
 
 
 

 
 
 
 
 
 
 
 
 
eServices for MBUAs 
for GSO 
 
 
27-29 May 2013 
Riyadh, Saudi Arabia 
______________________________________ 

Training materials 

 

 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 ISO 2013 



2



Images à recevoir

eServices for User Administrators

Date: May 27-28-29, 2013 
Location: Riyadh, Saudi Arabia
Trainer: François Miéville helpdesk@iso.org

eServices for User Administrators

Tell us about yourself…

Your name Your country

Your role

Your experience

Your expectations 
for the training

3



eServices for User Administrators

Objectives of the course

Develop the skills required by User Administrators 
to understand:

 ISO's organizational and procedural principles 

 The role of User Administrators in the management of data in the 
Global Directory

 The different ISO eServices applications and how they fit together

 The ISO national solutions

 The use of WebEx to organize and participate in online meetings

 The use of ISOSTD to access and download ISO deliverables

 The use of ISODOC to access and download ISO policy documents 
and other general documents 

eServices for User Administrators

Day 3

Course Outline

4. Access to International Standards
4.1 ISOSTD & ISO Online

Day 1

1. Introduction 
1.1 ISO Members
1.2 Standards Development
1.3 ISO Online & ISODOC
1.4 ISO Systems Overview
1.5 Single Sign-One (SSO)

2. Global Directory & Event Notifications
2.1 Global Directory

Day 2

2. Global Directory & Event Notifications
2.1 Global Directory – Continue
2.2 Event Notifications

5. National Solutions 
5.1 NTCLite: National eCommittees Lite
5.2 ISOlutions

6. My role as User Administrator - Summary

7. Online Meetings 
7.1 WebEx 

8. ISO Connect
9. Support, Helpdesk and Conclusion

Day 2 - Continue

3. ISO eServices Applications 
3.1 ISO eCommittees
3.2 ISO Meeting Management 
3.3 ISO Project Portal 
3.4 ISO eBalloting
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eServices for User Administrators

ISO Applications User Administrator roles

Global Directory  Responsible to Manage experts and their roles for my NSB
 Responsible to create/manage National Committees

Event Notifications  Monitor changes made to users administered by my NSB
 Take action if you see any mistakes

eCommittees (ISOTC) None
 Indirect role: Give access to users via GD

Meeting Management None
 Indirect role: Give access to users via GD

Project Portal None
 Indirect role: Give access to users via GD

eBalloting None
 Indirect role: Give access to users via GD

ISOSTD / ISODOC None

ISOlutions
(national solution)

 Manage national experts and their roles, national 
organizations, national committees, ISO/CEN mappings in GD

 Manage documents of other regional (i.e. COPANT) and 
international organizations (i.e. IEC) manually in eCommittees

 Support for national committee users (National Helpdesk)

eServices for User Administrators

1. Introduction

1.1 ISO Members
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eServices for User Administrators

 ISO is not just an organization based in Geneva

 ISO is a network of national standards bodies

 ISO is a global system made up of:

Member bodies

Experts working in the Technical 
Committees (TC)

ISO Central Secretariat (ISO CS)

ISO structure

eServices for User Administrators

Member Bodies: Membership of ISO

Three Categories of membership:

Member bodies (110)

Correspondent members (43)

Subscriber members (10)

Only one member per country
Most broadly representative of standardization in the country

ISO member = bridge between ISO and standardization in the 
country

Note: Statistics as of February 2012
http://www.iso.org/iso/iso-in-figures_2011.pdf
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Member Bodies: Membership of ISO

Member bodies Correspondent 
members

Subscriber 
members

Definition National body most
representative of 
standardization in its 
country.

Organization in a 
country which does 
not yet have a fully-
developed national 
standards activity

Organization in a 
country with  very 
small economies

Pay reduced 
membership fees

Who are 
they?

Developing countries or 
developed countries

Developing 
countries

Developing 
countries

Permission • Participation in any 
policy or TCs

• Voting rights
• Can adopt ISO 

standards
• Can sell & distribute 

ISO Publications

• No voting 
rights

• Can adopt ISO 
standards

• Can sell ISO 
Publications

• Kept fully
informed

• Allows them to 
maintain contact 
with ISO activity 
but have no 
participating 
rights

eServices for User Administrators

ISO Technical Committees

3’335 technical bodies comprising:

 224 Technical Committees (TC) structured into

 513 Sub-Committees (SC) and

 2’516 Working Groups (WG) where:

 100'000 qualified Committee Members (experts) from:

 Industry

 Research institutes

 Government authorities

 Consumers

Come together as equal partners to develop a consistent multi-sector 
collection of globally relevant International Standards

Note: Statistics as of February 2012
http://www.iso.org/iso/iso-in-figures_2011.pdf
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ISO Technical Committee structure

Technical Management Board (TMB):

 Report to the Council

 14 members of the ISO member bodies

 Elected for 3-years terms

 TMB sets the rules for quality & efficiency

TMB Main Functions:

 Establishment of TCs  and overall management of 

the technical work in ISO

 Appointment of Chairmen

 Approval of titles, scopes

 Coordination & monitoring, planning

 Matters of principle (appeals)

eServices for User Administrators

Member Bodies involvement in TCs

P-Member (Participating members): 

 Member bodies that want to play an active role in the work of a TC/ SC

 Have the obligation to vote in all official ballots to the TC work

 Have the duty to identify experts who may contribute to TC activity

 Provide feedback route to their national organizations

O-member (Observer members):

 Member bodies who wish to follow

 No obligation to actively participate in the work of a TC or SC

 Can only follow the development of a standard
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Member 
bodies

Correspondent 
members

Subscriber 
members

P-Member YES NO NO

O-Member YES YES

Correspondent Members and 
Member bodies do not have the 
same rights as O-member:

1. A correspondent member have no 
voting/commenting rights. 

2. A correspondent member can not 
attend a WG meeting even as an 
observer. 

NO

Member Bodies involvement in TCs

eServices for User Administrators

Technical Committee example

ISO/TC 207: Environmental management

Scope: Standardization in the field of environmental management systems & 
tools in support of sustainable development

Members: 74 P-members and 28 O-members

Sub-committees:

SC1: Systems

SC2: Auditing

SC3: Labellling

SC4: Evaluation

SC5 LCA

SC7 GHG

+ support & advisory groups
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ISO Central Secretariat

The ISO Central Secretariat is managed by:

 the Secretary-General (CEO), assisted by

 the Deputy Secretary-General

Approx. 150 staff working in the various departments

And includes:

eServices for User Administrators

ISO Central Secretariat - Responsibilities

The Central Secretariat is responsible for:

 Providing the secretariat for:

 the General Assembly

 Council

 Policy Development Committee (PDCs) and,

 Technical Management Board (TMB)

 Services to ISO Members

 Support services to TCs and SCs

 Marketing ISO publications

 Communication and information about ISO;

 Programme for developing countries.(example: ICTDEV mission)

10



eServices for User Administrators

Summary

National Member Bodies

Experts working in the Technical 
Committees (TC)

ISO Central Secretariat (ISO CS)

3 memberships:
 Member body
 Correspondent members
 Subscriber members

 Member body may be P-member or O-member to TCs/SCs
 Correspondent members can only be O-member to TC/SCs
 Subscriber members cannot participate to TCs/SCs

 Support services to TC and SC but not directly involved in 
development work

 Provide service to ISO Members (National Member bodies)

eServices for User Administrators

Want to know more about ISO in figures?

Scroll 
down
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1. Introduction

1.2 Standards Development

eServices for User Administrators

Standards Development

 ISO standards are developed through precise processes, including defined 
stages

 ISO also produces other deliverables

 Technical Specifications (TS)

 Technical Reports (TR)

 International Workshop Agreements (IWA)

 Guides

Etc…

 The procedures for developing ISO standards are defined in the ISO/IEC 
Directives 

 3 core documents describing basic procedural and drafting rules to be 
followed by ISO committees

http://www.iso.org/iso/standards_development/processes_and_procedures.htm
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Development stages of International Standards

Stage Name Level Product name (document) Acronym
Time 
line

00.00 Preliminary TC Preliminary Work Item PWI

10.00 Proposal TC New work item proposal NP

20.00 Preparatory WG Working Draft WD

30.00 Committee TC Commitee Draft CD

40.00 Enquiry
ISO/CS + 

TC
Draft International Standards DIS

50.00 Approval ISO/CS
Final Draft International 

Standards FDIS

60.60 Publication ISO/CS International Standards IS

NP approved

eServices for User Administrators

Development stages and ISO deliverables

www.iso.org/tipsandtools

Add this address to your favourites/bookmarks
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Questions? Further reading…

 Fast forward  - National Standards Bodies in Developing Countries

 My ISO job – Guidance for delegates and experts

 Standards work on the Web: the ISO solutions

On ISO-Online: Free publications about ISO and its activities :

http://www.iso.org/iso/free_pubs#ABOUTISO

eServices for User Administrators

www.iso.org

1. Introduction

1.3 ISO Online and ISODOC
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ISO Online homepage

Scroll down for 
News, 
publications and 
site map

eServices for User Administrators

ISO Online: Store

Browse

Searchor

Access the store


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eServices for User Administrators

ISO Online: Store – Standards catalogue



Search

Browse

eServices for User Administrators

ISO Online: Store – Publications and e-products



SearchBrowse
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eServices for User Administrators

ISO Online: Standards

eServices for User Administrators

ISO Online: About us
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ISO Online: About us – Members & Participation

Information about a Member

Participation of 
Member in TCs

eServices for User Administrators

ISO Online: Standards Development
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ISO Online: Standards Development

Information about TC

List of 
standards of 
the TC

eServices for User Administrators

ISO Online: Standards Development resource area

Scroll down 
for IT Tools
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ISO Online: News

eServices for User Administrators

ISO Members’ Portal and ISODOC
What is it?

 ISO Members’ Portal (webpage) and ISODOC (Livelink repository) are where 
ISO Members can find information relating to GA, Council, TMB, CPSG, ISO 
Circular Letters, CASCO, COPOLCO, DEVCO, ITAG

 Access is restricted, and only given to relevant staff from ISO Member Bodies

 ISO Members’ portal provides an alternative access point to the information 
hosted on ISODOC

My role as User Administrator in this application?

