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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 ISO national solutions

vV V VYV V V

and other general documents

The different ISO eServices applications and how they fit together

The use of WebEXx 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

eServices for User Administrators

Course Outline

Day 1

1. Introduction
1.1 1SO Members
1.2 Standards Development
1.3 1SO Online & 1ISODOC
1.4 1SO 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

3. 1SO eServices Applications
3.1 1SO eCommittees
3.2 ISO Meeting Management
3.3 1SO Project Portal
3.4 ISO eBalloting

Day 2 - Continue

4. Access to International Standards
4.1 1SOSTD & I1SO Online

Day 3

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. 1SO Connect
9. Support, Helpdesk and Conclusion
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ISO Applications User Administrator roles E l

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 » Manage national experts and their roles, national
(national solution) 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
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ISO structure

» 1SO is not just an organization based in Geneva
» 1SO is a network of national standards bodies

» 1SO is a global system made up of:

|I~ Member bodies

Experts working in the Technical
|I Committees (TC)
|I‘ ISO Central Secretariat (ISO CS)

eServices for User Administrators

||~ Member Bodies: Membership of 1ISO

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 _ N
http://www.iso.orgl/isol/iso-in-figures_2011.pdf eSenvices for User Administrators




||‘ Member Bodies: Membership of ISO

Member bodies Correspondent Subscriber
members members

Definition National body most
representative of
standardization in its
country.

Who are Developing countries or

they? developed countries

Permission » Participation in any

policy or TCs

» Voting rights

» Can adopt ISO
standards

* Can sell & distribute

ISO Publications

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

Developing
countries

* No voting
rights

* Can adopt ISO
standards

¢ Can sell ISO
Publications

* Kept fully
informed

Organization in a
country with very
small economies

Pay reduced
membership fees

Developing
countries

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

||‘ 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
s+ Government authorities

s+ 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/isol/iso-in-figures_2011.pdf
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||‘ ISO Technical Committee structure

TECHNICAL
MANAGEMENT
BOARD
T
[ [ 1
Technical Technical Technical
Committee Committee Commitiee

| Sub-committee | | Sub-committes |
mwoes ] (Wt |

Technical Management Board (TMB): TMB Main Functions:

> Report to the Council > Establishment of TCs and overall management of

» 14 members of the ISO member bodies the technical work in 1SO

>  Elected for 3-years terms Appointment of Chairmen

» TMB sets the rules for quality & efficiency Approval of titles, scopes

Coordination & monitoring, planning

Y V V VYV

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

eServices for User Administrators




||QMember Bodies involvement in TCs

Member Correspondent Subscriber
bodies members members
ES NO NO

P-Member Y

O-Member  YES YES NO

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.

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

SC5LCA

SC7 GHG

+ support & advisory groups

eServices for User Administrators




||~ISO Central Secretariat

The ISO Central Secretariat is managed by:

» the Secretary-General (CEO), assisted by

» the Deputy Secretary-General

And includes:

Approx. 150 staff working in the various departments

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)

eServices for User Administrators
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Summary

National Member Bodies

3 memberships:

» Member body

» Correspondent members
» Subscriber members

Experts working in the Technical
Committees (TC)

» 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

ISO Central Secretariat (ISO CS)

» Support services to TC and SC but not directly involved in
development work
» Provide service to ISO Members (National Member bodiesg

eServices for User Administrators

Want to know more about ISO in figures?

About ISO

What is 1507 Contact IS0

What we do
s o] Scroll e
e =on  dOwn "

>
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M 5 pemoous
Downsoaa pat
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1. Introduction

eServices for User Administrators

Standards Development

» 1SO standards are developed through precise processes, including defined
stages

» IS0 also produces other deliverables
v Technical Specifications (TS)
v Technical Reports (TR)
v" International Workshop Agreements (IWA)
v Guides
Etc...

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

v' 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

eServices for User Administrators
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Development stages of International Standards

Product name (document) Acronym 'II':nmee
00.00 | Preliminary TC Preliminary Work Item PWI
10.00 Proposal TC New work item proposal NP
NP approved
20.00 Preparatory WG Working Draft WD
30.00 Committee TC Commitee Draft CD
40.00 Enquiry ISO.I/%S * | Draft International Standards DIS
Final Draft International
50.00  Approval ISO/CS Standards FDIS
60.60 | Publication | ISO/CS International Standards IS

eServices for User Administrators

Development stages and ISO deliverables

WWwWw.iso.org/tipsandtools

International Technical Publicly Technical Contacts
Coces Standard Specification _ Available Report
Specification = Contacts
IS TS PAS TR
Proposal ‘ Proposal P Proposal r Proposal
T —— —— ————
10 Neo | NP P

20

o
£
Q
£
o

CcD

(v]
@
3
>
n
5
Pl

DIs

1

8] roIs

) B w
o o

i

TS | PAS | TR

. Add this address to your favourites/ho
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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 L

1. Introduction

WWW.iS0.0rqg

eServices for User Administrators
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ISO Online homepage

Store A=)

. -
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News,

i publications and
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We're 130, the International Organization for m b News

Stancardization. We develop and publish International i i
Standards. g

Whal 80 you hink of our sew
website?
e

What are e benetits of 150 Lodking to get certifed?
mbernationsl Standa

150 Slandards in Actin 150 and...
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ISO Online: Store

(1) Access the store

Store W

Iso Standards  Aboutus  Standards Development  News Search ISO Q

Browse 9
Search

ISO Store !

/5ta ndards catalogue\

Search the standards catalogue

= 4 I |
Economic benefits of 24150900 &
standards
#cbook-of case studles'on the ec
J benefils of standards Publications & e-
products

How to buy

Search publications
&g: quality

@

eServices for User Administrators
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ISO Online: Store — Standards catalogue

Ab

Search

Search

Browse, " '
‘ [ 5 |

2 qually. Administration. Tra

eServices for User Administrators

ISO Online: Store — Publications and e-products

Search publications

Brow Search

Online Browsing Flatform (OBP)

Infarmation e haioges

All publicaticns Fres publications

Contact customer services Shopping at ISO Shopping FAGs
Can | pay in my local currency? What is

| Patricia Freiburghaus
CHE?

eServices for User Administrators
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ISO Online: Standards

W

Store

Search ISO Q

Fr|Ru Memb:

Standards About us Standards Development News

Certification

Management System Standards

Education about standards ]

Standards

s monl prapubis stasdards
0 900

50 26000

O e

150 11008

el T — R
Sunsee now W X
i — e Pt puttcasins

Standards

eServices for User Administrators

ISO Online: About us

About us

About ISO

What is 1ISO7

Contact ISO

What wa do

Want to know more about 150 and
standards?
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ISO Online: About us — Members & Participation

1SO members

Participation in TCs

Australa (S4)

== Participation of
~=== Member in TCs

ISO Online: Standards Development

How does 1SO develop standards?

Are you involved in I50's
technical work?

‘_—_-T |

eServices for User Administrators
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ISO Online: Standards Development

Technical committees

TC 2 Fasteners

Information about TC

T3 «Fasisnars

Standards catalogue

... standards of

List of

the TC

eServices for User Administrators

ISO Online: Standards Development resource area

Support for drafting standards

Contact and Support

Support for commities
sacratar

Useful publications
My ISO job

_%{. N :. > :

ies, chairs and balloters

Scroll down
for IT Tools

19




ISO Online: News

News from ISO

Attention customers! No 150 events
more bill shocks thanks to
new ISO standard

World Standards Day 14 October
2012

Less waste,

Foead e full entry St

More IS0 Events.

More news 1S0 Standards in Action

eServices for User Administrators

ISO Members’ Portal and ISODOC

< ito -
What is it~ 7

» 1SO 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

» 1SO Members’ portal provides an alternative access point to the information

hosted on ISODOC &

My role as User Administrator in this application?
» None

¢ < <X

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
» 1SO Members’ Portal is accessible from ISO Online www.iso.org

eServices for User Administrators
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ISO Members’ Portal

Store W

Joody?> Popular standards

——
Lsec 3d="95eC _.“be\ IS0 31000 Risk management
v d
abelrial lae‘ revey Easier access to ISO IS0 9000 Quality management
"‘-i*—le’s(:?p 4" standards IS0 26000 Social responsibility
¢sec d="sec 2. Discover the Onling Browsing Platform: (S~
bex"l 1‘ I \ab . standards in XML form for easier access > IS0 14000 Emvironmental management
o This Tokern IS0 3168 Counfry codes
Y
Das define Leamn more IS0 50001 Energy management

_yreated
eat — Connect with 1ISO:

.
We're ISO, the International Organization for Standardization. m bt
We develop and publish International Standards.

eServices for User Administrators

ISO Online - Summary

> 1SO online contains information about:

»1S0 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.IS0.0rqg

eServices for User Administrators
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1. Introduction

eServices for User Administrators

The standards development chain & electronic balloting

— Standards development process — - ISO internal — | Standards -

delivery

production

Global Directory
+ Setup Committees
Manage Organizations

Setup and manage users
Manage user roles in Committees

Roles and
permissions

Meeting
Management

Announce and manage
meeting information

Project Portal

View Project details and
monitor Project stages/
progress NTCLite
(National eCommittees Lite)
Electronic Balloting * Map ISO Committees to NTCLite
+ View and download ISO/CEN
Committee documents for national

ISO/CS internal
processing STADIST

Vote on Committee Projects
and documents

Newsletter on

Submit documents from Committee to ISO/CS

Submission interface

experts published
> DISIFDIS : T 2 standards in the
> Systematic review (SR) ISOlutions (National Services) last week
» Committee internal

« National eCommittees
« National Project Portal
L‘ National E-balloting

1
]
. 1
balloting (CIB) 1
WG Consultation |

eServices for User Administrators
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1. Introduction

eServices for User Administrators

Access to eServices applications: ISO Online

http://www.iso.org/eServices

Resource area

Standards Daveicorart © Besource ares © [ctioric Applcations

IT tools for standards development

\We have a numiber of |

‘oois that help suppon the standards development process.

Help and Support
ISO Electronic Applications User guides

v g % are available for all 1ISO electronic
s Electronic Applcations can all be accessed under cur central login portal hitps: iogin iso org User gutery ave avanlable for all IS0 elect
appiications. We suggest you boskmark this page n

order 10 keep up ta date on the content
Electronic Applications include: W

Need training?

Need help with the electronic applications?

