors in the collation of comment files submitted during the balloting
process.

An automatic verification of the comment files is performed when they are uploaded. Users having
submitted a comment file containing unsupported formatted content will be notified to correct it
and to resubmit their comment file before the closure of the ballot (see Annex B: Notification sent
to user having submitted mal-formatted content).

The ISO Ballots application will try to collate automatically all submitted comment files at the
closure of the ballot (for all ISO ballot types, except TMB ballots). The result of the collation, if
successful, is a single file containing all submitted comments sorted by clauses. Since version
2019-2, the comment numbers (in the first column) are highlight in red, and clauses are no more
zero padded (e.g. 3-:64 > 3.4).

If the automatic collation failed, committee officers will have to correct the unsupported formatted
content and then collate the comment files manually by using the ISO Comment Collation Tool
(CCT).

The CCT will identify unsupported formatted comment files and indicate the errors found. See
Annex A: Error messages and how to correct them.

To obtain a successful collation of comment files, voters and commenters must upload their
comments files using the ISO Commenting Template and follow the Guidelines to fill it out. A
single mal-formatted comment file, which has not been corrected before the closure of the ballot,
will cause the automatic collation to fail (either all files are collated or none).

The 1ISO Comment Collation Tool (CCT) can be used:
e by committee and working group officers to collate comment files submitted to ISO
ballots, and
e by voters and commenters to verify comments file for malformatted content.

The CCT has been developed with Microsoft Word macros which currently presents some
limitations:

e The CCT does not run on Microsoft office 64bit

e The CCT does not run on MacOS
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Installation the ISO Comment Collation Tool (CCT)

Which version of the CCT should | download?
Since 2017, a more secure version of the collation tool has been released as a .docm file. The
two versions are identical.

o the .docm version should be used for all users using Word 2007 or later
e the .dot version should only be used for users using a version earlier than Word 2007

Download the CCT
The ISO Comment Collation Tool (CCT) can be downloaded from several places:
e |SO Portal (https://login.iso.org), in the More Applications section at the bottom of the
page
e |SO website, from the URL: https://www.iso.org/forms
ISO Ballots application, in the Tools menu in the upper right corner
e Users Guides sections (https://www.iso.org/e-quides) in folder 02 — Electronic Balloting/
Commenting template and Comment collation tool.

Installation of the CCT
1) Create a Comments subfolder in your Documents folder. Comment files which
must be collated should be saved in this subfolder. The CCT will by default display
documents located in this folder.
1M This PC
m Desktop
*| Documents
. comments

2) Download the CCT from one of the above-mentioned places and save it (or move it)
to the Comments subfolder created in the previous step.

3) You are now ready to use the CCT
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How to use the Comment Collation Tool
Before starting, be sure that you have downloaded the CCT as explained in the previous chapter.
Be also sure to have closed all Word documents, or at least to have saved them.

Note: The CCT only needs to be used if the automatic collation of your comments files has
failed or if the collation needs to be done manually (e.g. TMB ballot comment files).

Step 1 — Download the comment files

Download the comment files (as a Zip file) from the Result tab of your ballot (in the ISO Ballots
application) and save them in the Comments subfolder (created during the installation of the
CCT). Ensure that you have extracted the files from the downloaded .zip archive into a folder.

Step 2 — Open the Comment Collation Tool
Open the CCT by double-clicking on the Comment_Collation_Tool.docm or
Comment_Collation_Tool.dot file

Step 3 — Click on Run Collation Process
Click on the Run Collation Process button to start the collation process.

TR
1S0 ISO COMMENT COLLATION TOOL

If you want to run the collation tool, please click on RUN COLLATION PROCESS
If you want to quit the collation tool, please click on EXIT

RUN COLLATION PROCESS EXIT

MOTE - The collation processing time of the comment files could take from a few seconds up to a few
minutes depending on the number of comments to collate.

Figure 1 — Run the Collation Process

Step 4 — Select the files to collate and start the collation

Comment files downloaded into the Comments subfolder will automatically appear in the Select
files window. If you have only 1 comment file, then either the automatic collation succeeded
(collated.doc) or only 1 NSB may have submitted a comments file. In these 2 cases, it is
unnecessary to collate the comments file manually.

If no documents are displayed,
¢ you may have not unzipped the comments file, or
e you need to tick the Show all files checkbox to display filenames which are not
conforming to the ISO file naming convention (see below), or
e you need to navigate to the folder in which your files are located by selecting the drive
letter and then selecting the folders through double-clicks.
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Target Directory X

To proceed in collating your documents, follow the steps indicated by the numbers.