 None 

How to Access?

 User accounts are managed by ISO/CS (mbportal@iso.org)

 Same login and permissions used for both ISODOC and Member’s Portal

 ISODOC can be accessed from the Member's Portal or at www.iso.org/isodoc

 ISO Members’ Portal is accessible from ISO Online www.iso.org
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ISO Members’ Portal

eServices for User Administrators

ISO Online - Summary

 ISO online contains information about:

ISO Products: Under development, published or withdrawn standards
Electronic products
Work in progress in TCs and SCs
Guides for ISO electronic tools
Press releases

… and much more …

 Available in English, French and Russian

 Mobile version available

www.iso.org

21
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1. Introduction

1.4 ISO Systems Overview

eServices for User Administrators

The standards development chain & electronic balloting

Global Directory
• Setup Committees
• Manage Organizations
• Setup and manage users
• Manage user roles in Committees

ISOTC (eCommittees)

• Share documents

• Collaborate on documents

• Centralized workspace to all relevant 
information for a Committee

Standards development process

Roles and 
permissions

Meeting 
Management
Announce and manage 
meeting information

Electronic Balloting

Vote on Committee Projects 
and documents
 DIS/FDIS 
 Systematic review (SR)
 Committee internal 

balloting (CIB)
 WG Consultation

Project Portal

View Project details and 
monitor Project stages/ 
progress

ISOSTD

Document storage 
for published 
standards
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ISO internal 
production

Standards 
delivery

ISO/CS internal 
processing STADIST

Newsletter on 
published 
standards in the 
last week

NTCLite
(National eCommittees Lite)
• Map ISO Committees to NTCLite
• View and download ISO/CEN 

Committee documents for national 
experts

ISOlutions (National Services)
• National eCommittees
• National Project Portal
• National E-balloting
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1. Introduction

1.5 Single Sign-On

eServices for User Administrators

Access to eServices applications:  ISO Online

http://www.iso.org/eServices
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Access to eServices applications: Direct link

https://login.iso.org

eServices for User Administrators

SSO - Login

Don’t forget

24
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SSO – Change password







eServices for User Administrators





SSO – Logout
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Access - Training Environment

https://training.iso.org

eServices for User Administrators

Demo and Exercises

Demo: 

 Show the different environments and their differences

 Change password in the training environment

Exercises:

Exercise 1: Compare the differences between the “Live” SSO and the training 
SSO 

Exercise 2: Change your password in the training environment from 
password1234 to one of your choice (requirements : 8 characters 
minimum including 2 digits)

Exercise 3: Find the online user guides for ISO applications

Training environment : https://training.iso.org
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Day 3

4. Access to International Standards
4.1 ISOSTD & ISO Online

Day 1

1. Introduction 
1.1 ISO Members
1.2 Standards Development
1.3 ISO Online & ISODOC
1.4 ISO Systems Overview
1.5 Single Sign-One (SSO)

2. Global Directory & Event Notifications
2.1 Global Directory

Day 2

2. Global Directory & Event Notifications
2.1 Global Directory – Continue
2.2 Event Notifications

5. National Solutions 
5.1 NTCLite: National eCommittees Lite
5.2 ISOlutions

6. My role as User Administrator - Summary

7. Online Meetings 
7.1 WebEx 

8. ISO Connect
9. Support, Helpdesk and Conclusion

Day 2 - Continue

3. ISO eServices Applications 
3.1 ISO eCommittees
3.2 ISO Meeting Management 
3.3 ISO Project Portal 
3.4 ISO eBalloting

Timeline

eServices for User Administrators

https://login.iso.org

2. ISO Global Directory & Event Notifications

2.1 Global Directory (GD)
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Global Directory – Content Overview

What is the Global Directory ?

My role as User Administrator in the Global Directory

Data Ownership & Permission

Global Directory: How to Navigate & Search

Hands-On Exercises: How to Navigate & Search

Global Directory: How to Create & Modify Data

Hands-On Exercises: How to Create & Modify Data

eServices for User Administrators

What is the Global Directory ? 

The Global Directory (GD) is an administrative application

 Manages experts

 Manages Committees, expert roles and permissions to those 
International and National committees

 Manages Member Bodies and organizations involved in Standards 
Development

 Manages National Committees

Only User Administrators can access to the GD
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How does GD fit with other eServices applications?

Global Directory
• Setup Committees
• Manage Organizations
• Setup and manage users
• Manage user roles in Committees

ISOTC (eCommittees)

• Share documents

• Collaborate on documents

• Centralized workspace to all relevant 
information for a Committee

Standards development process

Roles and 
permissions

Meeting 
Management
Announce and manage 
meeting information

Electronic Balloting
Vote on Committee Projects 
and documents
 DIS/FDIS 
 Systematic review (SR)
 Committee internal 

balloting (CIB)
 WG Consultation

Project Portal
View Project details and 
monitor Project stages/ 
progress NTCLite

(National eCommittees Lite)
• Map ISO Committees to NTCLite
• View and download ISO/CEN 

Committee documents for national 
experts

ISOlutions (National 
Services)
• National eCommittees
• National Project Portal
• National E-balloting

eServices for User Administrators

Global Directory 3 – Home page

Features Description

Persons section Access the Persons Advanced search or Create a new Person

Committees section Access the Committees Advanced search or Create a new Committee

Organizations section Access the Organizations Advanced search or Create a new Organization

Reports / Exports Run the different reports and exports available for data extract

Help Access the different help files and release notes

News & Announcements / Release notes This section highlights the latest news & announcements on the application.

29



eServices for User Administrators

My role as User Administrator in the GD

 Create and manage:

o Experts and their roles for your member body

o National organizations

o National Committees (NMC)

 You are responsible of your entities (Persons, 
organizations and committees), to update their details and 
manage their status. 

But you can also:

o View experts that you are not administrating

o Assign roles to experts from that you are not 
administering

eServices for User Administrators

1. What is the Global Directory ?

2. My role as User Administrator in the Global Directory

3. Data Ownership & Permission

4. Global Directory: How to Navigate & Search

5. Hands-On Exercises: How to Navigate & Search

6. Global Directory: How to Create & Modify Data

7. Hands-On Exercises: How to Create & Modify Data

Global Directory Timeline
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Data Ownership & Permission

 Full profile of experts administrated by my NSB  

 Public* profile of experts NOT administrated by my NSB 
Note: * public profile = personal information is hidden (phone numbers, postal address, person’s 
preferences)

 ISO Committees, CEN Committees (if member)

 National Committees  - administered by my NSB only

 International and European Organizations 

 National Organizations  - administered by my NSB only

What can I view?

eServices for User Administrators

Data Ownership & Permission

 Expert(s) for my NSB

 National organizations

 National Committees

 ISO or CEN committee (TC, SC or WG)

 International organizations

 Experts/organizations/National Committees that are not administrated 

by my NSB

What can I create?
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Data Ownership & Permission

 Experts who are Administrated by my NSB

 National Organizations that are Administrated by my NSB

 Assign/remove non-official roles to experts

 Transfer roles appointed by your NSB from one expert to another

 Assign/remove official roles to experts (managed by ISO CS)

 Add/remove an expert to/from a closed group (e.g PDC)

 Information on my NSB (although it appears as administrated by my NSB)

 Data of experts and organizations that are not administrated by my 
NSB

 Participation of my NSB to TCs (P-member, O-member or none)

What can I update?

eServices for User Administrators

Administrated by vs. Appointed by

• Administrated by: Only one organization can manage the details and 
lifecycle of an entry (e.g. name, email, address). By default, it corresponds to 
the organization that has registered the entry in GD.

• Appointed by: Indicates the organization that has nominated the expert or 
organization to a role. A person can be appointed to a role in a committee by 
any organization.
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What is a closed group?

 Committees (PDC or WG) flagged as closed group

 This group can only be updated by ISO CS 

If you try to add an expert to a closed group, the following error message 
will be generated on your screen:

eServices for User Administrators

Data Ownership & Permission – Roles management 

Roles maintained by 
User Administrators

Roles maintained by ISO CS

• Secretary support team (TC and SC levels)

when your NSB has the secretariat

• Committee Member

• Document Monitor

• Employee of organization

• All ballot roles

• All National roles

• Translator

• Technical Manager

• Secretary + twinned Secretary

• Convenor/secretary support team 
(WG level)

• Chairman + twinned Chairperson

• Convenor + twinned convenor

• Project Leader

• Project Submitter

• Liaison Representative

• NSB Participation (P and O-
members)

Exception: When a committee (TC, SC or WG) is flagged as a closed 
group, only ISO CS can update it.
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Role definitions and associated permission settings

To view the full list of roles available in the Global Directory as well as their  
definitions and associated permission please refer to:

GD3 – Guide for User Administrators

 Annex 1: Roles, their definitions and associated permission Page 52 of  the 
Global Directory User Guide

www.iso.org/e-guides

eServices for User Administrators

Difference between Centralized and Decentralized roles

Centralized roles

This option is available for the 
following roles:

- Document Monitor

- Voter (CIB, DIS, FDIS, SR)

- Ballot Monitor

Mr. Swiss is registered as a centralized voter for SNV. It means that he is registered 
as a voter for all TCs where SNV is a member (P or O-member), i.e TC 2, TC 4 and 
TC 5 in this case.

Decentralized roles

This option is available for all 
roles

Mr. Schmidt is registered as a voter for TC 2 and TC 4
Mr. Dès is registered as a voter for TC 5

MBUA 
for SNV

Mr. Swiss
1 balloter for SNV

TC2 TC 4 TC5

MBUA

Mr. Schmidt
Balloter for 
TC2/TC4

TC2 TC4

Mr. Dès
Balloter
for TC5

TC5
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Description of Centralized roles 

The following centralized roles can be setup for experts from Member Bodies:

Note: Centralized committee member and Observer (at WG level) have been 
replaced by Document Monitor.