Contact the IS0 I
helpdesiofisa org
applications

wational Helpdesk at
o help with 1505 electronic

Other useful tools

A numbser of other tools that help support e standards developement process can be found here Keep in touch with

ISO Connect

The comment collation tool enabies the 3

Comment collatio natic collation of comments

eServices for User Administrators
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Access to eServices applications: Direct link

https

//login.iso.org

@ Event Notifications
@ Electronic Balloting

Global Directory

T

Welcome to 1SO Electronic Applications portal page.

This page lists web-based applications that can be securely accessed with a single login.
You can find more information about ISO applications on the official ISO website

Ianage notification reports on changes in the ISO system.

Support of consensus feedback processes in ISO standardization.

Central repository for managing committees, organizations, users and
their roles for international, regional, and national work.

a1 Document systems for the p of Actions
standards. Y 5
4] Sign into applications
@ Meeting Management Suport ISO committees meetings organization.

Home

# List of applications

Help

L Contact helpdesk

@ Project Portal Aggregated project status information for ISO commitees and
member bodies.
@ Submission Interface Support of file and project data submissions to the ISO Central
Secretariat
@ MNational Mirror Committees of IS0 to National Mirror Committees.
eServices for User Administrators
to150 portal page.

This page lists web-based appli

Event Notifications

tions that can be securely accessed with a single login.
You can find more information about ISO applications on the official ISO website

Manage notification reports on changes in the ISO system.

Home

& List of applications

@ Electronic Balloting Support of feedback iSO
Help

@ Global Directol Central repository for managing committees, organizations, users and

their roles for international, regional, and national work. ] Contact helpdesk
@ 1SOT! 14 Document systems for the of Actions

standards. " |

<] Sign into applications

@ Meeting Management Suport ISO lees meetings

@ Project Portal Aggregated project

member bodies.

@ Submission Interface Support of fie and

Secretariat.

Hational Mirror Committees Dissemination of IS0

3 Sign in to Identity Manager

Username Help

Enter your username
I have lost my password...
Password

&3 1donthave an account yet.

L= Contact helpdesk

[¥] Ihave read the declaration, and | accept the conditions

set forth therein

Declaration related to the use of information, including participants’ personal information

Don't forget

Show

24




(34 Sign in to ldentity Manager
Home Usemame ] Help
B List of appiications Enter your username here
I have lost my password.
Help Password )
ssecccssssee &d 1 dont have an account yet
L) contact helpdesk
(] Contact helpdesk
) [ Ihave read the declaration, and | accept the conditions
Actions
setforth therein
23 Sign into applications
related to the use including
Show
Home
AP, e % List of applications
Y List ot appieatons
= Chanas my oas sword Change e pasaward you se fo connect ta SO sieckonc
oo T e Help
L= Contacthepdesk (2 Contact helpdesk
Actions
# ysemngs ‘Actions
Administration 3 My settings
I Dsshboard
3 Mouscaton messages Administration
o szns B Dashboard
E;} Notification messages
@ statistics
eService|
IS0 Electronic Applications & sy | Bl sgacu
List of protected applications
MHome
| s I s
infzrmaizn

Contact halpdest

== o
Elscarmaic Batotng imwma conganiul Memack prciiel N B0

Ut 30 ftié 385AMat 300 JOMineYabon Srasm

b Mygemng

LSOTE Eavar Dedement management spsiems b B colaboniv

Do you really want to log out from authemticated ISO Electronic Apmicmi@
If you accept, you won't be able to access any applicati

ns until you log back-in. if you arrive at this page because you are
attempting to log into another ISO application, please visit the list of protected applications.

‘Yes, log me out of ISO Electronic Applications

No, take me back to the previous page

eServices for User Administrators
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Access - Training Environment

https://training.iso.org

i} 10 1SO El Applications portal page. Home

This page lists web-based applications that can be securely accessed with a single login. {1 Listofapplications
You can find more information about ISO applications on the official SO website

/ Contact helpdesk

TRAINING ENVIRONMENT @ Help
N - Support of consensus in 150
Electronic Balloting i
Electronic Ballotini etndar dizaon! Actions
User and role assignment and administration system for ) sianinto applications

Global Directory

granting access to 1ISO electronic applications.

1SOTC Server Document management systems for the collaborative
—_— development of standards.

Support of file and project data submissions to the 1SO

ST THirey Central Secretariat.

National Mirror Committees Dissemination of 180 documents to Mational Mirror
Server Committees.

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

eServices for User Administrators
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Day 1

1. Introduction
1.1 1SO Members
1.2 Standards Development
1.3 1SO 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

3. 1SO eServices Applications
3.1 1SO eCommittees
3.2 1ISO Meeting Management
3.3 1SO Project Portal
3.4 1SO eBalloting

Day 2 - Continue

4. Access to International Standards
4.1 1SOSTD & I1SO Online

Day 3

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. 1SO Connect
9. Support, Helpdesk and Conclusion
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2. 1SO Global Directory & Event Notifications

https://login.iso.org

eServices for User Administrators
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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 V'

eServices for User
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How does GD fit with other eServices applications?

eee— Standards development process —E———)

Global Directory

Setup Committees

Manage Organizations
Setup and manage users
Manage user roles in Committees

Roles and
permissions

Meeting
Management

Announce and manage
meeting information

ISOTC (eCommittees)
+ Share documents
« Collaborate on documents

« Centralized workspace to all relevant
information for a Committee

Project Portal

T
View Project details and ~3 -
monitor Project stages/ =
e NTCLite
(National eCommittees Lite)
Electronic Balloting + Map ISO Committees to NTCLite
« View and download ISO/CEN
Vote on Committee Projects Committee documents for national
and documents experts

DIS/FDIS

Systematic review (SR)
Committee internal
balloting (CIB)

WG Consultation

Services)

+ National eCommittees
+ National Project Portal
L= - National Ezballoting v v e H

ir User Administrators

Global Directory 3 — Home page

Global Directory - - L =] (B + soarch

# Home | O Seaich

Welcome to Global Directory |

PERSONS COMMITTEES “ =\ ORGANIZATIONS
s
* $march * Search - * $aarch
« Parson - Committes  Drganazation
REPORTS 7 EXPORT HELP
List of reperts w Al parson roles b SWhat's new 7
AT LY + Al committes roles +Quick start guide
+ Exparts’ roled in committess + All organization roles +User guice and FAG
Users admintsirated by an organizaton + Cantset Helpdesk
 User admenistrators of GO
News & Announcements Release notes
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.

eServices for User Administrators
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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:
0 View experts that you are not administrating

0 Assign roles to experts from that you are not
administering

eServices for User Administrators

o

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

eServices for User Administrators
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Data Ownership & Permission

What can | view?

v Eull profile of experts administrated by my NSB

v Public* profile of experts NOT administrated by my NSB

Note: * public profile = personal information is hidden (phone numbers, postal address, person’s
preferences)

v 1S0 Committees, CEN Committees (if member)
v National Committees - administered by my NSB only
v International and European Organizations

v National Organizations - administered by my NSB only

eServices for User Administrators

Data Ownership & Permission

What can | create?

v Expert(s) for my NSB
v National organizations

v National Committees

X |SO or CEN committee (TC, SC or WG)
X |nternational organizations

X Experts/organizations/National Committees that are not administrated
by my NSB

eServices for User Administrators
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Data Ownership & Permission

What can | update?
v Experts who are Administrated by my NSB

v National Organizations that are Administrated by my NSB
v Assign/remove non-official roles to experts

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

X Assign/remove official roles to experts (managed by ISO CS)
X Add/remove an expert to/from a closed group (e.g PDC)

X |nformation on my NSB (although it appears as administrated by my NSB)

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

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

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.

@ Home || Q Search || AL Aldo Aldo Mr x
S| SR

COMMITTEE ROLES ORGANIZATION ROLES PROJECT ROLES HATIONAL ROLES ADMINISTRATED BY STATUS
5180> - - - AENOR » Active

* 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.

SECRETARY
Phillip A. Mr.» ANSI»

CONVENOR
Isabel Ing. > ISO/TC 35>

eServices for User Administrators
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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

PREFERENCES

Closed group

Mirrorable
Twinnable

Participation

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

Validation error

{ A NSB MBUAs cannot add or manage any roles in closed groups. Closed group can only be managed by
1SO Admin

eServices for User Administrators

Data Ownership & Permission — Roles management

Roles maintained by Roles maintained by ISO CS

User Administrators

» Secretary support team (7c and sc levels)
& when your NSB has the secretariat

Secretary + twinned Secretary

» Convenor/secretary support team

« Committee Member (WG lever)

» Document Monitor » Chairman + twinned Chairperson

« Employee of organization » Convenor + twinned convenor

+ All ballot roles * Project Leader

+ All National roles + Project Submitter

» Translator » Liaison Representative

« Technical Manager * 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.

eServices for User Administrators
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Role definitions and associated pe

rmission 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.1S0.0rqg/e-q

uides

eServices for User Administrators

Difference between Centralized and Decentralized roles

Centralized roles

This option is available for the
following roles:

Document Monitor

@ for SNV

MBUA

Mr. Swiss

. 1 balloter for SNV

Voter (CIB, DIS, FDIS, SR)

- TC2

Ballot Monitor

Mr. Swiss is registered as a centralized
as a voter for all TCs where SNV is am
TC 5in this case.

- TC4 - TC5

voter for SNV. It means that he is registered
ember (P or O-member), i.e TC 2, TC 4 and

@ MBUA

. Mr. Schmidt Mr. Dés
Decentralized roles Balloter for Balloter
g/ TC2/TC4 g for TC5
I_I—I
This option is available for all !
roles TC2 TC4 TCS

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

Mr. Dés is registered as a voter for TC 5
eServices for User Administrators
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Description of Centralized roles

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

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)

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

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

eServices for User Administrators
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Data Ownership & Permission

What can | inactivate?
- Anything that you have created!

v Experts who are administrated by my NSB
v National organization that are administrated by my NSB

v’ National committees (that status will be disbanded)

X Any ISO, CEN or other National committees
X Experts who are not administrated by my NSB
X 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.

eServices for User Administrators

Who can send you requests to update the GD?

v' Secretaries, Chairmen, Convenors, etc.
v Experts

v I1SO CS: helpdesk@iso.org

v I1SO CS: tcsupport@iso.org

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

eServices for User Administrators
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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

eServices for User Administrators

How do | navigate in the Global Directory?