Hovering on the numbers will give you a tip.

C:\Users\mieville\OneDrive - ISO\Documents\comments\ISO_FDIS 16533

(1) - Select directory (3 files) (2) - Select files | I~ Show all files I

(no_subdirectories) ¢ | ISO_FDIS 16533_BSl.doc

ISO_FDIS 16533_JISC.doc i i i
ISO_FDIS 16533_UNI.doc DISp_lay hidden files .

o By ticking the Show all files, you
Navigation pane _ will be able display filenames which
Navigate to another drive and are not conforming to the I1SO file
folder if you have not saved naming convention.
your comments files into the
Comments subfolder.

Drive [ ¢ ~ Up |Refresh (3) - Start‘ Cancel ‘

Figure 2 - Navigate folders

When the comment files are displayed in the Select files window, you can select 1 or more files
to be collated. You should first select all files and if you get collation errors on specific files, correct
them and then collate only the files that you have corrected to verify if the corrections will be
accepted. Once done, you can select again all files to generate the collated document containing
comments from all files.

Target Directory

To proceed in collating your documents, follow the steps indicated by the numbers.
Hovering on the numbers will give you a tip.

C:\Users\mieville\OneDrive - ISO\Documents\comments\ISO_FDIS 16533

(1) - Select directory (3 files) (2) - Select files I~ Show all files

(no subdirectories) IS0 FDIS 16533 BSl.doc
IS0 FDIS 16533 JISC.doc

- 1SO FDIS 16533 UNI_doc

Select files to be collated/verified
Select the file(s) you wish to collate.
Select multiple ones by holding down
the shift or control key.

Drive | ¢ ~ Up Refresh (3) - Start‘ Cancel ‘ ‘

Figure 3 - Select file(s) to be collated and Start

Note: Depending on the number of comments, the collation can take a few minutes or even
more than 1 hour. During the collation process, Word becomes inaccessible. The CCT will
display the progress of the collation.

Working... X
sl International PNl International -l International
Iso Organization for Iso Organization for I Organization for
N Standardization g Standardization - Standardization

Preparing files... Collating file 4 out of 8 files selected. | Files collated, finishing process...
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Target Directory

Hovering on the numbers will give you a tip.

To proceed in collating your documents, follow the steps indicated by the numbers.

C:\Users\mieville\OneDrive - ISO\Documents\comments\ISO_FDIS 16533
(1) - Select directory (3 files) (2) - Select files

| I show all fies I

I1SO_FDIS 16533_BSl.doc

IE (no_subdirectories)

FET—232H014F D
aAVRI 74 ILECommentsH T
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X, BIDORSATETHILEZFEED
T35,

I1SO_FDIS 16533 _JISC.doc
I1SO_FDIS 16533_UNI.doc
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Target Directory

Hovering on the numbers will give you a tip.

To proceed in collating your documents, follow the steps indicated by the numbers.

C:\Users\mieville\OneDrive - |ISO\Documents\comments\ISO_FDIS 16533
(1) - Select directory (3 files) (2) - Select files

(no subdirectories)

Drive | ¢ ~ Up Refresh

|1SO _FDIS 16533 BSl.doc

ISO_FDIS 16533 JISC doc
SO FDIS 16533 UNI doc

I~ Show all files
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Step 5

— Collation process completed

When the collation of the comment files is completed, the CCT will either display:

a newly created file containing the collation of all submitted comments ordered by
clauses and by NSB, with a summary of the collation on the last page (see below)

1SO_DIS_8062-3.2_AFNOR.doc: Collation successful
1SO_DIS_8062-3.2_BSl.doc: Collation successful
1SO_DIS_8062-3.2_JISC.doc: Collation successful
1SO_DIS_8062-3.2_PKN.doc: Collation successful
1SO_DIS_8062-3.2_SCC.doc: Collation succassful
1SO_DIS_8062-3.2_SFS.doc: Collation successful
1SO_DIS_8062-3.2_SNV.doc: Collation successful

Collation of files was successful. Number of collated files: 7

SELECTED (number of files): 7

[ PASSED TEST (number of files conformed to CCT table model): 7 ]

FAILED TEST (number of files conformed to CCT table model): 0

CCT - Version 2019.2

or only a summary of the collation process displaying comment files which are in a
correct format and comment files containing unsupported formatted content which need
to be corrected (see below).

1SO_DIS_8062-3.2_AFNOR.doc: Collation successful

TS AT LA - T ok akaad

1SO_DIS_8062-3.2_DIN.doc - Procedure error - 5992 - Cannot access individual columns in this collection because the table has mixed cell widths.