Role Purpose 

Voters (CIB, DIS, FDIS, SR) Can vote on all CIB/DIS/FDIS/SR ballots 

Ballot Monitor Can view all CIB/ DIS/ FDIS/ SR ballots but 
have no voting rights 

Document Monitor Can view all committees document but not 
participate in committee’s work (role that 
should be limited to NSB staff for document 
dissemination purpose)

eServices for User Administrators

Document monitor

 Document monitor is reserved to NSB Staff

 The person must be registered as “Employee of Organization” of the NSB

 At WG level, document monitor should be limited to 2 persons per NSB (TMB 
resolution 69/2009)

 This role can be centralized (TC, SC and WG levels) or decentralized

 Gives access in read-only to committee documents for national dissemination

 This role replaces the old centralized committee member role and observer role

The role of centralized committee member and observer 
no longer exist 
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Data Ownership & Permission

 Experts who are administrated by my NSB

 National organization that are administrated by my NSB

 National committees (that status will be disbanded)

 Any ISO, CEN or other National committees

 Experts who are not administrated by my NSB

 Organizations that are not administrated by my NSB

A User administrator has no permission to DELETE data from GD. All data 
must be kept for historical reasons. However if an entity has been created 
by mistake, you can delete it within a period of 2 days.

What can I inactivate?

Anything that you have created!

eServices for User Administrators

Who can send you requests to update the GD?

 Secretaries, Chairmen, Convenors, etc.

 Experts

 ISO CS: helpdesk@iso.org

 ISO CS: tcsupport@iso.org

If you have any doubt, please do not hesitate to contact the TC Secretary 
or ISO CS.

36



eServices for User Administrators

1. What is the Global Directory ?

2. My role as User Administrator in the Global Directory

3. Data Ownership & Permission

4. Global Directory: How to Navigate & Search

5. Hands-On Exercises: How to Navigate & Search

6. Global Directory: How to Create & Modify Data

7. Hands-On Exercises: How to Create & Modify Data

Global Directory Timeline

eServices for User Administrators

How do I navigate in the Global Directory?
Starting point of the GD

send your feedback to 
ISO/CS 

General menus available on every screens of the application

Latest information on the GD

Main navigation panel 
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Use the Quick Search to: 

 Find any entity across all items in the GD (world 
scope is always selected).

 Search for a person when you are not sure of 
the spelling

 Search for the person when his/her name 
contains special characters because you don’t 
need to type them (like ß, Ø or ü).

 Display a selection of the most relevant hits per 
category (person, committee, organization).

eServices for User Administrators

Use the advanced search to: 

 Reduce the search results to a smaller set of data (ISO, National and World) by 
using Filters and scope/domain of data

 Search using «Start with»

 Search using wildcard character % to substitute any other character

By default your National scope is selected
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Search results

Each entity opens in a  new tab

eServices for User Administrators

View the details of an entity (person, committee, …)

Download all roles in excel 
for the entry, give 

comments and view 
system information on the 

entry .

Summary banner :

 the roles of the entry,
 the Organization administrating the 

entry's details and status
 the entry's status

Contextual menu

 browse and manage an entry's details and 
roles.
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Search/view roles of an expert

 Details = basic information of the person, transfer roles from 
the person to another

 ISO Roles = ISO committee and centralized roles of a person
Ballot monitor, Committee Member, Document Monitor, Secretary support team, 
Voter, Centralized ballot monitor, Centralized document monitor, Centralized 
Voter, Technical Manager, Translator

 National Roles = roles of an expert in National committees
National chairperson, National committee member, National observer, National 
Secretary, National Secretary support team

 Staff Roles = roles of the person in an organization
Employee of organization, User administrator

eServices for User Administrators

Search/view roles of an organization

 Details = basic information of the organization

 ISO roles = Roles of an organization in ISO Committees 
and centralized ISO roles
Secretariat, Convenorship, P-member, O-member, Centralized ballot monitor, 
Centralized Document Monitor, Centralized Voter, Technical Manager, 
Translator

 Staff Roles = staff roles in the organization
Employee of organization, User administrator

 Liaisons = organization’s liaisons in ISO committees
A-liaison, B-liaison, C-liaison, D-liaison
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Search/view roles of a committee

 Details = basic information of the committee

 Structure = full hierarchy of the committee (parent, 
children committees)

 ISO roles = all roles in the ISO committee
Secretariat, P-member, O-member, Chairperson, Secretary, Secretary 
Support Team, Committee Member, Voter, Ballot Monitor, TPM, Technical 
Editor

 Liaisons = Liaisons of an organization in the committee

eServices for User Administrators

Search/view roles – Jump to 

 List of roles can be quite long

 The Jump to

 Lists all active roles (if a role is not displayed, then it means the role is not 
assigned)

 Allows you to jump to the selected role section   
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eServices for User Administrators

Reports & Exports
Currently 3 reports and 3 exports are available:

Experts’ roles in committees per organization

Users administrated by an organization

User administrators of GD

All person roles

All committee roles

All organization roles

More reports will be available on due time

eServices for User Administrators

Bidirectional Relationships
 A role between a committee and a person, a committee and an organization or 

a person and an organization can be edited by going through either one the 
two objects in the relationship. 
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eServices for User Administrators

Exercises: Navigate and Search 

In Global Directory search for…

Exercise 4: Using the quick search, try to find your profile, your NSB, one of your national 
committee 

Exercise 5: Using the advanced search, try to find your profile, your organization, one of 
your national committees 

Exercise 6: Search a person who is not administered by your NSB (for example: Rob 
Steele)

Exercise 7: Find the User Administrators for your NSB.

Exercise 8: Find the employees of organization for your NSB

Exercise 9: Find an international organization such as WHO, INLAC etc…

Exercise 10: Find ISO/TC35 and click on the different links to understand the bidirectional 
relationship

Training environment : https://training.iso.org

eServices for User Administrators

1. What is the Global Directory ?

2. My role as User Administrator in the Global Directory

3. Data Ownership & Permission

4. Global Directory: How to Navigate & Search

5. Hands-On Exercises: How to  Navigate & Search

6. Global Directory: How to Create & Modify Data

7. Hands-On Exercises: How to Create & Modify Data

Global Directory Timeline
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eServices for User Administrators

How to create a new entity?

STEP 1: Check if the entity already exist

STEP 2: Create the new expert/organization/National committee

 Click on Create New

 Enter mandatory information shown by a red asterix (*)

STEP 3: Confirm creation

Don’t forget, any entity you create is now administrated by your NSB.

eServices for User Administrators

Create a new expert

 Any person who needs an access to ISO Electronic applications must be first registered in 
GD

 All roles to the other applications are given through GD

If blank, by default the personal email 
will be recognized as your notification 
email

If you start entering an Address, 
then Town and Country become 
required (vice versa)
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eServices for User Administrators

Reset User’s Password & Activation account
 On the profile of the person, different options under the account 

section can be available:

 Reset password (when the person has already activate 
his account)

 Force password allows you to reset the password of a 
user manually on the back end

 Re-send activation email (when the person didn’t activate 
yet this password)

 Pending activation: when the person has not yet activated 
her account (i.e. clicked on the link in the email she 
received and selected a password).

 Account not in sync! (when the account hasn’t been 
synchronized)

 Sync account (when the account isn’t synchronized)
A password must contain 8 characters at least (2 letters at 
least and 2 numbers at least)

eServices for User Administrators

Create a National Organization

 ISO recommends to fill out all information fields

You cannot create two organizations with the same acronym

If you start entering an address, 
then town and country become 
required (vice versa)
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eServices for User Administrators

Exercises : Create a person and an organization

In Global Directory…

Exercise 11: Create a new person

Exercise 12: Create a new national organization

Training environment : https://training.iso.org

eServices for User Administrators

Edit an entity details

To edit an entity, on the profile in the left menu, click on «Edit 
details».

 Your NSB must be the administrator of the entity (i.e. 
administrated by)

 Mandatory fields are indicated by *, and modified fields by   

 Once finished, do not forget to save your changes by clicking 
on «save changes» button.
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eServices for User Administrators

Assign a new role to a person (from the person profile)
 On the contextual menu, select the role you wish to assign (1)

 Select the committee (2), click on add (3) then «Save changes» button (4)

 On the contextual menu, click on the type of role you want to assign (e.g ISO roles) (1)

 Then click on «edit» (2) next to the role you wish to update and follow the previous 
procedure.
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eServices for User Administrators

Assign a new role to a person in multiple committees
 On the contextual menu, select the role you wish to assign (1) and click “Add multiple ….” (2) 

Note: the name of the button will change according to the role you select in step 1.



 





(1) Enter the committee 
reference and number

(2) Click on Search
(3) Select the committees to be 

added
(4) Click on Add

You cannot add committee 
members at WG and TC 
(or TC/SC) level at the 
same time


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eServices for User Administrators

Assign a new role to a person (from the committee profile)
 On the contextual menu, click on Manage (1) in the person roles section and select the 

role you wish to add (2)
 Enter the name of the person (3), click on Add button (4), then on Save changes (5)

 On the contextual menu, click on the appropriate section (1), then click on Person 
roles (2) next to the role you wish to update and follow the previous procedure.
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NB: Chairperson 
and Secretary role 
can only be edited 
by ISO/CS

eServices for User Administrators

Employee of organization

Once you have created an expert you may assign him/her to an 
organization

 This role is optional except for the following roles: 

o User Administrator

o Technical Manager

o CEO 

o Marketing Data Officer

o Document Monitor

 Function and/or alternate title can be associated to the role

One of the aim of Employee of organization role:

 Collect the key points of contact of each NSB (note that CEO 
can only be maintained by ISOCS)

 You can only assign experts  to organizations that you 
administer
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eServices for User Administrators

Assign a committee member to a TC or a TC/SC

 Decentralized role only (no longer centralized)

 To add a new committee member, your NSB must be registered as P or O-
member.