Starting point of the GD |

Tmcmw - - I ol = - iRl e ek

Welcome to Global Directory | General menus available on every screens of the application
PERSONS # COMMITTEES ORGANIZATIONS
-l Eud
« Smarch Search « Swarch
Parson Committes Organizaten
¢ REPORTS EXPORT ; HELP
&  List of reports L AN person roles o What's new ?
OUACK L AN commities roles + Quick start guide
+ Experts’ roles in commitiess * ARl Grganization roles *User guide and FAQ
Usars administrated by an organization Contact Helpdesh
Usér administrators of G0

N~ I J
News & Announcements ]
t Main navigation panel | . send your feedback to

Release notes

) 1SO/CS
Latest information on the GD | S ”’ .

Got Feedback?

eServices for User Administrators
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Use the Quick Search to:

["\ oste X | Search

» Find any entity across all items in the GD (world
scope is always selected). AEN/CTN 22/SC 3

AEN/CTN 83/SC 12
AEN/CTN 91/SC 1

» Search for a person when you are not sure of AEN/CTN 162
the spelling AEN/CTN 165/GT 7
» Search for the person when his/her name MARTINEZ ORTE David Mt
contains special characters because you don’t || ORTE Jesus
. . Osted Philippa Weirup
need to type them (llke B: g or U). Osterlund Elisabeth Ms

Osterman Thomas Mr.

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

Siemens AG Osterreich
Siemens

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

4 Home [Q Search l
Quick Search Person Search Committee Search 144 Organization Search Project Search
Last Name Administrated by -
First Name Serial number
Account email Status - Reset

& By default your National scope is selected

eServices for User Administrators
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Search results

Each entity opens in a new tab

% Home | Q Search | g4 I1SO x | s ISO/TC 24/SC4 x | L Smith Ann Professor x

Quick Search Person Search Committee Search Organization Search Project Search
Last Name Administrated by - ﬁ
First Name Serial number
Account email Status - Reset

eServices for User Administrators

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

#& Home | Q Search | L ®
[ EOr L ROLLS F.":J:j.?u:[[- ROLLS ?E CCT ROLES  WATMOMAL ROLES ﬁ“l ROLLS I‘AIIEI;llnl:li'-IMf(D{n IsllYJ‘S ] 0o e i
DETALS |
o View setails Summary banner : B Download all roles in excel |
7 Transtor ioles . for the entry, give
e » the roles of the entry, ¥, gV |
» the Organization administrating the comments and view |
bl il . : 1 system information on the |
& View ail railes entry's details and status |
N entry .
|

the entry's status

' Contextual menu

» browse and manage an entry's details and
roles.

eServices for User Administrators
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Search/view roles of an expert

DETAILS
< View details
# Edit details

# Transfer roles

IS0 ROLES
< View all roles
# Wanage

NATIONAL ROLES
© View all roles
# Wanage

STAFF ROLES
@ View all roles
# Manage

STATUS
# Wanage

ACCOUNT
= Reset password

4% Force password

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

» 1SO Roles = 1SO 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
@ View details
# Edit details

IS0 ROLES

© View all roles

STAFF ROLES
@ View all roles

# Manage

LIAISONS

© View liaisons

STATUS

# Wanage

» Details = basic information of the organization

» 1SO roles = Roles of an organization in ISO Committees
and centralized 1SO 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

eServices for User Administrators
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Search/view roles of a committee

> Details = basic information of the committee
DETAILS

< \iew defails
» Structure = full hierarchy of the committee (parent,

LB children committees)
© View structure

150 ROLES » ISOroles = all roles in the ISO committee

© View all roles Secretariat, P-member, O-member, Chairperson, Secretary, Secretary

/# Wanage - Support Team, Committee Member, Voter, Ballot Monitor, TPM, Technical
Editor

LIAISONS

@ View ligisons .. .. ) ) . .
» 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

& Home | @ Search | x|l & Il 4 ——_
COMMITTEL ROLLS  CENTRALUXDROLES  PROJICT ROLES NATIONAL ROLES STAIFROLLS  AOMMISTRATLONY STATUS e
211501 : 13 Al Activ
Secrstary Sacratary supood sam ComencerSscretary Succon Team Commitias member
BTALS
SECRETARY
ISOREC JTC 1 ANSIe
150 ROLES b i
@ View all roles 1SONEC JTC 1VSWG 6+ ANSI»
# Manage - ol adi
ISONEC JTC 4/5C 37 ANSI
NATHONAL ROLES Ehamw
© Vigw 3l 1oles SECRETARY SUPPONT TEAM Z odit

# Macage x ISONEC JTC 1/SE 32 ANSI»

TAFF ROLE
STAFF ROLES IRARES ITE 4IEC 18
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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

REPORTS EXPORT
& s List of reports L4 + All parson roles
K LINKS + All committee roles
+ Experts’ roles in committess + All organization roles

+ Users administrated by an organization
+ User administrators of GO

eServices for User Administrators

Bidirectional Relationships

» Arole 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.

# Home || O Search | & ISONECJTCY =

COMMITTEE STRUCTURE ORGAMEATICN ROUES PERSON ROLES LLISON COMMITTEES  LIAISON ORGANZATIONS ACUMINSTRATED BY STATUS
2 5C. 22 WG» a2» 2 BIS0.2|EC, 10LCR» 31SO(3 A ISONEC » Active

NTITY 2 IBLITY
DETAILS ICENTIT RESPONSIBILIT
@ View details

ISOVIEC JTC 1 ANZA

STRUCTURE

@ View sructs i ANS1s
R st

150 ROLES # Mome | O Search | & CJICT x || ot ANSI x

AOLES  LIAISOME COW

f2  PACUECT ROLEY I
1150 £ 150

i Contrafized documed monder Centralzed woter Techrecal manages Tian

DETAILS

> View delsils

146 ROLES
o View st miss

# Manage
STATF ROLEE
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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

6. Global Directory: How to Create & Modify Data

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

eServices for User Administrators
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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

PERSONS COMMITTEES ¥ .\ ORGANIZATIONS
P fad

» Search > Search » Search
CREATE NEW CREATE NEW CREATE NEW
> Person > Committee » Organization

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

STEP 3: Confirm creation

Cancel 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

[ ]

Phane business|

\
e If you start entering an Address,
then Town and Country become
required (vice versa)

Engish

eServices for User Administrators
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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 CEEET
his aCCOunt) £ Reset password

» Force password allows you to reset the password of a

+# Force password

user manually on the back end

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

Pending activation

» Pending activation: when the person has not yet activated, &« sens actsion emai
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 Account
synchronized) Accountnotin syncl

& Sync account

» 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

» 1SO recommends to fill out all information fields

‘1 You cannot create two organizations with the same acronym

o

T

"Enghsh tale

If you start entering an address,
then town and country become -
required (vice versa)
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Exercises : Create a person and an organization

In Global Directory... Vﬁ?j‘ g )‘

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

@ Home || Q Search | & ! - x
COMMITTEE ROLES ORGANIZATION ROLES PROJECT ROLES NATIONAL ROLES| ADMINISTRATED B’ STATUS o ‘-
3 1 - AENOR» Active L
DETAILS
@ View details . . . . . .
To edit an entity, on the profile in the left menu, click on «Edit
# Transfer roles detal |S» .
1SO ROLES L i )
© View ll oles » Your NSB must be the administrator of the entity (i.e.
# Manegs N administrated by)
NATIONAL ROLES
‘;:‘*Wﬁ””"“ » Mandatory fields are indicated by *, and modified fields by »
anags -
o » Once finished, do not forget to save your changes by clicking
© View all roles
# Manage . on «save changes» button.
STATUS
# Manage M Discard
LEGEND
ACCOUNT
% Reset password *® Required
% Force password o eServices for User Administrators
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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)

e
(@] [
E_ Discard Committee member - .
(@] — 1 LEGEND Committee Status Secretanat Appointed by
@
-~ *Required Select Commitiee | (@) o AT
| Crested

» 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.
c
o
i SLCHLTARY g 9
-
o ISOMC 6HSE 2 Bl
Security n and g nral
o
2 iz CONVLNORISECRETARY SUPPOST TLAM
(N T ISOMIC 68116 62 - ANSE
1 achnical Suppor for 150 70077
7 Managt - ISOITC GEWG 45 Sl
Management of 150 20022
MATIOMAL ROLES
- " COMMITTEE MEMBER
- View b e
/ Manage 'Zq.nf?c.“‘_ : . BSI
i trators

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.

Committee Status Secretariat Appointed by Additional info Edit Delete g

ISOITC 500
Limits and fits

1 ‘ Select Committee + | Add Qlﬁ muitiple Committee member roles
(omrattre st

Active GSB Vi X

o . Mhultigin ansigrenrt
(1) Enter the committee T Prosse
reference and number i A
(2) Click on Search e
(3) Select the committees to be e e 2
added Oz | S —_
(4) Click on Add B A sl
You cannot add committee o
members at WGandTC e
(or TC/SC) level at the
same time
o
Cavcet .
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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)

DETALS
& View dotails

STRUCTURE

e | 6 Committes member - ISO/TC 35/SC 9

Leceno ors Appointad by Adamonat intormation
150 AOLLS

Select Person Add
® View all icles

# Manage

1st option

» 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.

AL CHARPIRSON ; # =41 NB: Chairperson
Wi detals - - B3l Mandate: 2014.01-01 - 2016-12-31 and Secretary role

g can only be edited
STRUCTURE

- —_— R SECHETANY # wdi by 1S0/CS

g} @ view ams

o - 85l

o 180 ADLES 1

O m/ i " COMMITTEE MEMAER

o

N

LIAISONE

- View liisons = ABNT »

Employee of organization

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

DETAILS

© View details OrganiZation

# Edit details . ) . .

/ Transfer roles » This role is optional except for the following roles:
o User Administrator

1SO ROLES

© Viewall roles 0 Technical Manager

/ Wanage > o CEO

LR IE o0 Marketing Data Officer

© View all roles .

Mg . o Document Monitor

STAFF ROLES . . )

& Vi all roles » Function and/or alternate title can be associated to the role

| # manage ~ |

| ] orsanzaTion One of the aim of Employee of organization role:
I > 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

eServices for User Administrators
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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.

Validation error

A To add a committee member, your National Standard Body (NSB) must be registered as P-Member or
O-Member on this committee. To update your NSB participation to this committee, please contact
tcsuppont@iso.org

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:

‘ A A Document Monitor on a Working group should be registered as Employee of your Organization ‘

Close

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

Validation

@ You are assigning the Document Monitor role to a person who is not registered as Employee of your
Qrganization (it is recommended that this role is limited to ISO Member's staff ).