TS0 DS B063-3.2_J15C.doc: Collation succasstal
I1SO_DIS_8062-3.2_PKN.doc: Collation successful
ISO_DIS_8062-3.2_SCC.doc: Collation successful
ISO_DIS_8062-3.2_SFS.doc: Collation successful
ISO_DIS_8062-3.2_SNV.doc: Collation successful
SELECTED (number of files): 8.

PASSED TEST (number of files conformed to CCT table model): 7.

FAILED TEST (number of files conformed to CCT table model): 1.

CCT - Version 2019.2

Annex A. explains the different error messages and how to correct the unsupported formatted

text. If

you need any assistance to resolve the collation errors, don'’t hesitate to contact the ISO

Helpdesk (helpdesk@iso.org)
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ISO_DIS_8062-3.2_PKN.doc: Collation successful
150_DI5_8062-3.2_5CC.doc: Collation successful
1S0O_DIS_8062-3.2_SFS.doc: Collation successful
150_DI5_8062-3.2_SNV.doc: Collation successful
Collation of files was successful. Number of collated files: 7
SELECTED (number of files): 7
PASSED TEST (number of files conformed to CCT table model): 7
FAILED TEST (number of files conformed to CCT table model): 0
CCT - Version 2019.2
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1SO_DIS_8062-3.2_DIN.doc - Procedure error - 5992 - Cannot access individual columns in this collection because the table has mixed cell widths.

150_DIS_8062-3.2_JISC.doc: Collation successful
1SO_DIS_8062-3.2_PKN.doc: Collation successful
ISO_DIS_8062-3.2_SCC.doc: Collation successful
I1SO_DIS_8062-3.2_SFS.doc: Collation successful

ISO_DIS_8062-3.2_SNV.doc: Collation successful

SELECTED (number of files): 8.
PASSED TEST (number of files conformed to CCT table model): 7.
FAILED TEST (number of files conformed to CCT table model): 1.

CCT - Version 2019.2
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Annex A: Error messages and how to correct them

Note: The CCT will stop analysing a comment file as soon as it detects the first error. You may
therefore need to execute the CCT several times on the same comment file, once the detected
error has been corrected, to verify if it contains other errors.

Number of tables in main document is 2
Reason: The comment file contains multiple tables. This error appears when the comment
table has been split into 2 or more tables, or when additional reference tables have been added

at the end of the document.

How to correct: If the comments table has been split into several comment tables, then you
need to merge them back by removing line separators and paragraph/section/page breaks (like

in the example below).
Click on the Show/Hide Formatting Symbols ¥ icon on your Word toolbar to display the
formatting symbols, to better spot the undesired formatting elements.

SUNECe MISMEIGN.3

Flz | 8.1b)z o edo Reference-should-be-made to-clause 6 -instead-of clause
5a Flz | 8.1b)= edm Reference-should

o T S T SR O TR TCTO TR IO &=

[] Flz | 2.1 Exsmple ede The-correct-design

H Fle | 02a) Exsmplec | ede | The-comectdesign
Page Break - R R

Fla | AnnexAs Ada eds | The-comectdesign

- Flz | Annex-Az Table-A. 1= ede The-comrect design
« MB-=Member body {enter the- 1503165 two-letie: . g FRAor France ents-from-the- CMC
) o 2-+ Type-of-comment—» gg.=general —» {g-=1technical —» ed-=editoria
CEN-slectionic-balloingcommenting femplateversion-2001- 107 TE — Coksme-1

ol

=0 15

Template-for-comments-and-secretariat-observations=
-

Template-for-comments-and-secretariat-observation

a ;
MB'. P: T t byt
s Fig .
ME's| Clau
- El Subc
g A
Fio (024 Examples | edn | The-comect designstion should-be- DCTGrinstesd of CT( :
Fiz 834 Examples | edn | The-comectdesignstion should-be DCT G instead-of CTC \= P
Fio | Annexas Ado edn | The-comect desianstion should-be DCTGrinstead-of CTC Flz | AnnexCo

Comments file contains line spaces and a page break
which have been removed on the right print screen

Body, row X, column Y - There are nested tables in cell.
Reason: A table has been found in a comment cell (like in the example below). Tables cannot

be inserted in a cell.