Note: When you assign any role, the «Appointed by» field will be always your NSB.

eServices for User Administrators

Document monitor
Document monitor is reserved to NSB Staff:

 At WG level, the employee of organization is mandatory:

 At TC and SC level, you will receive a warning message:

49



eServices for User Administrators

Exercises : assign roles, transfer role and report

In Global Directory…

For the exercises below use the organization and expert you created in exercises 11 and 12

Exercise 13: Assign your expert as employee of organization of your NSB and add a function 

Exercise 14: Assign your expert as Committee Member of ISO/TC 500

Exercise 15: Assign a person not administered by your organization to the role of Committee 
Member in ISO/TC500

Exercise 16: Assign the role of document monitor to one of the expert administered by your NSB

Training environment : https://training.iso.org

eServices for User Administrators

Roles metadata

 Some roles have a set of metadata associated to it

 Metadata differs from one role to another (some are mandatory and some 
are optional)

 To update a role's metadata, click on the Edit icon       
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eServices for User Administrators

List of metadata

* = mandatory metadata

Metadata Roles Description

Notification email Available for all roles Assign a specific notification email on a role
which will override the default notification email
for all correspondence on this role.

E.g.: when a Secretary wishes to receive all
notifications concerning his secretary role to a
specific email address.

Comment Available for all roles Add a comment to a role assignment.

Ballot type* Voter

Ballot Monitor

When assigning balloting roles, you will be
asked to indicate for which ballot (CIB, DIS,
FDIS, SR).

Stakeholder category* Committee member (at WG level 
only)

When assigning experts to an ISO working
group, you will be asked to indicate the
stakeholder category that most closely reflects
his or her background.

Function / Alternate 
function title

Employee of organization When assigning a person as "employee of an
organization", you can indicate his function in
the organization and if needed, enter his effective
title to the function.

Main point of contact User Administrators When registering a new User administrator, you
can designate it as main point of contact for your
NSB.

eServices for User Administrators

Assign a committee member to a Working Group

 Assigning a committee member on an ISO working group (WG) requires a 
mandatory stakeholder category (TMB resolution 89/2011)

 This information most closely reflects the expert’s background

 For those which this metadata is not registered, please update them as far as 
possible
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eServices for User Administrators

Voter and ballot monitor
 For Voter and ballot monitor role, the type of ballot is a metadata (CIB, DIS, 

FDIS, SR)

 Voter and ballot monitor can be centralized or decentralized

 If your NSB is not registered as P or O-member of this committee, the CIB 
ballot type for Voter is missing by default.

 Any NSB should assign at least one centralized voter

The role of SR voter is now independent from the role of DIS voter

eServices for User Administrators

Exercises : assign roles, transfer role and report

In Global Directory…

For the exercises below use the organization and expert you created in exercises 11 and 12

Exercise 17: Assign your expert as CIB voter and add a comment to the role

Exercise 18: Search for ISO/TC 500/WG 1 and assign your expert as Committee Member

Exercise 19: Assign the role of  centralized voter for DIS to your expert

Exercise 20: Add a notification email to the centralized voter for DIS role you assigned in the 
previous exercise. 

Training environment : https://training.iso.org
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eServices for User Administrators

User Administrator – Main point of contact
 User Administrator is an Organizational role

 When several User Administrators are registered, a main point of contact 
should be nominated

 Only one point of contact can be assigned per NSB

 Information can be found in the report

eServices for User Administrators

Transfer role
 Applies to the roles of committee member, Voter and all National roles

 Doesn’t apply on centralized roles

 Only roles appointed by your organization can be transferred

1) From the person’s profile, click on Transfer role
2) Select the person who should receive the role
3) The system will then checks what transfers are possible. Only roles displayed with a 

green tick    can be transferred
4) Select the roles you wish to transfer
5) Click on Save changes button
6) Once done, the profile of the target person will be opened in a new tab

Note: Click on “Select by roles” to select only the role you want to transfer



 

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eServices for User Administrators

How to inactivate/disband an entity

 All roles must be removed from the entity

 Exception: A person can still be registered as employee of organization

 Once done the summary banner is hatched:

 A comment is mandatory at each change of status to enforce the data quality 
and to keep a clear audit on any change of status

Note: Once an entity has been inactivated, it can be reactivated. For committees, 
it depends of the hierarchy.

eServices for User Administrators

Exercises : assign roles, transfer role and report

In Global Directory…

For the exercises below use the organization and expert you created in exercises 11 and 12

Exercise 21: Choose an expert from your NSB and assign him/her the role of User 
Administrator

Exercise 22: Transfer all the roles of your expert to another expert

Exercise 23: Inactivate the expert you have created in exercise 11

Training environment : https://training.iso.org
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eServices for User Administrators

https://login.iso.org

2. Global Directory

2.2 Event Notifications

eServices for User Administrators

What is Event Notifications?

 Inform users about changes made in the Global Directory such 
as changes in committee participation, role(s) or personal 
details

Two different types of notifications:

1. Automatic periodic emails

2. Online reports

Notifications are sent within 24hr of the modifications
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eServices for User Administrators

My role as User Administrator in Event Notifications

 Monitor the changes made to users 
administered by your Member Body

 Take action if you see any mistakes

→ Make the necessary changes 

→ Contact the user to request information

→ Contact ISO CS if applicable

eServices for User Administrators

What reports do I receive as User Administrator?

 ISOGD member body administrator notifications
 Notifies you on changes related to your Member Body

→ Role updates of users (administrated by your Member Body)

→ Personal data updates of users (administrated by your Member Body)

→ Membership updates of your Member Body (P-Member; O-Member; 
Secretariat)

 ISOGD individual notifications
 Notifies you on changes related to your profile such as personal information, 

roles etc…

Technical entities notifications
 Notifies you on creation, modification and deletion of TCs/SCs/WGs and 

PDCs for which your Member Body has a membership or liaison
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eServices for User Administrators

What reports do other users receive?

 Technical entities notifications

 Notify Committee Officers on creation, modification and deletion of TCs/SCs/WGs 
and PDCs they are involved with.

 ISOGD individual notifications

 Notify users on changes made to their profile such as personal information, roles 
etc…

 ISOGD Committee notifications

 Notify Committee Officers on changes related to users on the TCs/SCs/WGs they 
are involved with, such as users added to roles, internal and external liaison updates 
etc…

Other reports includes:

 Publication of standard under Vienna Agreement notifications

 Ballot or publication dates for project under Vienna Agreement

etc…

eServices for User Administrators

What can I do in this application?

 Personalize reports

 Scheduling 
 Format (HTML or Plain text)

 Run reports 

 Run a report for a specific period of time
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eServices for User Administrators

How to Navigate & Search: Layout 

List of reports 
available

 Login details

 User guide

 Contact Helpdesk

 Logout

 New events: number of events since last time you executed the report
 Frequency: How often the report is sent
 Format: Format of the report
 Type: Generic or Personalized
 Status: Activated or deactivated

eServices for User Administrators

Event Notifications: How to Navigate & Search 

Event Notifications layout

List of reports 
available

 Login details

 User guide

 Contact Helpdesk

 Logout

 New events: number of events since last time you executed the report

 Frequency: How often the report is sent

 Format: Format of the report

 Type: Generic or Personalized

 Status: Activated or deactivated

58



eServices for User Administrators

Event Notifications: Personalize reports

Set up the Scheduling and 
Delivery format as per 
your requirement

eServices for User Administrators

Event Notifications: Execute reports

Define the start and end date 
and click on Execute Report
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eServices for User Administrators

Event Notifications: Execute reports

eServices for User Administrators

Exercises for home

In Event Notifications…

Exercise 24: Execute the ISOGD member body administrator notification report

Exercise 25: Change the frequency and format of the ISOGD individual 
notifications report 

Live environment : https://login.iso.org

No Training Environment
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eServices for User Administrators

Day 3

4. Access to International Standards
4.1 ISOSTD & ISO Online

Day 1

1. Introduction 
1.1 ISO Members
1.2 Standards Development
1.3 ISO Online & ISODOC
1.4 ISO Systems Overview
1.5 Single Sign-One (SSO)

2. Global Directory & Event Notifications
2.1 Global Directory

Day 2

2. Global Directory & Event Notifications
2.1 Global Directory – Continue
2.2 Event Notifications

5. National Solutions 
5.1 NTCLite: National eCommittees Lite
5.2 ISOlutions

6. My role as User Administrator - Summary

7. Online Meetings 
7.1 WebEx 

8. ISO Connect
9. Support, Helpdesk and Conclusion

Day 2 - Continue

3. ISO eServices Applications 
3.1 ISO eCommittees
3.2 ISO Meeting Management 
3.3 ISO Project Portal 
3.4 ISO eBalloting

Timeline

eServices for User Administrators

https://login.iso.org

3. ISO eServices Applications

3.1 eCommittees
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What is eCommittees?

 Online document management

 Online collaboration for committee members

 Decentralized management of the committee by secretaries

 Communication of important committee events

 ISO eCommittees has been developed specifically to aid 
the international standards development process

eServices for User Administrators

How does ISOTC fit with other eServices applications?

Global Directory
• Setup Committees
• Manage Organizations
• Setup and manage users
• Manage user roles in Committees

ISOTC (eCommittees)

• Share documents

• Collaborate on documents

• Centralized workspace to all relevant 
information for a Committee

Standards development process

Roles and 
permissions

Meeting 
Management
Announce and manage 
meeting information

Electronic Balloting
Vote on Committee Projects 
and documents
 DIS/FDIS 
 Systematic review (SR)
 Committee internal 

balloting (CIB)
 WG Consultation

Project Portal
View Project details and 
monitor Project stages/ 
progress NTCLite

(National eCommittees Lite)
• Map ISO Committees to NTCLite
• View and download ISO/CEN 

Committee documents for national 
experts

ISOlutions (National 
Services)
• National eCommittees
• National Project Portal
• National E-balloting
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My role as User Administrator in eCommittees 

None – User Administrators have no role in this application.  

But are responsible for:

 Giving access to eCommittees through the roles 
assigned to their members in the Global Directory (GD) 
Example: Committee Member, Observer etc…

 Maintaining the Member List, through user role 
management in the Global Directory (GD)

Data Ownership & Permission

User Administrator Committee Members Committee Officers

• Can see documents in 
folder 01. Public 
information only

• Can see documents in 
folders, except 00. 
Secretariat Workspace 
and 07. Documents –
ISO/CS to committees  

• Can upload content in 
folder 05. Drop-in box 
for members

• Can upload 
documents, create 
notifications, add and 
change folders below 
the main folder 
structure level
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How to Navigate & Search

ISOTC Home: The starting point for committees work:
 Access to all the TCs and links to other applications and information

How to Navigate & Search continue…
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How to Navigate & Search continue…

Documents Ballots

Meetings

ForumsStructure

News

N
avig

atio
n

LinksSearch

How to Navigate & Search: Member list

 List of all the Committee members by roles

 Can be exported (CSV for excel) and printed

 Easy filtering and sorting

 Always in up-to-date with the Global Directory
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How to Navigate & Search: Member list

Default sort
Resets the sorting to the 
default setting (by role)

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

Quick Filter
A full text filter for a quick 
search on members of the 
committees

No Assignment
Displayed when there is a 
P-Member country with 
no member assigned in 
the Global Directory.