Close

eServices for User Administrators
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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
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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

i Moma || O Search | L -

COMMITTEE ROLES  ORGANITATION AOLES  PROJECT HOLES  WATIONAL HOLES  ADMIMISTRATEONY  3TATUY ~ T
SALNOR 4180+ 3 AENOR + Actvn

T 2 Committee member - = e Ms

Lo s cors |

LEGEND

Person States Secrutariat Appeinted by Addsnal inormaton Uelets g

e e

Edi
O e, AENOR t
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List of metadata

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 When assigning balloting roles, you will be
. asked to indicate for which ballot (CIB, DIS,
Ballot Monitor FDIS, SR).
Stakeholder category* Committee member (at WG level When assigning experts to an ISO working
only) group, you will be asked to indicate the

stakeholder category that most closely reflects
his or her background.

Function / Alternate Employee of organization When assigning a person as "employee of an

function title 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.

* = mandatory metadata 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
Additional information ]
New assignment
Committee member - ¢
Appointed by * Notification email for the role
IS0 hd email...

ﬂkehmder Category*

‘A - Industry and commerce

A - Industry and commerce

B - Government

C - Consumers

D - Labour

E - Academic and research bodies

F - Standards application

G - Non-governmental erganization (NGO}

\ Cancel [ Add |
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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

Voter - Encaba Elena Ms - ISO/TC 109
. s

AENOR = emall

Cancel ﬁ

& 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

eServices for User Administrators
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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

Addic B

New assignment
User administrator - AENOR -

Notification email for the role

Cancel (]
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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 v 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

COMMITTEE ROLES ORGAMIZATION WOLES PROJECT NOLES WATIOMAL ADLES ADMINISTRATED BY STATUS
SAENOR 1100 20 AENOR

Commies Rola Role miormation Asditional Infoemation
ISOIEAPOLED er,  Commbton mamber

s L Commisies momber

O T somaris Commimes mamber

1 9 ~ | Select by roles
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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:

COMMITTEE ROLES ORGANIZATION ROLES PROJECT ROLES NATIONAL ROLES ADMINISTRATED BY STATUS

IS0 »

» 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...

N

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

eServices for User Administrators
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2. Global Directory

https://login.iso.org

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

eServices for User Administrators
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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 | receive as User Administrator?

» 1ISOGD member body administrator notifications
v' 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

v" Notifies you on changes related to your profile such as personal information,
roles etc...

» Technical entities notifications

v' Notifies you on creation, modification and deletion of TCs/SCs/WGs and
PDCs for which your Member Body has a membership or liaison

eServices for User Administrators
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What reports do other users receive?

» Technical entities notifications

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

» ISOGD individual notifications
v Notify users on changes made to their profile such as personal information, roles
etc...
» ISOGD Committee notifications

v 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 | do in this application?

» Personalize reports

v" Scheduling
v Format (HTML or Plain text)

» Run reports

v/ Run a report for a specific period of time

eServices for User Administrators
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How to Navigate & Search: Layout

v' Login details
v' User guide

1S Event Notifcations v Contact Helpdesk (W@ )
Available reports \ Logout ’J\ll(lil—V'NeIl)—V‘
P
ﬂﬁme New events Frequency Format Type Status
)180GD individual noffications =1 W 0 Monthly Q) Personalized Activated [
2150GD member body administrator nofifications & | 0 Monthly Q) Personalized Activated [
@Teuhmua\ entities nofifications (=) LISt Of reports 0 Monthly [ Personalized Activated [-]
available
» 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 _ _
v' Login details

v' User guide

SO Event Notifications v' Contact Helpdesk (@
Available reports v LOgOUt Audit V [Help ¥
L Reports st
ﬂﬁme New events Frequency Format Type Status
)180GD individual noffications =1 0 Monthly Q) Personalized Activated [
2150GD member body administrator nofifications & l 0 Monthly Q) Personalized Activated [
) Technical entiies noffications =1 LISt Of reports 0 Wonthly ) Personalized Aclivated [
available
» 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
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Event Notifications: Personalize reports

ISO Event Notifications

Available reports

‘ L% Reports list |

Name

130GD individual notifications
Ji 7 IE Execute report

|£] 1IS0GD member body administr| [l Execute and send report

4 Personalize

Notifications

|£] Technical entities notifications

oy —_ading p

Tile. 1SOGD mdrvidual notcations.

=) Schedulng

b L 1% madeght CET)
& Day B 1 - dapls)
Set up the Scheduling and | | Twes  m 1w = e -
Delivery format as per T hizom By 1= monn  he  Fistofthe month =
your requirement ‘
Deireery Tormal
;_‘ | # L | © Prain ent

(e s

Event Notifications: Execute reports

1SO Event Notifications

Available reports

| [} Reportslist i

Hame

(2] 1ISOGD individual notifications [

|£] 130GD member body administrator notifications [

|£] Technical entiies notifications

[} Execute report —
[l Execute and send report

" Modify persenalization

3 Delete personalization

: suter@iso.or
I1SO Event Nwlons S

Report ti Audit % | Help %
{7 Report j w

Title: Technical entities notifications Define the start and end date
and click on Execute Report

{5l criteria ’

Start date: |2012-06-01 [Z™ End date # 6-05 B ‘

Execute Report H Print | “
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Event Notifications: Execute reports

‘ Execute Report ” Print ‘ “

| 1= Results I
Q 5 events have been found during report execution from 2012-06-01 to 2012-06-05.

Commitiee Date Event

ISO/TC 4/NG 19 2012-06-05 modified as Disbanded
ISOITC 68/5C 4/WG 14 2012-06-04 created as Active
ISOTC 102/SC 2/WG 50 2012-06-05 created as Active
ISOTC 113/SC 5IWG 5 2012-06-01 created as Active
ISOITC 145/5C 2/IWG § 2012-06-05 modified as Disbanded

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

eServices for User Administrators
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Day 1 Day 2 - Continue
1. Introduction 4. Access to International Standards
1.11SO Members 4.1 1SOSTD & ISO Online

1.2 Standards Development
1.3 1SO Online & ISODOC
1.4 ISO Systems Overview

1.5 Single Sign-One (SSO) Day 3
2. Global Directory & Event Notifications 5. National Solutions
2.1 Global Directory 5.1 NTCLite: National eCommittees Lite
5.2 I1SOlutions
Day 2

6. My role as User Administrator - Summary
2. Global Directory & Event Notifications

2.1 Global Directory — Continue

2.2 Event Notifications 7. Online Meetings

7.1 WebEx
3. 1SO eServices Applications
3.11SO eCommittees 8. ISO Connect
3.2 ISO Meeting Management 9. Support, Helpdesk and Conclusion

3.3 1SO Project Portal
3.4 1SO eBalloting

eServices for User Administrators

3. ISO eServices Applications

https://login.iso.org

eServices for User Administrators
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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

How does ISOTC fit with other eServices applications?

—— Standards development process —E———)

Global Directory
« Setup Committees
+ Manage Organizations

+ Setup and manage users
+ Manage user roles in Committees

Roles and
permissions

Meeting

ISOTC (eCommittees
Management ¢ )

« Share documents

Announce and manage
meeting information « Collaborate on documents

« Centralized workspace to all relevant
PI’Oj ect Portal information for a Committee

View Project details and
monitor Project stages/
progress NTCLite
(National eCommittees Lite)
Electronic Balloting « Map ISO Committees to NTCLite
« View and download ISO/CEN

Vote on Committee Projects Committee documents for national
and documents experts

> DISIFDIS e —

> Systematic review (SR) : ISOlutions (National

» Committee internal I Services)

balloting (CIB) I+ National eCommittees

+ National Project Portal
L= - National Ezballoting v v e H

> WG Consultation

ir User Administrators

62




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 documentsin + Can see documentsin <+ Can upload

folder 01. Public folders, except 00. documents, create

information only Secretariat Workspace notifications, add and
and 07. Documents — change folders below
ISO/CS to committees the main folder

. structure level
» Can upload content in

folder 05. Drop-in box
for members
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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

P
| J Livelink
([ sewchuvenktor |~ {75 T~ [ E37~ [ From ere T~ | Advanced searen i i il L i
- = —— — @ vy Wortspaca 3 Wortzpsce [reeny ]
(& | @ Fortes 0 uswst crows @ ) For Thg Poge
3 150 stancants Deveogment © 1+ £11507C home 1 ©> 4

ﬁ_.d e \

= = Featured Items

Communication by the ISO Central Conversion 100l - Word/PS to POF =)

‘Secretariat = How does werseon Tool work? "
Easy access links to

e o — important and

1SO/ES togks =1 1S01C server Guides =1 1SO1C training = relevantitems

(w,,m. Ty Move | 35 oete | B3] Zp & Downiond | TonEmad | % e ‘\
EET i i
) X.ISOTC Porta ooy @ 6 List View
‘ - J.WME - * Links to folders and
1 magration to ISOTC &) ut-H

" documents and the
T pp—" . eCommittee pages

. Sonverson tool - (c] 3nems 20050727 07:58 j

How to Navigate & Search continue...

P 5 s ot (5] I ms0C b 2+ B 1/0 220 “Coomthetien.. 5 1

tion Merni @) S e )

Ay I Library @ paaty
Type tame Size -
B % s T ] e

[yep—

[0 10000 1205 (Ed 2, vy ) o ar)

SR
:f-.f.-:-;.um...\- 131 bama SR SOLNER IS bendy ST
Shms  ER IS0 120006 FD XI5
— BRemi  gh 501 gl 2081215
oM sh EODEEISled 1345
Thewa SR (013011 bend HON1216 %
by Tn  enienoees oo
Bisrerting:
o here Hems Titls = Dun Caurtry Cay  Sewes
— ey 000 Kowmbar  lsriad Tol e Dinte
Ilbmtsing 2010 Mey Nettariaredy - Proposed
- gt b Dorwor e foaw
1 Tt 0081003 12th sty 2011 May ron, ntamic Fapoblic of  Taban  Froponed
@ ' 11003 \Mhmeeing 011 Noember  Nethartands Eroposed
] Lot et 1003
D e wr

4 shrcture.

o e i 9 s s
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How to Navigate & Search continue...