How to correct: Move the table into a new word file and save it to your desktop. Then insert,
by drag and drop, the Word file containing the table in the comment cell. (The moved table
needs to be deleted or the same error will be displayed again.)
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T W'ﬂﬂ_m 5a
L] Flz | 8.1b)= Examplec eds The-comect-design
1 Fi= |@2a)s Exampiac eds | The-comect-design
1
Page Break.- TN w-m-m
Flz | Annex-An Ado edm The-comect design
Flz | Annex-As Table-A. 1z eds The-comect-design:
1 MB=H nter the-1S0-3166 two-letier-country code, g FRfor France; comments e CMC =
2-» Type eneral —» {g=1technical — ed-=-editorial§
NOTE — = compuisary § 1-+ MB-=Member body {enter the-1S0-3106 two-lette yoode. e g F
2—+ Type of comment— gg = general — {g = technical — ed = editoria
2 template/version 2001-101 NOTE — Col 245
Template-for-comments-and-secretariat-observationsz
= Y, Template-for-comments-and-secretariat-observation
R
M8 Clause-N b ¥
Subclause N 1
Annexe
g3 1o MB'.
L |
Fl= | 82a)= Examplec eds The comect-designation should be DCTG instead of CT(
Flz | 8.3a)= Examplec eds The-comect-designation-should-be DCTG-instead-of CT( \&u ACoRcAn Iabla.d 2o A Ik J
Flz | Annex-Az Ada eds The-comect-desianation-should-be-DCTG-instead-of CT{ Filz | Annex-Co Cils edz Add-missing-words

TARTFLIANZITRN—IEHN—HE FN TUVED,
B DHIFEE TR ES -

AXXIT Y - BILICANFIZGo=R D H D,
B AL TRBR DN (THID L) REBIVICHAT HIEIETELLY,

BIEEGZ: REGLWI—RI7MIILIZBEL. TRIMNTIZHREFT S, RIZ. AV EIVIZREZED
WordZ7 A/ IVERSY I 7UORRAYTTHEAT S, (BEILI-TORTEIRTIVENHD, ZI5LHEL
L RILIS—ABURTENS,)
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of | For die casting: The data of the following table T For die casling. The daia of the following 1ab|e.
represent a recommendation for the choice of the of : - ]
22 casting tolerance grades DCTG 5 to 9. The next L reprtesel;ll ‘a recomme:uaugg]%r g“t’ "go'.crf] of the;
c p e | casting tolerance grades 0 e nex
Eﬂe{e;g!:rg:ﬁn glade is recommended for higher tolerance grade is recommended for
plex ab g ([ complex die casings
4 %
wi
up to largest overall DCTG additional DIN
dlmEI‘ISIDI"I commentsdox
up to 50 | DCTG5
up to 180 | DCTG6
over 50 up to 500 DCTG7
over 180 DCTGSE
over 500 DCTGY

The inserted table has been move to a Word file, and inserted to the comment cell

There are N graphics outside the main table. All graphics must be in table cells ‘comments
Reason: Graphic elements have been found outside of the comment table. All comments must
be located inside the comment table. Text, images, tables, etc. cannot be located after or before
the comment table.

How to correct: Move elements located after or before the comment tables in a separate
word file and save it to your desktop. Then insert, by drag and drop, the Word file containing
the added element in the comment cell. (The moved element needs to be deleted or the same
error will be displayed again.)

Document contains text before CCT table, this is not permitted, please clean up text before CCT
table.
See previous error description.

Procedure error - 5991 - Cannot access individual rows in this collection because the table has
vertically merged cells.

Reason: Vertically merged cells have been found. Cells cannot be merged vertically (or
horizontally), even if a comment applies to several clauses.

How to correct: Unmerge cells which have been merged, and either duplicate the comments
or specify “same comment as above”.

Table structure error - There is a problem in the structure of the comments table (for example
merged cells, misaligned rows)

Reason: Either 2 or more cells have been merged horizontally, or the left/right cell borders of a
cell have been moved and are no more aligned with the column of the table (not always easy to
spot, see example below).

How to correct: If cells are merged, they must be unmerged.
If some cells are not correctly aligned with the column, then the first option is to slightly move
the incorrectly aligned column to the right and back to the left to realign it to its column.
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of | For die casting: The data of the following table
all | represent a recommendation for the choice of the of
ce | casting tolerance grades DCTG 5 to 9. The next il
higher tolerance grade is recommended for
complex die castings

For die casting: The data of the following table
represent a recommendation for the choice of the
casting tolerance grades DCTG 5 to 9. The next
higher tolerance grade is recommended for
"complex, die castngs

up to largest overall DCTG dtionz DIN
dimension comments.docx

up to 50 | DCTGS
up to 180 | DCTG6
over 50 up to 500 DCTG7
over 180 DCTGS8
over 500 DCTGY
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<5 B indent 3) - 5 B indent 3)

K5 indent 4) 5 B indent 4)

The incorrectly aligned cell border has been realigned
with the main comment file column border

s 1

A second option to correct this error is to (re)set the column width of columns which are not
aligned.