How to Navigate & Search: Ballots

 List of all active ballots for the Committees, sorted by type and closing 
date

 Direct link to the ballot in the Balloting Portal (permission required)

 List can be sorted by Type, Reference or Closing Date
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How to Navigate & Search: Meetings

 List of all the Committee meetings sorted by date, place and 
status

 Direct link to the meeting in the meeting management tool 
(permission required)

 List can be sorted by Title, Date, Country, City or Status

 The meetings are currently registered by ISO/CS

eServices for User Administrators

Demo

In eCommittees…

 Show eCommittees environment and different sections

 View Member List 

Training environment : https://training.iso.org
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eServices for User Administrators

https://login.iso.org

3. ISO eServices Applications:

3.2 Meeting Management 

What is Meeting Management?

 Central access point to ISO meetings (organizers, participants, ISO/CS)

 Reduce management and maintenance overhead (duplication of work)

 Consistent process before and after meeting is held

 Close integration to eCommittees for committee work

 A central database of all ISO meetings (including governance and policy 
groups)

 The ISO STAND Administrators are responsible for creating meetings. If 
you would like a meeting setup in the Meeting Management Tool, please 
send an email to tcsupport@iso.org with the details of your meeting

 Document types available for meetings:

Icon Description
Agenda
Minutes
Resolutions
Participant List
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How does MM fit with other eServices applications?

Global Directory
• Setup Committees
• Manage Organizations
• Setup and manage users
• Manage user roles in Committees

ISOTC (eCommittees)

• Share documents

• Collaborate on documents

• Centralized workspace to all relevant 
information for a Committee

Standards development process

Roles and 
permissions

Meeting 
Management
Announce and manage 
meeting information

Electronic Balloting
Vote on Committee Projects 
and documents
 DIS/FDIS 
 Systematic review (SR)
 Committee internal 

balloting (CIB)
 WG Consultation

Project Portal
View Project details and 
monitor Project stages/ 
progress NTCLite

(National eCommittees Lite)
• Map ISO Committees to NTCLite
• View and download ISO/CEN 

Committee documents for national 
experts

ISOlutions (National 
Services)
• National eCommittees
• National Project Portal
• National E-balloting

My role as User Administrator in Meeting Management

 None - User Administrators have no role in this application
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Data Ownership & Permission

 Read only access to "Public" information in Meeting 
Management module

Access to linked documents hosted on ISO eCommittees
requires TC membership

How to Navigate & Search
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eServices for User Administrators

Demo

In Meeting Management…

 Access ISO Meeting Management application 

 Search meetings

 Meetings available to public on ISO Online

Live environment : https://login.iso.org

No Training Environment

eServices for User Administrators

https://login.iso.org

3. ISO eServices Applications:

3.3 Project Portal
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What is Project Portal?

 Project Management tool for the Committee Secretary

 The project portal offers detailed information about ISO 
projects

 You can search for projects using different criteria: 
‒Committees / Sub-Committees
‒Current stage
‒Title
‒Stage date

 Contains information about the project history, stages, 
timeframes, etc.

eServices for User Administrators

How does PP fit with other eServices applications?

Global Directory
• Setup Committees
• Manage Organizations
• Setup and manage users
• Manage user roles in Committees

ISOTC (eCommittees)

• Share documents

• Collaborate on documents

• Centralized workspace to all relevant 
information for a Committee

Standards development process

Roles and 
permissions

Meeting 
Management
Announce and manage 
meeting information

Electronic Balloting
Vote on Committee Projects 
and documents
 DIS/FDIS 
 Systematic review (SR)
 Committee internal 

balloting (CIB)
 WG Consultation

Project Portal
View Project details and 
monitor Project stages/ 
progress NTCLite

(National eCommittees Lite)
• Map ISO Committees to NTCLite
• View and download ISO/CEN 

Committee documents for national 
experts

ISOlutions (National 
Services)
• National eCommittees
• National Project Portal
• National E-balloting
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My role as User Administrator in Project Portal

 None - User Administrators have no role in this application. 

Data Ownership & Permission

 Read only access to "Public" information in Project Portal 
module

Access to linked documents hosted on ISO eCommittees
requires TC membership
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How to Navigate & Search: Search for projects

Multiple search 
criteria

Different search 
options

“Highlighted tabs" –
Search results filters 

How to Navigate & Search: Project Details

Project details
Click on the project Reference or select 
Project details from the Functions 
menu.
Under Functions menu also direct link
to Submission Interface.

74



How to Navigate & Search: Project History

How to Navigate & Search 

Programme by Committee on ISO Online

For TC 6
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Demo

In Project Portal…

 Access the Project Portal
 Use the Simple Search and Search by Stages 
 Display the details of a project
 Download project list to Excel
 Project stages available to public on ISO Online

Live environment : https://login.iso.org

No Training Environment

eServices for User Administrators

https://login.iso.org

3. ISO eServices Applications:

3.4 eBalloting
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eServices for User Administrators

What is eBalloting?

Electronic platform used by NSBs to vote on ISO committee 
projects and documents

Type of Ballots:

 Committee Internal Ballots (CIB)
New Work Item Proposal (NP), Committee Draft (CD) and others

 Working Group Consultations
Opinion gathering in WGs

 Ballots on DIS and FDIS
Organized by ISO/CS; results of ballots are collected and managed 
by the committees

 Systematic Reviews (SR) Ballots
Organized by ISO/CS; results collected and managed by 
committees

eServices for User Administrators

How does EB fit with other eServices applications?

Global Directory
• Setup Committees
• Manage Organizations
• Setup and manage users
• Manage user roles in Committees

ISOTC (eCommittees)

• Share documents

• Collaborate on documents

• Centralized workspace to all relevant 
information for a Committee

Standards development process

Roles and 
permissions

Meeting 
Management
Announce and manage 
meeting information

Electronic Balloting
Vote on Committee Projects 
and documents
 DIS/FDIS 
 Systematic review (SR)
 Committee internal 

balloting (CIB)
 WG Consultation

Project Portal
View Project details and 
monitor Project stages/ 
progress NTCLite

(National eCommittees Lite)
• Map ISO Committees to NTCLite
• View and download ISO/CEN 

Committee documents for national 
experts

ISOlutions (National 
Services)
• National eCommittees
• National Project Portal
• National E-balloting
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Document :

Publication

IS
Project registered

NP

ISO/CS

DIS & FDIS Balloters

P-member must vote
All ISO Members can vote

TC Secretary

Committee Internal
Balloters

• P-members must vote
O-members can comment

20 30 40 50 60Stage Code :

Ballot organized by:

What is eBalloting?

WD CD FDISDIS
Ballot:

Main stages – Balloting instances

Vote submitted by:

NSB participation:

User Administrator:
 No role in this application

 Responsible for giving access and voting rights through 
the roles assigned to their members in the Global Directory 
(GD):
 Committee internal balloter (CIB), WG Committee Member (WC), 

Balloters for DIS, Balloters for FDIS, Centralized Balloter

Centralized balloter:

My role as User Administrator in eBalloting

CIB Balloter Cast votes/comments for all
CIB ballots where NSB is P- or 
O-Member in TC or SC

Balloters for DIS Cast votes for all DIS ballots

Balloters for 
FDIS

Cast votes for all FDIS ballots
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Data Ownership & Permission

User Administrator: no permission and cannot see 
any ballots

Centralized balloters: can access ballots for which 
they are allowed to vote

eServices for User Administrators

Data Ownership & Permission: Balloting roles

Roles in the ISO GD Definitions

Secretary Responsible to initiate and run the balloting process. 

Committee internal 
balloter

An individual representing a NSB who is authorized to vote on CIB 
ballots submitted by a committee

DIS Voter An individual representing a NSB, who is authorized to vote on a 
Draft International Standard (DIS). 

FDIS Voter An individual representing a NSB who is authorized to vote on a 
Final Draft International Standard (FDIS). 

SR Voter* An individual representing a NSB who is authorized to vote for the 
Systematic Review Ballots

Commenter Person representing a NSB who has no right to vote on a ballot, 
but who can submit a comment on a ballot document 

Ballot monitor Person representing a NSB who has read/viewer-access to ballots 
relevant for its organization

*Register the person as a DIS voter in addition to the SR voter so they can get the 
correct access to vote on SR ballots (until GD3 Satellites applications have been 
migrated). 
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Stages of eBalloting for DIS and FDIS

1. Ballot opens

2. Notification from ISO CS to the registered balloters and to the 
Committee Chair and Secretary

3. Balloters and liaisons have access to the ballot documents

4. National consultation process inside the NSBs

5. National voting and decision - comments 

6. Reminder notifications  (1 to 4 weeks)

7. Ballots closes

8. Closing notification to balloters, Chair and Secretary

9. Results and comments are available

10. Follow-up actions by the Chair and the Secretary

Data Ownership & Permission

DIS/FDIS Voting Obligations for Member Bodies 

 Mandatory ballots
‒ NSB with secretariat or P-membership of a 

committee must vote

 Optional ballots
‒ O-members are not required to vote
‒ NSBs that are not members of the committee are not 

required to vote

Data Ownership & Permission
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Downgrading for missed ballots

If a Member Body fails to vote in 25% or more of the 
ballots of a Committee where is a P-member, it can 
be downgraded to O-membership in that Committee, 
unless it can offer valid explanations

Data Ownership & Permission

How to Navigate & Search

List of ballots

Click on the ballot reference 
name to open a specific ballot
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How to Navigate & Search

Tabs Description
All mandatory Displays all ballots for committees where your NSB is a P-member

independently to the fact that the balloter has already voted or not
Vote required Displays all ballots for committees where your NSB is a P-member and

has not yet voted
All open Displays all ballots on which you can vote or submit a comment.