L ) B
mns

:.'Ballots

Meeun gsm

u 11 Howrow  Netartads

Stru cLu re

b

o e i 9 s s

Forums

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

CSV/Print
Quick Filter Export the member list to a
A full text filter for a quick CSV file (e.g. to import into
search on members of the MS Excel) or print out the list

committees

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

Chairperson BST (United Kingdom) Pinn, Juian ri

Segetary AN (U54) Symes, Petes o~

P-Member AFNOR (France) o assignment - ]

PMember ANST (USK) Team, - -

P-Member BS! (United Kingdom) Commi fice, Centre -

Perber 5! it Kngin) No Assignment g -

PMerher DIN (Germeny) Displayed when there is a R—
P-Member country with

P-Member DIN (Germany) - . e
no member assigned in

penber DIN (Gemany) the Global Directory. -

P-Member DIN (Germany) Kinck, Comelia -l s

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

@ Ballots

-
Type Reference End v T
CB ISO/MC43 N 1136-1CD 532-1 2010-05-03
CD ISO/CD 19992 - N 1139 - Second ISO/CD 1999  2010-06-04 |-
SR IS0 389-3:1994 (vers 3) 2010-06-15
SR ISO 389-4:1994 (vers 3) 2010-06-15
SR ISO 389-6:2007 2010-06-15
DIS ISO/DIS 26101 2010-07-19
DIS ISO/DIS 28961 2010-07-24 ¥
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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

(€] Meetings

Title Date Country City Status
dth meeting 2009 Movember  lsrael Tel Aviv - Definite
10th meeting 2010 May Metherlands - Proposed
11th meeting 2010 Novernber — Malaysia - Proposed
12th meeting 2011 May Iran, Islamic Republic of ~ Tehran  Proposed
13th meeting 2011 Movernber — Metherlands - Proposed

Demo

In eCommittees...

» Show eCommittees environment and different sections
» View Member List

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

eServices for User Administrators
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3. ISO eServices Applications:

https://login.iso.org

eServices for User Administrators

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

YV V V V VY

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 i
[A] |Agenda w
| ]  [Minutes J
R |Resolutions
[P |Participant List
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How does MM fit with other eServices applications?

eee— Standards development process —E———)

Global Directory

Setup Committees

Manage Organizations

Setup and manage users
Manage user roles in Committees

Roles and
permissions

Meeting
Management

Announce and manage
meeting information

ISOTC (eCommittees)
Share documents
Collaborate on d ents
Centralized workspace to all relevant

PI’Oj ect Portal information for a Committee

View Project details and
monitor Project stages/

progress NTCLite
(National eCommittees Lite)
Electronic Balloting + Map ISO Committees to NTCLite
« View and download ISO/CEN
Vote on Committee Projects Committee documents for national
and documents experts
DIS/IFDIS e ——
Systematic review (SR) I"ISOlutions (National
Committee internal Services)

balloting (CIB)
WG Consultation

+ National eCommittees
+ National Project Portal
L= - National Ezballoting v v e H

ir User Administrators

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

My Committee

Meetings I1SO Meetings Filter

All meetings in your All IS0 meetings as Filter list using predefined
committees displayed on IS0 Online criteria

Search
N = .. Searchfor Meetings
e Conmier
S rrance
Fre France
- France
Tveswwmnose  owesns

eme1e France

032210 2010-03-2 [re——

003780 20100338 Crana

Crena

Crena

s Crena

Meeting Name

To view the meeting
details, click on the
meeting name

Actions

Print and export the
Meetings list

Warning lcons

Various types of lcons
indicate warnings about
missing information
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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

3. ISO eServices Applications:

https://login.iso.org

eServices for User Administrators
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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.

How does PP fit with other eServices applications?

—— Standards development process —E———)

Global Directory
« Setup Committees
+ Manage Organizations

+ Setup and manage users
+ Manage user roles in Committees

Roles and
permissions

Meeting

ISOTC (eC itt
Management (CeEmmTREEEY,

« Share documents

Announce and manage
meeting information « Collaborate on documents

* Centralized workspace to all relevant
PI’Oj ect Portal information for a Committee

View Project details and
monitor Project stages/
[T NTCLite
(National eCommittees Lite)
« Map ISO Committees to NTCLite
« View and download ISO/CEN
Vote on Committee Projects Committee documents for national
and documents experts

Electronic Balloting

» DIS/FDIS
> Systematic review (SR) : ISOlutions (National
» Committee internal I Services)

balloting (CIB)
> WG Consultation

1+ National eCommittees
+ National Project Portal
L= - National Ezballoting v v e

ir User Administrators
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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

ISO Project Portal

Different search

Commamyy 'SOTCEECS T Do “(')ptIOHS — Peojeetic
stas Artve - e
Bl crosecss toung ®epot @ S e [Bim0TC =
erl Reference « Docurmend e . @ate  Crnt stage Slage date Limitdate VA Tene frame Commiios Project leager
1moDIs 52708 Futea—Laborsire st st Oy -l telemisl 101140522 20141119 @ IS0 35 ISOTCHSCING2) -
i Multiple search
150 83032007 B 21 | e et criteria 10414347 A BOTCASCS
IEQNETRI1TIE  Pulps - Basic guidelines for refining 20091110 1099 20001149 1S0MTC HSC SWG 24
2008-06-12 1099 20080812 BOTC S8 WG 18 «
lw A Waming (1) @ Cancalied (0} @ Cancesan by TME (1) Panaing decision (2) ]
ort  Referesce « Decuwmant title ' Rog. dase Crnt stage Stage date Lama dste Vi Tame frame. Commites
o peojects faund. . .
— “Highlighted tabs" —
Search results filters
1SO Project Portal WISENTIN, CAROLE MuiE
Toole * | Heo >
T s | ps
Commagg ‘SOTCE/SCS  Duc o Parthi. Fromaic | suarch
s s - [
prejeces found B “';_"'OYC woeking s & |50 Oniing commites area ;
Relerence + Documsnt e PrOJECt details \ Time frame Commities Project leader
PR [ — Cllc_k on the_pro;ect Referencg or select B 3 eismwes
Project details from the Functions
180 835024 menu. 4@ IsoTCHscS
T EMPTAIE  Pum wran Under Functions menu also direct link 10O B9C SWG 24 - —
SONPTRIMEE P Basie gudsines aeee e 1O SUDMISSION Interface. 1S0ITC B0 5MG 18 - b
& Waming (1) @ Cancelled () @ Canceilad by THE {0) Pending decision ()
Mert Refersace & Document title Reg.date  Cinl slage Stage date Lirest date WA Time frame Comemitlee
Mo peojeats faund.
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How to Navigate & Search: Project History

IS0 Project Portal SRA ShiEtes £
Project details o | Tuet
elesences IBOMNE 14061 il E Visrmia oo eement (VAE -
M1 wi wlage: 1000 g dite 20080307 SEage el b ]
Regish atken date:  J000-03-07 T s monihe: 5 Tines faiwe i wwearthes; 30
' E: BECOUNNG = Canaral DIFCIDIes and fmmework
ot nia: Titrw manaun
Stk Hatranl
PR ———
(& commmes }
Commmitias: BOTC 207 B
Project beader: - NSO Ve, gt o inadagier (TPME  Clvio, Sophes Mime @508 |
Secietaiat  scc p— ot e br (CSA)
=T }
stape Vesston  Descaption Starten St
1000 ) Franos i e i orcsee regista 007.12-07
10.20 1 e peajact Ballol wlsted 0071207
10,60 ' Close of voling 20080307 CLOBED
1009 t ey prajmct approved REMNT |
20 00 Commitine deafl (CO) registared A000-03-07 WA |
4000 registares 2000.00-07 et
2000 o rt |
8000 At |

Back 10 detait seach

How to Navigate & Search

Programme by Committee on ISO Online

For TC 6

ards under development rawm standards

Subcommittees

® Subcommittes ® Subccemittes Title

st methods and quality specifications

or paper and board

Test methods an 5

specifications for

Standards and projects under the direct responsibility of TC & Secretariat

® Standard andior project ® stage *Cs

S0 85,060
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Demo

5

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

YV VYVYVY

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

No Training Environment

eServices for User Administrators

3. ISO eServices Applications:

https://login.iso.org

eServices for User Administrators
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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 ltem 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?

—— Standards development process —E———)

Global Directory
« Setup Committees
+ Manage Organizations

+ Setup and manage users
+ Manage user roles in Committees

Roles and
permissions

Meeting

ISOTC (eC itt
Management (CeEmmTREEEY,

« Share documents

Announce and manage
meeting information

« Collaborate on documents

* Centralized workspace to all relevant
PI’Oj ect Portal information for a Committee

View Project details and
monitor Project stages/
(TSI NTCLite
(National eCommittees Lite)
Electronic Balloting « Map ISO Committees to NTCLite
« View and download ISO/CEN

Vote on Committee Projects Committee documents for national
and documents experts

DIS/FDIS
Systematic review (SR) | ISOlutions (National
Committee internal : Services)

balloting (CIB) I+ National eCommittees

WG Consultation : « National Project Portal

L= - National Ezballoting v v e H .
ir User Administrators
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What is eBalloting?

Main stages — Balloting instances

Project registered Publication
NP DIS FDIS IS

WD CD
Ballot:

o' o' o' ot
la s oM s
20 30 40 50

Stage Code :
Ballot organized by: TC Secretary ISO/CS
Vote submitted by: Committee Internal DIS & FDIS Balloters
Balloters
NSB participation: P-members must vote P-member must vote
O-members can comment| All ISO Members can vote

My role as User Administrator in eBalloting

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:
¢

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 Cast votes for all FDIS ballots
FDIS
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Data Ownership & Permission

X 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

Secretary Responsible to initiate and run the balloting process.