1) Click in a cell in the first column, then click on Enterprise Connect  Design (IS
Layout in the Toolbar and to verify the width of the _
cell. % [IHeight: 3.42cm o B Distribute Rows

ﬁWidth: 11em o | H Distribute Columns

Cell Size I
2) Use Tab to move through all 8 columns
3) A column displaying an empty width means that it
contains cells with different widths. Its size needs

therefore to be reset to its original width (see table
below).

oy Width:

ISO Comment template default column width
[1.07cm [1.6cm  [213cm [213cm [1.97cm [7.37cm | 7.47cm [4.27cm |

Body, row X, column Y - There is unexpected formatting in cell (bullets or numbering ...etc.)
Reason: The comments file most probably contains autonumbering fields (see example
below).

How to correct: Replace the auto-numbered fields (grey fields) with a manual numbering by
written them one by one.

MB. Line Clause Paragraph/ Type of _
NC! number Subclauge Figure/ comment®
eg. 17 (e.g. 3.1) Table/
) e.g. Table 1)
FR1 Ed Document N159

Jolla) contains a
integrated in the FRI

FR2 Ed The joint publica
an MPEG and J FR2
deprecated

FR3 32 Ed Some acronyms

FR3

The “grey” dynamic fields have been replaced with static text
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79K &7” vHL T, t)bo)mgémgg—a-éo Enterprise Connect Design Layout
§[IHeight: 349em . Bf Distribute Rows
2) Tab(@?) FRALT. 8T AT BLTRENT S esWidth: 11ecm 2 F Distribute Columns
Cell Size I

3) EAEMEL RIS, REBEOLAAEENTNEIE =
KT 5, LEA ST, ZOF A XET DRItk
TIRELDS (FRESE),

ISOTXN T2 TL—FDTZ4/LFDIIE
|1.07cm [1.6cm [213cm [213cm [1.97cm |[7.37cm |[7.47cm [4.27cm |

AR XITYF - BIVISFHALGWERXRENH D (BEXESTLREBESHTRE)
B AARI7AVIC BRBESH T I4— LR EFENTUVSAIREEAH L (THIEZSER),

BIEGZ: BB SHET—ILE(REDTA—ILR)IZ ADTDERALTFEDOESHHIFICESH]RZ S,

MB’ Line Clause/ Paragraph/ Type of
NC number Subclause Figure/ comment®
eqg 17 (eg. 31) Table/
) ) e.g. Table 1)
FR1 Ed Document N159

Jolla) contains a FR1
integrated in the

FR2 Ed The joint publica
an MPEG and J FR2
deprecated

FR3 32 Ed Some acronyms

FR3
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Annex B: Notification sent to user having submitted unsupported formatted
content

Voters and commenters having submitted a comment file with non-compliant formats will receive
the below noatification.

Subject: ISO Electronic balloting portal - Ballots with invalid comment files - Warning

»=>4 |SO Electronic balloting portal
,! 5, Ballots with invalid comment files — Warning

Dear

In your capacity as voter or commenter, you are required to correct and resubmit your comment file for the project(s) listed
below in order to validate your vote, by the due date specified in the table below.

Note that in case no action is taken, the automatic collation of comments will fail and your comments may not be
taken into account.

See here for more detailed information on what to do

Project reference Committee Type Due date

1ISO/CD 11568 ISO/TC 68/5C 2 CD 2019-07-04

For any questions, please contact helpdesk@iso.org.

Thank you and best regards,
ISO Central Secretariat
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ISO Electronic balloting portal
\3 !, Ballots with invalid comment files — Warning

Dear

In your capacity as voter or commenter, you are required to correct and resubmit your comment file for the project(s) listed
below in order to validate your vote, by the due date specified in the table below.

Note that in case no action is taken, the automatic collation of comments will fail and your comments may not be
taken into account.

See here for more detailed information on what to do

Project reference Committee Type Due date

ISO/CD 115668 ISO/TC 68/SC 2 CD 2019-07-04

For any guestions, please contact helpdesk@iso.org.

Thank you and best regards,
ISO Central Secretariat

[JSAZFIRBHXEDMRIE, ISOTALRYR—FTTYTIL(EFFR) ITEFEN TS,
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