New last 2 weeks Displays all ballots which were opened within the last 2 weeks

Closing in 2 weeks Displays all open ballots which will close during the next 2 weeks.

Closed last 2 weeks Displays all ballots which closed during the last 2 weeks.

Search Opens the search screen which allows to search with user defined
values

How to Navigate & Search

Search Fields Description

Type Type of ballot

Status Ballot stages 

Ref/Title Ballot reference number or document title element

Committee Only those committees to which your profile is registered will be 
displayed

Start and End date Opening and Closing date

From/To Range Start Date

Search for ballots
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Access Ballot Files

Ballot documents

How to Navigate & Search

View the Ballot Audience

View Ballot Owners, 
Obligated Voters, 
Commenters, Monitors 
etc.
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How to Navigate & Search

Download Ballot Results and Comments

Voting result and 
comments
Download as Zip file

Cast Vote and Submit Comments

STEP 1: Search and access the ballot you need to vote on

STEP 2: Click on Cast vote as or Submit Comment as

STEP 3: Select your NSB and cast vote
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Download the ISO template for comments

Link to download page:

ISO Online > Standards Development > 
Resource area > supporting documents > 
Access ISO forms, model agendas and 
standard letters> ISO comment collation 
tool and template for comments

http://www.iso.org/forms

Demo and Exercises

Demo :

 View ballots in the training environment (CIB, DIS/FDIS)

 Cast a vote for a ballot

 Download the ISO Template for Comments

Exercises:

Exercise 26:  Find an open CIB and cast a vote.

Exercise 27:  Find the audience that can vote for a ballot ?

Exercise 28:  Open a closed DIS/FDIS ballot and download its results/comments 
(ZIP file)

Exercise 29:  Download the ISO Template for Comments

Training environment : https://training.iso.org
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Day 3

4. Access to International Standards
4.1 ISOSTD & ISO Online

Day 1

1. Introduction 
1.1 ISO Members
1.2 Standards Development
1.3 ISO Online & ISODOC
1.4 ISO Systems Overview
1.5 Single Sign-One (SSO)

2. Global Directory & Event Notifications
2.1 Global Directory

Day 2

2. Global Directory & Event Notifications
2.1 Global Directory – Continue
2.2 Event Notifications

5. National Solutions 
5.1 NTCLite: National eCommittees Lite
5.2 ISOlutions

6. My role as User Administrator - Summary

7. Online Meetings 
7.1 WebEx 

8. ISO Connect
9. Support, Helpdesk and Conclusion

Day 2 - Continue

3. ISO eServices Applications 
3.1 ISO eCommittees
3.2 ISO Meeting Management 
3.3 ISO Project Portal 
3.4 ISO eBalloting

Timeline

eServices for User Administrators

4. Access to International Standards

4.1  ISOSTD & ISO Online 
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ISO Online: Store

eServices for User Administrators

ISO Online: Store – Standards catalogue
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ISOSTD

What is it?
 Livelink repository for ISO publications (DIS/FDIS/IS) 
 Stores the electronic versions of all published ISO Standards (including 

graphic files in TIFF and EPS formats)

My role as User Administrator in this application? 
 None

How to Access?
 Member body access ISO Standards via :

– ISOSTD homepage : http://pod.iso.org/isostd/

– or ISOSTD link in the STADIST newsletter
 User accounts managed by ISO/CS and not in the ISO GD
 Only 1 access per member body, usually CEO

eServices for User Administrators

Day 3

4. Access to International Standards
4.1 ISOSTD & ISO Online

Day 1

1. Introduction 
1.1 ISO Members
1.2 Standards Development
1.3 ISO Online & ISODOC
1.4 ISO Systems Overview
1.5 Single Sign-One (SSO)

2. Global Directory & Event Notifications
2.1 Global Directory

Day 2

2. Global Directory & Event Notifications
2.1 Global Directory – Continue
2.2 Event Notifications

5. National Solutions 
5.1 NTCLite: National eCommittees Lite
5.2 ISOlutions

6. My role as User Administrator - Summary

7. Online Meetings 
7.1 WebEx 

8. ISO Connect
9. Support, Helpdesk and Conclusion

Day 2 - Continue

3. ISO eServices Applications 
3.1 ISO eCommittees
3.2 ISO Meeting Management 
3.3 ISO Project Portal 
3.4 ISO eBalloting

Timeline
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https://login.iso.org

5. National Solutions

5.1 National eCommittees Lite (NTCLite)

eServices for User Administrators

What is National eCommittees Lite (NTCLite) ?

 Dissemination tool for National Committees

 Provides ISO Members with the ability to efficiently manage and 
control the read-only access of their national eCommittee members 
to working documents in the ISO technical programme

 Dissemination to national stakeholders of all documents under 
development in ISO committees and working groups 

‒ E.g.: reports of meetings, ballots and comments, working drafts, etc.

NTCLite also disseminate CEN documents 
for CEN members only
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How does MM fit with other eServices applications?

Global Directory
• Setup Committees
• Manage Organizations
• Setup and manage users
• Manage user roles in Committees

ISOTC (eCommittees)

• Share documents

• Collaborate on documents

• Centralized workspace to all relevant 
information for a Committee

Standards development process

Roles and 
permissions

Meeting 
Management
Announce and manage 
meeting information

Electronic Balloting
Vote on Committee Projects 
and documents
 DIS/FDIS 
 Systematic review (SR)
 Committee internal 

balloting (CIB)
 WG Consultation

Project Portal
View Project details and 
monitor Project stages/ 
progress NTCLite

(National eCommittees Lite)
• Map ISO Committees to NTCLite
• View and download ISO/CEN 

Committee documents for national 
experts

ISOlutions (National 
Services)
• National eCommittees
• National Project Portal
• National E-balloting

eServices for User Administrators

Document dissemination before NMC

ISO eServices

NTCLite
Members

Global Directory

ISOTC Server 

Registered users
(max 5 per NSB/committee)

Download of files by
registered users (max 5) 

MBUA1
User registration

Role assignment

MBUA2

MBUA3

MBUAn

Send e-mail or
printed version
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Document dissemination with NTCLite

ISO eServices

Global Directory

ISOTC Server 

NTCLite Server 

Replicaation of 
documents / data

MBUA1
User registration

Creation of NMCs
Role assignment

MBUA2

MBUA3

MBUAn

NTC 
members

Each NTC
member (>5!)
can download 
documents

eServices for User Administrators

My role as User Administrator in NTCLite

 National committees creation and setup in ISO Global 

Directory :
→ Creation of National committees

→ Mapping between National committees and ISO committees

→ Create NTCLite users and assign them to National committees
e.g. : National Secretaries, National committee members, etc…

 Define ISO NTCLite settings
→ Defining international document filter settings

→ Defining automatic notification settings
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Data Ownership & Permission

 In ISO GD, the User Administrator:
→ has full visibility on all National committees managed by his 

Organization
→ can create National committees
→ can map National committees to ISO committees
→ can register and assign national users to National committees

 In NTCLite the User Administrator: 
→ has viewing access to all National committees and ISO documents 

copied on the server
→ can set up automatic notifications
→ can define filters to exclude certain types of documents from the

3 main roles in NTCLite

Members and 
Chair

Secretary

User 
Administrator UA

Secretary

Members Members

Secretary

Members

92



eServices for User Administrators

Roles and Permissions

Application

Roles

Permissions

User
Administra

tor

National
committee
Secretary & 

SST

National 
committee
Member & 
Chairman

ISO GD Setup National committees   

ISO GD Register and assign users   

NTCLite server Set document filters   

NTCLite server Remove documents/folders   

NTCLite server Set automatic notifications   

NTCLite server Send document notifications   

NTCLite server Change document/folder names   

NTCLite server Edit National attributes   

NTCLite server View international documents   

eServices for User Administrators

How to create a National Committee in GD (3 steps)

Step 1: On the homepage, click on the Create New Committee  

Create a new national committee 
(TC level) from the Home page

Step 2: Select the field of the committee (Technical, Policy development)
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How to create a National Committee in GD (cont.)

Step 3: Enter the national committee details (full reference, title, …) and 
confirm its creation

The acronym should never start with ISO, IEC, ISO/IEC, CEN, 
CENELEC, CEN/CLC or CEN-CENELEC

Confirm the creation 
of your committee Fill out mandatory 

information

A newly created committee will be in the status “in progress”. You can 
modify any field in the newly created committee while in this status. Once 
a committee has been activated the committee's reference can no longer 
be modified.

eServices for User Administrators

How to create a National child committee (SC and WG)

A child committee must be created from the parent national committee

The child committee inherits of its parent reference

Parent reference Child reference
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How to map a National Committee with an ISO 
Committee?

Step 1: Select Manage > ISO Committee Mapping from the menu

Select Committee mapping to 
open the committee mapping page

Select a new Committee to be 
mapped, and click on Add

Delete the mapping or 
edit the mapping metadata

List of mapped committees

Step 2: Map ISO committees to the national committee 

NSB must be P or O member to be able to mirror an ISO committee

eServices for User Administrators

How to map a National Committee with an ISO 
Committee?

Step 3: Add any Additional information and save your modifications

Save your committee 
mapping modifications
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A committee that has not been activated
has the summary banner hatched

Click on Status Manage > Activate to 
activate the committee.

 A committee needs to be in the “Active” status in order to be visible for 
its committee members (This is new with GD3).

Activate a newly created national committee

eServices for User Administrators

How to edit and assign national person to a national 
committee?

Click Edit next to the 
role you wish to update

Step 1: Select the role to edit in the Manage sub-menu.

Select the National role to edit in the 
Manage sub-menu.
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b) To add a new role, search for a 
person using the drop-down list.

You can find a person, either 
using his name or account email 
address.

a) Click the Delete icon to 
remove an existing role.

Save your modifications

Step 2: Assign person(s) to the role and save your modifications

How to edit and assign members to a national committee

eServices for User Administrators

Matrix of roles – National role managed by the 
MBUA

Roles in GD Roles definitions

National Secretary Individual providing day-to-day management and 
administrative services for the work of a committee. 