Committee internal An individual representing a NSB who is authorized to vote on CIB
balloter 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)_ eServices for User Administrators
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Data Ownership & Permission

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

Balloters and liaisons have access to the ballot documents
National consultation process inside the NSBs

National voting and decision - comments

Reminder notifications (1 to 4 weeks)

Ballots closes

Closing notification to balloters, Chair and Secretary
Results and comments are available

o ©o N o 0o koW

0. 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
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Data Ownership & Permission

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

How to Navigate & Search

All ballot instances

e e |

2259 ballots found =] #® 4 1-203% » Add lhew e
Type  Committes | Working Group Heterence List of ballots

(=] BOTC 3380 18 BOCD 09133 @

Click on the ballot reference
FOIS BOTC 148SEC 6 BOFDIS 16000-38 3 . Al
* name to open a specific ballot

=+ SO 18485 1 OGO 85923 @ amet et
NP BOTC 17280 9 ES0 NWIP Cleanilness = 1amat own
N — - . 12votes, 1 41 o

NP BOTC1725C 9 BONPOMZE et t 201111 20213 kot owner
(=] ISOMEC JTC 180 27 FSOHECITC-SC2T_N10618 (NO OBUIGATION TO VOTE) & 21 voles 20111109 220214 kot owner
=] ISOMEC JTC 1/8C 27 ISO-IECITC-5C2T_N10573 (NO OBLIGATION TO VOTE) &= 17 voles 2012-01-05 2012-02-14 Bialict owner
=] BOTC 178C 4 BOCD 161431 B 1 viles 20111298 20120294 Balat ownar
=] BOTC T30 4 BOCD 161432 B 11 votes 20114314 20120314 Bialiot owmar
<o BOTCATSC4 IBOICD 161433 @ 11voles 20111214 220214 kot cwner
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How to Navigate & Search

All ballot instances

All open
All mandatory H e ‘m| Hmlast!mks”clusingin ZneeksH s H 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 for ballots

All ballot instances eiiie.o
Soarch [Toots @ [mew =

nmandatory || votarenured || mnopen || Newtest 2weehs| [Cosing i 2 weets| u-_-_-;-_-n! [~ | l

Tvpe: M - Raferance or Titla: & Start date: from '] [ Soarch

Status: M - Committee / Warking Group: L] - Fruel clatn: [ ] [T‘

[Adamewmem.. = |

Type Committee [ Working Group Reference Vole Result Status Start date End date 5 Role

To 513 your S8a0Ch, plaast Selne one OMBNGN (OF Several Crlena)to seanch for

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
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Navigate & Search

Access Ballot Files

All ballot instances e

& gogn > LSO0CD 16143-3

T cevoeven || e

[1oms @ e«

Addlew Ben, |

Metadata =1

Reference 150/C0 16143-3 Committee. IS0/ TC 17/5C 4
Type 0 (Committan Oralt (150])

\ting stage Committee ‘ersion number

Sart date 201112434 End date 20130314
Opened by 150/C5 on 2011-12-14 00:11 Closed by 150/C5 on

St Cpan Crmated on 200112413 13:17:04.0
Project information

Reference 150/C0 16143.3 CSnumber sad1z

Editien numbar 2 ronreintan 18Q/TC 17/5C 4
Engish e stiniess seee for genera cureeze: B @101 dOCUMeENtS

Franch title Asinrs inxpeablas pous utage gandr

Reference documents and links =)

= M 2070 IS0_16143-3_(F)_C0 &

I Votes and comments [ L

How to Navigate & Search

View the Ballot Audience

Allballot instances ot
i 600 190 / View Ballot Owners, s Olny ©
v o E - Obligated Voters,
Commenters, Monitors Wi ¥

el 50 w0 360 | etc.

Lamnffies 30701

St o

[t L

Wiy 230 sl S S ot s of P Bt by g o B i b ] et S rafracicn. 1SOCT, 20 i vt ko o st b 0 he TN s

T2 med i E IS el D0 et W ¢ e S T e g % CRIGHAS verTL, oate I Sk the #AvIRDH o TR G o 2 D et coime o P et e 0w D

I e & it orfdwtaer Ing T RS B v L eente e e B

satet wner 2 |

B ittt e

ion o Bt D T 50

Cuizmp Covea i N S

GGy A M e S0

Gamd Randte e Eaet Dwe rerieing 50

Contten Fanaamn St Dwrwe repreiactieg 20

ey gt Darw rapreiartng 30

ks, der Wiy el Dt et B0

e Moy U et w0
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How to Navigate & Search

Download Ballot Results and Comments

All ballot instances

80,00
20215

Closed 3512 weeks * LSOTC ATISC 19 doc, W04 |to«. 'E’|ueb <

[r——— Voting result and
comments Addllew Rom_ %
Reference: 1S0/TC 17/SC 19 doc. N 704 L— Download as Zip file
Committes: 150/TC 17/5C 19
Status: Closed

Start date: 2011-12-15
End date: 2012-01-31

Download
vownlead voting result and cdmments ) as a Zip file

Member fesponses

Vates cast (13)

} C20¢h ) Finiand (3FS) France (AFNOR) Garmany (DIN) Incia (BIS) Raly (UNI) 1apan (ISC) Karea, Repusiic of
(KATS) Poland (PKN) Sweden (SI5) United Kingdom (G5
Comments submitted (0)

Vioites not cast (6) Ausiria (AST) Ghina (SAC) Egypl (EOS) Hungary (MSZT) Russian Federation (GOST R USA (ANSI)
Questions.

Q1 “Tamng int

nesults of . Wi 150 9329-2.1997 shall be™

Violes by membars

ai

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

- o e

Add llew Bom 7|
Hetadata =) L

1 DBallot
Castvole as
Radwrmnion 3-3 Commiates 180/ TC 180 4
Type e vl

Subimi Comment as

Reference: 1S0/C0 16143-3

Committes [ Working Group: [50/TC 10/504 Upening date: 2
Status: Opes

n closing date: 2012-02-
\1ele: select 2 paticpant - L T
06 you agree o The orcal ol r.«nnu-nr% I

sninct an anawer - ¥
Cast wote ] [ Reset il Cancel
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Download the ISO template for comments

Link to download page:

ISO Online > Standards Development > e et i i i
Resource area > supporting documents > -
Access ISO forms, model agendas and ISO forms, model agendas, standard
standard letters> ISO comment collation letters

tool and template for comments Bt URL 10 this page 1 - wrw.b orgtorms

150 Forms, model agendas, standard letters

http://www.iso.org/forms ==

Other forms and model letters

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 1

1. Introduction
1.1 1SO Members
1.2 Standards Development
1.3 1SO 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

3. 1SO eServices Applications
3.1 1SO eCommittees
3.2 ISO Meeting Management
3.3 ISO Project Portal
3.4 I1SO eBalloting

Day 2 - Continue

4. Access to International Standards
4.1 1SOSTD & I1SO Online

Day 3

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. 1SO Connect
9. Support, Helpdesk and Conclusion

eServices for User Administrators

4. Access to International Standards

eServices for User Administrators
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ISO Online: Store

ISO Store

>0 9001

for Small Businesses

. What to do

Advice from IS0/TC76.

Best-selling Standards

30

150 2
Guidance on sacial responsibity

150 9001

A BANABOSE Bor Smak Buding:

Best-selling Publications

150 9001 for Smal Busnesses. W

000, Food salety management

- &g, 150 6001

Standards catalogue

SEAEH et SANAANES ¢

Publications & e-
products

Buy from your national IS0
member

You can purchase 150 Slandards and olher
IS0 publicabions. from the 1S5 membes in your

Sys

A SavyA0-use chetkis! or smal

Prin s and guideines Dusness, A you ready?

& st of |0 Mambars shows contact
nation for 3l ES0 members incisdng

01, Emvironmental management

eServices for User Administrators

ISO Online: Store — Standards catalogue

Standards catalogue

richuded i

150 hars develaped over 1

ational Standards and al an Ihe 150 Stancans

Search

catalogue

e Standands catogue

- g 150 8001 Go|

There are three ways 1o ind the standard you a7 looking

1. You can browss by ICS for
classitying standards into fiekds SUCh as elecirical engineenng of paper i

2 You can browse by TC (technical committe re: developed by experts from
TES focusing on 81 Kncs of Gfierent SUDKSCES from Screw Iheeass 1o Shigping technoiogy. By
chching on the TC you £an see i the standards publshed by this group of experts.

3 You can search the Standards catalogue using a key woed of the rmber

tANCans are numbered ity management o ‘9001 ko nd

) somencs

Bty =
s # Field
0 Generalies. Termnciogy. Standarazaton. Dotumentation
03 Servikes. Company crganzation, management and qualty. Aminsiation. Transport So0ckogy
o7 Mathematics. Natural Sceences

Healtn cane technoiogy

13 Environment. Heal ction. Safety

eServices for User Administrators
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ISOSTD

What is it?

» Livelink repository for ISO publications (DIS/FDIS/IS)

r o

» 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 1

1. Introduction
1.1 1SO Members
1.2 Standards Development
1.3 1SO 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

3. 1SO eServices Applications
3.1 1SO eCommittees
3.2 ISO Meeting Management
3.3 ISO Project Portal
3.4 I1SO eBalloting

Day 2 - Continue

4. Access to International Standards
4.1 ISOSTD & ISO Online

Day 3

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. 1SO Connect
9. Support, Helpdesk and Conclusion

eServices for User Administrators
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5. National Solutions

https://login.iso.org

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

89




How does MM fit with other eServices applications?

eee— Standards development process —E———)

Global Directory

« Setup Committees

+ Manage Organizations
« Setup and manage users
+ Manage user roles in Committees

Roles and
permissions

Meeting
Management

Announce and manage
meeting information

ISOTC (eCommittees)
Share documents
Collaborate on documents

Centralized workspace to all relevant
PI’Oj ect Portal information for a Committee

View Project details and
monitor Project stages/
e NTCLite
(National eCommittees Lite)
Electronic Balloting . Map ISO Committees to NTCLite
« View and download ISO/CEN
Vote on Committee Projects Committee documents for national
and documents experts
» DIS/FDIS
» Systematic review (SR)
» Committee internal ! Services)
balloting|(CIR): | - National eCommittees
> WG Consultation 1+ National Project Portal
L= —National E-balloting )

ir User Administrators

Document dissemination before NMC

MBUA,

MBUA, User registration . '

MBUA; Role assignment Global DlreCtOI’y
MBUA, Registered users

(max 5 per NSB/committee)

NTCLite v
Members ISOTC Server

Download of files by
registered users (max 5)

Send e-mail or

rinted version
N gl

eServices for User Administrators
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Document dissemination with NTCLite

P& VBUA,
MBUA User registration i
‘ : —> Global Directory
MBUA, Creation of NMCs /

MBUA, Role assignment /

|
| v

ISOTC Server

Replicaation of
documents / data

Each NTC \
member (>5!) v
can download \ .
documents \ NTCLite Server
A G %

members

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

eServices for User Administrators
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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

eServices for User Administrators

3 main roles in NTCLite

User
Administrator

Secretary

Members and Members
Chair |
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Roles and Permissions

National National

Administra | committee committee

Application Permission tor Secretary & Member &

SST Chairman
ISO GD Setup National committees E[ |Z|
ISO GD Register and assign users |ZI |Z|
NTCLite server Set document filters E[ |Z[
NTCLite server Remove documents/folders |Z| |Z[
NTCLite server = Set automatic notifications E[ |Z[
NTCLite server Send document notifications |Z| |Z[
NTCLite server Change document/folder names |Z[
NTCLite server = Edit National attributes |Z| |Z[
NTCLite server = View international documents E[ |Z[ |Z[

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

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

COMMITTEES

+ Search

HEW [ |
« Create a new national committee |
L

(TC level) from the Home page |

Step 2: Select the field of the committee (Technical, Policy development)

Pleasa provide the following information:

Main commities

Tochrical

Pulcy dnvelopmant

o e

eServices for User Administrators
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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

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

# Home | 0 Search | & Committes x

Create new main committes

= MENTITY
o [
LEGEND L4

Confirm the creation
of your committee

AENCTH

1 r
Caitones

AEWCTH GETY

CONTACT

-
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

DETAILS
@ View details
# Edit details

STRUCTURE

@ \iew structure

# Create sub-commitiee
# Create working group

NATIONAL ROLES
@ \iew all roles

# Manage ¥

COMMITTEE MAPPING

© \fiew mapping

# Manage -
STATUS
# Manage -

& Home | O Search | d AENTCH =

& Commines =

Create new sub committes.