National Secretary 
Support team 

Assistant(s) or support staff of the Secretary of a 
committee 

National Chairperson The chairman of a committee is responsible for the 
overall management of that committee, including any 
subcommittees and working groups. 

National Committee 
member 

Experts of the committees. 

National Observer Person entitled to follow the activity of a committee.

97



eServices for User Administrators

Demo and Exercises

Demo:

 Create an National committee 

 Map ISO Committees to the National 
and Assign users

In Global Directory … 

Exercise 30: Create a National committee

Exercise 31: Map ISO committees to the National committee

Exercise 32: Assign users (national experts) as National members

Exercise 33: Search for your National committee using the Search feature in GD

Training environment : https://training.iso.org

eServices for User Administrators

National eCommittees Homepage
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Navigation Menu

 Easy access to National eCommittees modules and functions

 Role based visibility of menu items

Menu item Comment
Committee Home Link to the National committee homepage
My Committees

Sub-committees

International Documents

List of National committees to which you have access

Link to the homepage of a National Sub-Committee

ISO and/or CEN documents mirrored from the ISO and/or CEN
committees

Member List

E-Mail to Secretary

E-Mail to Members

Mail Archive

List of National committee members

Opens an e-mail window to send an e-mail to the National
committee secretary and the Secretary Support Team.

Opens an e-mail window to send an e-mail to the National
committee members (only available for Secretary and Secretary
Support Team)

Contains all Notifications sent to the National committee members

ISO Guides

ISO Helpdesk

Access to the user manuals

Link to contact the ISO Helpdesk

eServices for User Administrators

Member list

 List of all national Committee members by role

 Easy filtering and sorting

 Can be exported (CSV for excel) and printed

 Always up-to-date with the Global Directory
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Structure

 Shows the entire committee structure with its sub-committees and working 
groups

 Easily identify how an SC is related to a Committee, what other WGs exist etc.. 

eServices for User Administrators

Library – Access International Documents

 Provides access to the international documents by ISO or CEN committees that 
are mapped to the National committee

CEN Documents Folder is available for CEN Member Bodies 
only who have mapped the National committee to CEN 
committees in the Global Directory
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Library – Access International Documents

eServices for User Administrators

Assigning national attributes to International documents

 The secretary/SST can assign national attributes to 
international documents

 The attributes can be added, modified and deleted

 In the Navigation Menu, click on the International documents  
menu item

 National attributes cannot be restored from deleted files
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Renaming International Documents and Folders

The changes you make on international document in the 
NTCLite server do not affect the original International documents 
on the ISOTC server

eServices for User Administrators

Deleting International Documents and Folders

The changes you make on international document in the 
NTCLite server do not affect the original International documents 
on the ISOTC server

International documents and folders can be deleted from the National 
committees
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Restoring International Documents after Removal

eServices for User Administrators

How to define filters to exclude ISO/CEN ballot documents

 The secretary/SST can define filters for its own committees

 The MBUA can define default filters for all committees

 The committee filters can override the default NSB filters

Add of remove documents filters by 
clicking on the plus or minus icons, 
then click the Save icon
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Manual notification of International documents

 International documents can be notified manually by the secretary/SST

eServices for User Administrators

Manual notification of International documents

 Notification can be done by roles

 Customize your message

 Document list to be notified

 Customize you message footer
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Demo and Exercises

Demo

 Find an National eCommittee

 Open the international document list

 Exclude all DIS documents

 Delete and restore an international document

In ISO NTCLite server … 

Exercise 34: Login to NTCLite server and access a National eCommittee

Exercise 35: View the ISO committees mapped to your National committee

Exercise 36: Open the international document list and add national attribute to a 
document

Exercise 37: Exclude all DIS documents 

Exercise 38: Delete and restore an international document

Exercise 39: Manually notify documents to the national committee members

Training environment : https://training.iso.org

eServices for User Administrators

5. National Solutions

isolutions@iso.org

5.2 ISOlutions
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What is ISOlutions?

 ISOlutions is a set of applications to support members 
performing National, Regional and International
standardization work using IT solutions hosted through 
ISO

eServices for User Administrators

Why ISOlutions?

Many ISO members share a common set of business processes including:

 Managing committees and peoples' participation in those committees

 Managing documents and working on them collaboratively

 Managing the lifecycle of national projects and standards

 Collecting comments and voting at multiple levels

 Doing this in an integrated manner at the international, regional and national 
level.

ISOlutions offers effective IT applications to perform this work efficiently.

 More time available to meet customers and market needs
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Benefits of registering with ISOlutions

Members' staff and experts can use a consistent, 
integrated set of tools to make their work easier

Members have quicker access to good quality, evolving 
IT services that meet their needs at a lower price than they 
could have achieved themselves

Members can focus on activities that truly differentiate 
them from other organizations, or add value for their 
markets

eServices for User Administrators

ISOlutions Overview
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National eCommittees (NTC)

Benefit: 
Easier document dissemination to national experts

 Document management system

 Based on the same solutions as ISO and CEN 
(fast learning curve for national users already 
working at the ISO or CEN level)

 Single access point to national, regional and 
international documents

 Integration with ISO Global Directory allows 
the MBUAs to easily manage their national 
committees, experts, roles and mapping

eServices for User Administrators

Difference between NTC and NTCLite

NTC NTCLite

National documents

Add national documents  

N-numbering of national documents  

PDF rendition of national documents  

Document notifications (automatic and manual)  

International and Regional documents

Mirror documents from ISOTC/CENTC committees  

Add documents from other Int’l Organizations (IEC, …)  

Rename mirrored ISO/CEN documents/folders  

Filter mirrored ISO/CEN document types (DIS, FDIS, …)  

Delete/Restore mirrored ISO/CEN documents  
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Difference between NTC and NTCLite

NTC NTCLite

Committee features

Manage national committees  

Customized navigation menu  

Committee homepage banner  

Transversal roles (child, peer, parent)  

Private committees  

Anonymous access to committees  

Committee Member List  

New documents section  

Discussion forums  

License fee  

eServices for User Administrators

National Project Portal (NPP)

Benefit: 
Better project management through increased visibility on national 
standards development process and projects.

• Manage experts (GD)
• Stages customisation

Access to 
information

• Project creation
• Stages updates

MBUA

Secretary

Members

 Database system to manage the national 

standards development process

 Record national project with metadata

 Project stages customizable

 Export full project list

 Managed by the NSB (Secretaries and MBUAs)

 Permissions driven by the ISO/GD
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National eBalloting (NEB)
Benefit: 
Simpler consensus building, better voting performance, increased 
efficiency

The National eBalloting is a voting tool which 
manages two kind of national ballots:

1. National Committee Internal Ballot (NCIB)

Aim: Voting on  national standards

2. National Positioning Ballot (NPOS)

Aim: Gaining national consensus before 
voting on an international or regional standard. 

It provides information about ISO and/or CEN 
ballots relevant to each national committee.

eServices for User Administrators

My role as User Administrator in ISOlutions

 Manage (create/update/delete) in ISO Global Directory
‒ National experts and their roles
‒ National committees
‒ Mappings between national and ISO committees for automatic ISO documents 

dissemination 
‒ Mappings between national and CEN committees for automatic CEN documents 

dissemination (those mappings are managed in CEN Global Directory)

 Manage manually in National eCommittees
‒ Mappings between national and other international committees for manual 

dissemination (i.e. IEC documents)
‒ Mappings between national and regional committees for manual dissemination (i.e. 

COPANT documents)

 Support for the national committee users (National Helpdesk)

ISO recommend that the Member should have at 
least 2-3 User Administrators (not full-time, the 
number will be depending on the numbers of 
national users and committees)
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More information?

What is the implementation Time?

 May vary case by case

 Usually takes between 5 and 20 days work on NSB’s side

 A test environment can be provided more quickly. 

Where could I find more information about ISOlutions?
 https://connect.iso.org/x/KYA4 

or you can contact us at isolutions@iso.org

eServices for User Administrators

Day 3

4. Access to International Standards
4.1 ISOSTD & ISO Online

Day 1

1. Introduction 
1.1 ISO Members
1.2 Standards Development
1.3 ISO Online & ISODOC
1.4 ISO Systems Overview
1.5 Single Sign-One (SSO)

2. Global Directory & Event Notifications
2.1 Global Directory

Day 2

2. Global Directory & Event Notifications
2.1 Global Directory – Continue
2.2 Event Notifications

5. National Solutions 
5.1 NTCLite: National eCommittees Lite
5.2 ISOlutions

6. My role as User Administrator - Summary

7. Online Meetings 
7.1 WebEx 

8. ISO Connect
9. Support, Helpdesk and Conclusion

Day 2 - Continue

3. ISO eServices Applications 
3.1 ISO eCommittees
3.2 ISO Meeting Management 
3.3 ISO Project Portal 
3.4 ISO eBalloting

Timeline
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6. My role as User Administrator… Summary

eServices for User Administrators

ISO Applications User Administrator roles

Global Directory ?

Event Notifications ?

eCommittees (ISOTC) ?

Meeting Management ?

Project Portal ?

eBalloting ?

ISOSTD / STADIST /ISODOC ?

ISOlutions ?

My role as User Administrator… Quiz
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ISO Applications User Administrator roles

Global Directory  Responsible to Manage experts and their roles for my NSB
 Responsible to create/manage National Committees

Event Notifications  Monitor changes made to users administered by my NSB
 Take action if you see any mistakes

eCommittees (ISOTC) None
 Indirect role: Give access to users via GD

Meeting Management None
 Indirect role: Give access to users via GD

Project Portal None
 Indirect role: Give access to users via GD

eBalloting None
 Indirect role: Give access to users via GD

ISOSTD / STADIST /ISODOC None

ISOlutions
(national solutions)

 Manage national experts and their roles, national 
organizations, national committees, ISO/CEN mappings in GD

 Manage documents of other regional (i.e. COPANT) and 
international organizations (i.e. IEC) manually in eCommittees

 Support for national committee users (National Helpdesk)

eServices for User Administrators

https://iso-meetings.webex.com 

7. Online Meetings

7.1 Webex
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What is WebEx ?

Allows you to organize meetings via Internet (online)

 ISO's web conferencing software is provided by Cisco WebEx

 This service is offered free of charge to ISO’s members, technical committees 
and subcommittees, working groups, and experts for any ISO-related work

 A free WebEx account is offered free of charge to developing countries for 
National Work

 Each NSB has a generic account that anybody can use to organise a 
meeting 

eServices for User Administrators

Do I need an account to WebEx?

If you participate at a web meeting:

NO: You don’t need an account to WebEx to participate in a meeting

If you organize a web meeting:

YES: You do need an account to WebEx to schedule and conduct a 
meeting
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7. Online Meetings

How do I participate to a meeting?

To join the meeting click on the 
hyperlink in your invitation email

How to join a WebEx meeting as participant?

• If you don’t have a WebEx enter your 
name and email address

• If you have an account you will be
asked to login
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How do I set the audio for the meeting?

If you are using a telephone:

1. Select "Call me at a new number“

2. Click on the flag icon and select your country

3. Enter your telephone number without your country 
code, then click the "Call Me" button. 

Please enter your regional code

You may also select the "I will call in" option and dial.

If you are using a computer headset:

1. Click "Use Computer for Audio" 

2. Click on the "Call Using Computer" button. 

When joining the meeting, you will be asked to 
chose your Audio Conferencing option

If you are using your computer for the meeting audio 
you may be able to improve poor sound quality by:
 Turning off your video picture 
 Turning off the video picture being sent

to you by others.

If you are not already muted by the organiser,
please mute yourself in WebEx after joining 
the meeting using the microphone button.

To make a comment or ask a question for everyone
to hear or see:

 To speak, please use the Raise Hand button.               
 To write, please use ‘Chat’ to all participants. 

You can also use Chat to contact the meeting 
hosts or other participants directly.

WRITE HERE

Few Guidelines for Participants…
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Best Practices for participants

 Minimize distractions in your meeting area. For example:

 close your office door if you have one

 close or minimize unused applications on your computer

 switch off any devices that may beep or ring during your meeting

 Refrain from using your telephone in speaker mode

 Consider muting yourself when not speaking

 If you use your webcam for video conferencing, try to have a "clean" 
background

eServices for User Administrators

7. Online Meetings

How do I organise an online meeting?
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Do I need an account to WebEx?

If you participate at a web meeting:

NO: You don’t need an account to WebEx to participate in a meeting

If you organize a web meeting:

YES: You do need an account to WebEx to schedule and conduct a 
meeting
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How do I request an account to WebEx?

1. Send an e-mail to webconferencing@iso.org

2. You will receive 2 emails:

 1rst email to complete the setup of your account

Click on the link provided in the e-mail to complete the setup of your 
account

 2nd email to confirm your registration with links to supporting materials

You can now access the WebEx application for ISO at:

https://iso-meetings.webex.com
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How do I create an ISO web meeting?

STEP 1:Login to https://iso-meetings.webex.com

STEP 2: Click on Schedule a Meeting on Host a Meeting menu

eServices for User Administrators

STEP 3: Enter the Meeting topic and Attendees

- Enter the email of each attendee separated by a semi-column «;»

- Tick «Send a copy of…» to receive a copy of the invitation

- Password is only used if you wish that your participants enter a 
password to join the meeting

How do I create an ISO web meeting?
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STEP 4: START NOW or SCHEDULE MEETING

How do I create an ISO web meeting?

Click on START NOW

Or

Change the date, time and duration of 
the meeting and click on SCHEDULE 
MEETING

An automatic email 
with a link to start
your meeting will be
sent to you and your
participants
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How do I start the meeting?

 Click on the meeting hyperlink in your invitation e-mail

You may be required to log into your account when the meeting 
launches

This link is only valid for one meeting
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How do I activate the webcam?

 Click on the camera icon next to your name in the 
participant list to activate your webcam
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How do I share my Desktop?

 Click the "Share My Desktop" button to share your whole 
screen, or click on the down arrow to share an application
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During your meeting: WebEX control panel

 The control panel allows you to:

 Change your audio connection (e.g. switch from headset to 
telephone),

 Mute or unmute yourself

 See a list of meeting participants

 Send text messages to meeting participants

 or perform other operations. 

Many of these are toggle buttons. That is, to show the list of 
participants, click on the participants button. To hide the list, click 
on the participants button again 
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Ending a Web Meeting

To end the web meeting:

1. Click on the "Stop Sharing" button in the Webex control panel

2. Select the "File" menu and

3. Select "End Meeting". 

122



eServices for User Administrators

10 Best Practices for presenters

1. Be familiar with systems. Practice before making your first presentation

2. Start your web meeting a few minutes early so you can greet participants 

3. Speak clearly and slowly during your presentation

4. Engage your audience by asking direct questions

5. Realize that participants are watching what is on your screen

6. Consider appointing another person to answer chat messages or monitor the 
participant list during the meeting

7. If possible, you may wish to use a second monitor to view Webex controls, so 
your on-screen presentation remains clean

8. If hosting a large meeting (6 or more), ask others to mute their audio devices 
when they're not speaking to keep background noise to a minimum

9. Be mindful of time zone differences when scheduling meetings

10.Schedule short breaks every 90 minutes
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How can I practice before organizing my first meeting?

 TEST your computer's ability to join a web meeting 
(http://www.webex.com/test-meeting.html) 

This test may install required WebEx plugins on your computer. 

 TEST your headset and/or webcam on your computer

 SCHEDULE a practice meeting with a willing participant to help you 
become more familiar with the software. 

Always send a copy of your meeting invitation to yourself
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WebEx User Guides

 To access to the WebEx User Guides, login to your accourt and select « User 
Guides » in the « Support » section
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Support

 For issues that are specific to ISO (account requests, policy matters, user 
feedback, etc…), contact webconferencing@iso.org

 WebEx technical support can be found here: 
http://support.webex.com/support/phone-numbers.html
Support line using toll-free number is available 24 hours/day, 7 days/week, and 
WebEx will not charge you for this service

 You are welcome to consult our internal documentation on ISO Connect: 
https://connect.iso.org/x/lQBU
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Day 3

4. Access to International Standards
4.1 ISOSTD & ISO Online

Day 1

1. Introduction 
1.1 ISO Members
1.2 Standards Development
1.3 ISO Online & ISODOC
1.4 ISO Systems Overview
1.5 Single Sign-One (SSO)

2. Global Directory & Event Notifications
2.1 Global Directory

Day 2

2. Global Directory & Event Notifications
2.1 Global Directory – Continue
2.2 Event Notifications

5. National Solutions 
5.1 NTCLite: National eCommittees Lite
5.2 ISOlutions

6. My role as User Administrator - Summary

7. Online Meetings 
7.1 WebEx 

8. ISO Connect
9. Support, Helpdesk and Conclusion

Day 2 - Continue

3. ISO eServices Applications 
3.1 ISO eCommittees
3.2 ISO Meeting Management 
3.3 ISO Project Portal 
3.4 ISO eBalloting

Timeline
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https://connect.iso.org

8. ISO Connect
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What is ISO Connect?

 ISO Connect is a new service to find out about the latest news, events, projects 
and get involved!

 Many areas (like IT and eServices, Marketing and Communication, Conformity 
Assessment etc) are already live, more topics like Intellectual Property are 
coming soon

 Subscribe and receive updates to topics you’re interested in per email, join the 
discussion and be heard!

https://connect.iso.org
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Why use ISO Connect?

 With the ever increasing number of sources for information, ISO Connect 
provides and easy way to get the information you’re interested in.

 ISO Connect uses modern technology that enables you to subscribe to only the 
topics you’re interested in, or to the whole site

 Email notification will ensure you’re informed of what’s happening, when it 
happens, so you’ll never miss an important communication from the ISO 
Central Secretariat again

 We’re looking for feedback on this new tool to assess whether this could 
become an even more central communication platform between the ISO/CS 
and ISO Members
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ISO Connect homepage

Connect to..
The different 
areas of 
interest

Projects
Quick link to 
the most 
popular 
projects and 
list of all 
projects

News and 
Announcements
Quick access to the 
latest news

Search
Search the full 
ISO Connect
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Keep informed of news and updates

Watch
Watch pages 
you’re 
interested in to 
get email 
notifications of 
updates and 
changes

Comment
Comment on a topic to 
share your ideas and 
discuss with other users 
directly on the page
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Recommended notification settings
We recommend to watch the following two pages:

• Current Projects Summary

• Changes to ISO Services

Choose your preferred frequency of notification through your personal settings:
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How do ISO Online, ISOTC and ISO Connect fit 
together?

ISO Online
What? ISO official website

Who? Anonymous Public

ISO Connect
What? Online 
communication platform 
for ISO initiatives, 
excluding technical work

Who? ISO Community 
(named)

ISOTC 
eCommittees
What? Online 
collaboration platform  
for Governance, 
Project & technical 
work

Who? Committee 
Members
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How do I sign up for ISO Connect?

 ISO Connect is open to anyone with a Global Directory account (But, don’t 
worry, if you haven’t got one we’ll still give you access !)

 We welcome any feedback on the capabilities and the content of ISO Connect

To Sign up:

1. Sign on using your ISO Global Directory account/password if you have one


(Note: for people who don’t have a GD account, please register using your email address; we’ll then 
create a new account for you to use and send you the details within a business day or so.)

2. Please set up your profile so you get email notifications of blog posts which 
are used for the News and Announcements. To do this, go to your profile, 
settings, email, press the edit button and check the appropriate box.
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www.iso.org/tc

9. Support and Helpdesk Services
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User support: ISO Online Standards development 
resource area

www.iso.org/eServices

Scroll down 
for Link to IT 
tools
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User support: ISO Online

www.iso.org/e-guides
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Help contact points

 helpdesk@iso.org IT Tools, eServices support

 tcsupport@iso.org Update of official role in Global Directory
Meeting organization

 directives@iso.org ISO/IEC Directives support

 training@iso.org Training requests

 webconferencing@iso.org WebEx account requests

eServices for User Administrators

Review of Objectives/Expectations

Your expectations 
for the training
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Feedback form

Please fill out the feedback form!

eServices for User Administrators

Thank you for your attention!

Questions?

helpdesk@iso.org
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