LEoIRD

Parent reference

Child reference

AENITE 1 5C

-

Sub commitien

Sationai

actnical

eServices for User Administrators @
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How to map a National Committee with an ISO
Committee?

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

COMMITTEE MAPPING
© \liew mapping
| # Manage ~ |

COMMITTEE Select Committee mapping to

I —
[ IS0 Committee mapping open the committee mapping page

Step 2: Map ISO committees to the national committee
& NSB must be P or O member to be able to mirror an ISO committee

List of mapped committees
mittes mapping - SABS/TC 3001

mitles Status Secrotanat Appointed by Addatioaal information
I !sm.'rr.:lta . Active AFNOR SARS
Solect Committen | 1SO/TC H/SC 2 = | Add
f Delete the mapping or
) edit the mapping metadata
Select a new Committee to be

mapped, and click on Add

eServices for User Administrators

How to map a National Committee with an I1ISO
Committee?

Step 3: Add any Additional information and save your modifications

ey Committes mapping - SABS/TC 3001

LEGHND Commitiee Slatey Secrelariat Appomied ty Adasonal mformaton Ean Detete g
Save your committee t ISO-'.T:C o Activg AFHOR SABS %
mapping modifications
eppimgmoctieations Jl Pkt i Active SABS SABS »
Sulect Co

eServices for User Administrators
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Activate a newly created national committee

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

% Home || Q Search || g4 ANSI x || L Test Training 66 x

COMMITTEE STRUCTURE ~ PERSONROLES ~ MAPPING  ADMINISTRATEDBY  STATUS
- - - ANSI> In progress

S *

I / Edit details . X
A committee that has not been activated
has the summary banner hatched
STRUCTURE
© View structure
# Create sub-commitiee
# Create working group

HATIONAL ROLES
@ View all roles

/ Manage -

COMMITTEE MAPPING

© View mapping

/ Manage -

STATUS
/ Manage v
| Actvate

Click on Status Manage > Activate to
activate the committee.

eServices for User Administrators

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

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

& Home | O Search | g AENICTNUSCT »

COMMSTTRE STRUCTUNE  GRGAMIEATIONROUES  PENSONAOLES  LIAISON COMBITTRES  LIAIAON ORGAMZATIONS  ADMUNISTHATEDHY STATUL L i
i1 Active -

Click Edit next to the

HATIHAL DBSERVER role you wish to update

AENOR »

Select the National role to edit in the
Manage sub-menu.

NATIOMAL ROLES ' x AENOR»
& Vigw a0 (oles

AENOR »

eServices for User Administrators
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How to edit and assign members to a national committee

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

#& Home | O Search = & AFWCTNUSCH u

COURRTINE STAUCTUSS OSGAMPATIONRCEED PURSONACLES LLAISON COMUNTTENS  LSAEMON ORCANUIATIONS AD
3

P L

a) Click the Delete icon to

" @ . ’ remove an existing role.
e National committee member - AEN/CTN 1/5C 1 9
e Parson At dty Adamonal miormaton L * °
| = wen =
Save your modifications
I - AENOR ’ x
I - AENOR
Solect Porsarf - Asa)

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.

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 Assistant(s) or support staff of the Secretary of a
Support team 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 Experts of the committees.
member

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

eServices for User Administrators
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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

"i"ﬂ@'rc 010 "Test"

N
Bira —— heoce 2+ P UNIFTC 10 “Test™ 51 1)
Nav) g i # Structu STRUCTURE
Com{ A Type Size Type
wd = i covoee ttem ﬁd L
sb| < = cone| LIBRARY o
el (D) rents
el S B iew meen
e
Emay =z
sl
150 Guacies
150 Helpdesk
Faditator Controls J

eServices for User Administrators
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Navigation Menu

» Easy access to National eCommittees modules and functions

» Role based visibility of menu items

Menu item

Comment

2]

Navigation Menu

Committee Home
My Committees
Sub-committees

Committee Home
My Committees

Sub-committees
International Documents

Link to the National committee homepage
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

International documents

Member List
Email to Secretary
Email to Members

Member List
E-Mail to Secretary

E-Mail to Members

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

Mzl Arcive committee members (only available for Secretary and Secretary|
150 Guides . . Support Team)
150 Helpdesk Mail Archive Contains all Notifications sent to the National committee members
ISO Guides Access to the user manuals
ISO Helpdesk 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

2

Navigation Menu

Committee Home

EHAIL

charman $sabs.ca.28

My Committees [rp——
Sub-committees Charman
International documents remb

member ot 0.0

SeTesary

™

Member List

008 -
H

sectetaryGsae. 0.2

eetiebs. co.1a Secretary Support Tasm

Email to Secretary
Email to Members
Mail Archive

150 Guides
150 Helpdesk

eServices for User Administrators
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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..

Féﬂ Structure

You are here Type  MName

- : : HNational Committee B =] T
Highlighted in blue ﬁ‘ I
isthe Mational National Committee B SUB 1=/

TC/SCMWG you are ﬂ National Committee B SUBWG & @
currently viewing

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

[ vibrary

Size
E CEN Documents [=] 1 tem
E IS0 Documents (= 1 tem

= view more

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

eServices for User Administrators
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Library —

Access International Documents

[Punt @ » ] Committee workspace =1 » S¥UNI/TC 010 "Test” & » Dﬁﬁl
Navigation Menu & [ @item types) [+] [sesro me 7]
Committee Home | By copy | T Move | $% Delete ‘ 3 zip & Dovmicsd | ] Zip&E-mal | ‘2 prnt || ] Netfy |
My Committees
Sub-committees O Tupe | Name i Modified
International documents 1 ¥ 150/TC 209 "Cleanrooms and associated contralled environments" (= SItems  2013-03-2209:33
Member List | By copy | W] Move | $% Delte ‘ 3] zip & Download | ] Zip&E-mail | 2 print || ] Notfy |
Email to Secretary
Email to Members

P @ » £ Connitee worspace 1 » ¥ 010 et 1 » Biptrary  + Bis Dm
Navigation Menu & [anitem types) [~ ] [searchinname [
Committee Home Bl copy | 3 Move | X Dekete | B3 zp & Download ‘ [ ZpaEmal | % print || [] Notfy |
My Committees
Sub-committecs [ | Tyoe | Name Size Modified
International documents [ 3, 0L Publicinformation 10 2Items 20130326 09:53
Member List [ [ 02 General committee documents (<1 ® 1ltem  2013-03-25 10:47
Email to Secretary - 3

o 03. Meetings and resolutions e 5
Email o Membare [ [ 03. Meetings and resolutions =% iltem  2013-03-26 10:47
Mail Archive [ E3 04 Projects = Oltems  2011-02-1221:43
150 Guides [[1 3. 08. Balloting and commenting (T 2Items  2013-03-2209:33
150 Helpdesk
Fadiitator Controls v || - B comy | g Move | 3% Delete | 5] Zip & Download [ ZipeEmal | (5a Print || [] Notiy

eServices for User Administrators @

Assigning

national attributes to International documents

9

Navigation Menu
Committee Home
My Committees

Member List
Email to Secretary
Email to Members

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

Mail Archive
150 Cudes » National attributes cannot be restored from deleted files
150 Helpdesk
Intematicaal  toatons
riginating TC Ink. Rumber Iat. Action Ink. Duse Date. Dot e ate
M nterrasonnd ] Fom: - Fom: =) - o
enthude maraly rolifed documents L L 'j =
[(Searh | [(Rewet |
Bocooy | e | Hosete | Klro scowiows | Clrostmsd | ey Doamentsperpage 31w  dsplayresiis Lin
Tioe  Qrinetoa 16 "}EW""“ et Tt e | samento: Dosument st Fot e Gale modkfed
= sz (TR0 Mg rigakvin o [P e, =
- o
W somes R e e T ) fr— Mot @ W D620
[ o
) soree 5 e ME mnden sty B — o
. o
T sorcss ET 210401 Mastng Cohar masng documant 2l B 2011015
| o X
T sorces e AT Ofhar conmittes document Othar soretties Seament 3§11 X018
—as o«
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Renaming International Documents and Folders

Maie shortout

Navigation Menu & Move (Alitem types) | =] |5 e |F
Committee Home B Copy || T move | 3 Dele || SetosExempiar Zoatmal || % e | D Nty
My Committees — Qffine Mark
Sub-committees Dl § " S Mocified
Intematonsl documents [ 5, 150-TE209 Mooz Dusmy wird S E Uogn Dowrlosd  SUND 20130326 10:%5
L - ;s Wiooncaton }
Membrer List 7 - 7| . 3 e
Copy Hove || FE Dwwe | 1 ZosEm = Pt || [=] Moty
Emad to Secretary ] i Set User notfication
Emad tn Members Emad
Mai fuchive 1item I
160 Gasdes e Tt
150 Hefpdesk: Permiss
Fadktator Controls " ed
Convert to N-document
Explore from Here

Initiske Maror

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

International documents and folders can be deleted from the National

committees

Bicopy || Rpove || Foeets || Bl
Type  Name
3 04, Publicinformation (=]

2] 02. General committee documents [

] 03. Meetings and resolutions [=]
[ 04. Projects =1
[ 08. Balloting and commenting =

0O00oooE

£ Working groups directly bounded [

Ripory || Fiprove || FHoser || BT

6 items

1 1
Open

Configure

Rename

Add to Favorites
Copy

Make Shortcut

Move

E-4Vail Enable

Set Group Notification
Set Natification

Set User Notification

Make News
Permissions

Explore from Here
Make Rendition

Print

Subscribe to Rendition

Version Contral

Zip & Download

Properties >

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
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Restoring International Documents after Removal

RS TS [y7yerreyers [ S—— o B
Con!
Navigation Menu @ [Confiong.
T Add to Favorites
Committee Home J T B =l
e [ (B [ | R ]| e g prEm [ | s |
N-Documents List 0] | 1ome | tome ‘Set Group Notficaton
a ﬂ[sarrcny?ma "B 5ot motication I o - .
Yberatornl documents || | Bicopy| | Pvcore'|| P ouka || Setuser Mottication g || 135 ot || Elicly |
Memer List | MakeNens
Email to Secretary E-Mai Enable
Email to Members
ore. i
Mai Archive g e
Export.
User Guides
= ExportMembers to CSV
Sub-committees N
Forums e
Committes News International documents
Edit Banner tave General
Faiitator Controls » N-Documents List Spedific
PermisSons Audit
Queston Subscribe Categories
Rename | List Deleted Mirors
RequestMembership | N-Document
Delete. Presentation
Propartes V| References
Eeneral Sprod Akt Calegories  Lind Deletrd Hirors. | B-lotsmest | Presesiation  References
ey
Master (Rect

T _WLI78_Mew_icrosolt_Ward Document
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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

International documents | Personsl . | Enturprive ALl i
O My orkspece [ "
A D Settings
Users & Groups
Committees

Paes 5+ [ Conmmtten bome £+ 8 SABS/TC 094 “Personal pro... 1

Havigation Menu
Cmmister Home

2 Lwrary
Tyoe Name

My Conmfies [ 0 Secretary Warkspace (=1

This page allows to define filters to exchade documents from the WG service.

¥ {imciudng are included in the NMC document dissemination.

By eheking e icors ® | e | = betoow you can add o pr 5'“ |at

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

commttess

[ Toe [ e
W coffee™
W Cormther's best commitice =1
¥ @
® eums
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Manual notification of International documents

» International documents

can be notified manually by the secretary/SST

| (All item types)lV‘ ‘5&5.’(:"1:".’.\5'.‘?& |J:"

| B copy | W] Move ‘ S pelete | Sl zp & Downlosd | (17 & E-mail ‘ 59 Print lDNoﬁfy ]-

Type MName
@ Heldesk Admin Guide v1.0.docx [

] 150 17301-1 (E}rev.doc )

B @ 150-TC34 M1283 Cairo meeeting Oraft Agenda.pdf (=] Open Download AOKB  201102-1203:34

Size Modified
Open Download ~ 205KB  2011-02-1203:34

Open Download ~ 147KB  2011-02-1203:34

]ﬁmcopy | Fmove ‘ P poete | ] 7ip & Download | [1zip & E-mai ‘ 5 print | [ Inothy |

Notification Template: Default_Template himl
NMC Type NMC Originating committee ~ Name Info
] DINTC 02 *Thermal pefomances of buiings and uiding comporens” 150/TC Heldask_Admin_Guide v1.0.dcx
6] DINTC 002 "Thermal psformancas o biings and biing components 1S0/TC 34 150_17301-1_(Eev.doc
Valid Ttem Count: 2 NMC Document(s)
L JEIES
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Manual notification of International documents

= Notification can be done by roles

= Customize your message

= Document list to be notified

= Customize you message footer

eServices for User Administrators
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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

5. National Solutions

isolutions@iso.orqg

eServices for User Administrators
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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

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

eServices for User Administrators
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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

ISOlutions overview |SO/CEN Global Directory

* Sel up national commiltess

* Manago organizations

= Set up and manage users

= Manage user roles in national and intermational/regional commitiees
* Manage mapping of national mirror ¢ 1o ISOVCEN

IS0 Solutions v

Mational cBalloting

Vioting tocd for naticnal work

= Creats national balote and
vate

* Reach consansus on the

natlonal positlon for 150 and
CEN ballots

A

120/CEN cBalloting

Vote on intermational/regional commities
Drojicts and documants

« DISFDIS

« Systematic ravisw (SR

= Committse intarnal balloting (CIB)

* WG Consultation

National eCommittees

Cantralized workapace for
relavant informiation for a
national committes

* Share documents
= Collaborate on decuments
= Mermber st

A

ISOTC/CENTC (eCommittoes)
= Share documents
= Colaborate on documents

National Project Portal

Project managemant toal for the national
standards development process

* Create and maintain national project
1205
* Drganize rational work according to

» Centralized workspace for all relevant information for intermational/regional
mittees

comi
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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
=TT working at the ISO or CEN level)

R REEET

_ _ » Single access point to national, regional and
P o —— international documents

:_‘—" > Integration with ISO Global Directory allows
i the MBUAs to easily manage their national
committees, experts, roles and mapping
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Difference between NTC and NTCLite

| NTC |NTCLite

National documents

Add national documents v x
N-numbering of national documents v X
PDF rendition of national documents v X
Document notifications (automatic and manual) v v
International and Regional documents
Mirror documents from ISOTC/CENTC committees v v
Add documents from other Int’| Organizations (IEC, ...) v x
Rename mirrored ISO/CEN documents/folders v v
Filter mirrored ISO/CEN document types (DIS, FDIS, ...) v v
Delete/Restore mirrored ISO/CEN documents v v
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Difference between NTC and NTCLite

e e

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

SIS Y O BY O BY
X X X X X X X X X X

License fee
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National Project Portal (NPP)

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

=<VIBUA = Database system to manage the national
", * Manage experts (GD) Y 9
[€) + Stages customisation standards development process

‘ » Record national project with metadata
S t
ik ary- ) » Project stages customizable
* Project creation
g * Stages updates > Export full project list
‘ » Managed by the NSB (Secretaries and MBUAs)
Members » Permissions driven by the ISO/GD
Access to
Q information
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National eBalloting (NEB)

Benefit:
Simpler consensus building, better voting performance, increased
efficiency ) o ) )
=The National eBalloting is a voting tool which
manages two kind of national ballots:
Electronic Ballotirg Portal

—_—— 1. National Committee Internal Ballot (NCIB)

Eugnmmomss Bayiotes v, 3 4 [

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.
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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)

QRS
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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

Where could | find more information
» https://connect.iso.org/x/KYA4

or you can contact us at

more quickly.

about ISOlutions?

isolutions@iso.org

eServices for User Administrators

Day 1

1. Introduction
1.1 1SO Members
1.2 Standards Development
1.3 1SO 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

3. 1SO eServices Applications
3.1 1SO eCommittees
3.2 ISO Meeting Management
3.3 ISO Project Portal
3.4 I1SO eBalloting

Day 2 - Continue

4. Access to International Standards
4.1 ISOSTD & ISO Online

Day 3

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. 1SO Connect
9. Support, Helpdesk and Conclusion
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6. My role as User Administrator... Summary

eServices for User Administrators

My role as User Administrator... Quiz

ISO Applications User Administrator roles _‘V Lo
) .

Global Directory

Event Notifications ?
eCommittees (ISOTC) ?
Meeting Management ?
Project Portal ?
eBalloting ?

ISOSTD / STADIST /ISODOC  ?

ISOlutions ?

eServices for User Administrators
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ISO Applications User Administrator roles E l

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 » Manage national experts and their roles, national
(national solutions) 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

7. Online Meetings

https://iso-meetings.webex.com
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What is WebEx ?

@ webex

Allows you to organize meetings via Internet (online)

» 1S0O'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 1SO-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 ak
meeting i
-
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Do | need an account to WebEx?

If you participate at a web meeting:

NO: You don’t need an account to WebEXx 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

eServices for User Administrators
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7. Online Meetings

eServices for User Administrators

How to join a WebEx meeting as participant?

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

v,
Tiease o my mesting that s cersently i progrens.

Tops: hapderk mestng
Diste: Wadswiduy, February 15, 2012

Time: 145 prm, Eurspe Tiew (Par, GMT+01:08)

Hewting Narribes: 955 B85 137

Mewtnng Passmvinl: (This mestng deed not rouans & pastmond

S

1ce L et ge e com/tice Mstingads. php TAT <{AF sl =4 T8 WS TR ~SRKT =ity
2 W ieguesd

L passwrord 5 nequared, ander the mestng pastuvird: [Thus mewtng does sof fequrs 3 password |

4. Dk "o,

5. Falow B MErUCions St Jpgear an your sTees.

To veew in ther e aones of languages, please cick She ik
R gL LY - TGl e 000 TAT ~MIREy RID =4 70 TRLID = GACAT =Mt 00

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

« If you have an account you will be

asked to login

——
Meeting Information:

Meeting status; © Staed

Starting date:  Fricay, Fobrary 17, 2012

Starting time: 435 pm, Eurapa Tims (Paris, GMT+01:00)
Duration: 1 hoar

Hosts name:  Canole Visenta

Mo Infs

=&

Enlish : Parin Tirae

@ 1¥'s time to join!

Hyou ans tho host, &

Your name

Email addrass:
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How do | set the audio for the meeting?

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

/\

@ MITE Comference = = ]| If you are using atelephone:

1. Select "Call me at a new number*

o Use your phone or computer to join this audio conference.

2. Click on the flag icon and select your country

Use Phone | cal me at.a nen number \E
] 3. Enter your telephone number without your country

{‘ [~ Enter a phone number code, then click the "Call Me" button.

[¥] Join the teleconference without pressing "1"

& Please enter your regional code

[[] Remember phone number on this computer

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

{ callia ]

[’ s Conpuissforfuclel ]ﬁ If you are using a computer headset:
1. Click "Use Computer for Audio"

2. Click on the "Call Using Computer" button.
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Few Guidelines for Participants...

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.

4 N
If you are not already muted by the organiser, /

please mute yourself in WebEx after joining
the meeting using the microphone button.
- J

ﬁo make a comment or ask a question for everyorb
to hear or see:

OECTEEN P " &3
= To speak, please use the button. L
= To write, please use(‘Chat]to all participants. L

You can also use Chat to contact the meeting
Qosts or other participants directly.
Serd i Eweryore

WRITE HERE e
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Best Practices for participants

Y

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

A\

Refrain from using your telephone in speaker mode

» Consider muting yourself when not speaking

\4

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

eServices for User Administrators

7. Online Meetings
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Do | need an account to WebEx?

If you organize a web meeting:

YES: You do need an account to WebEx to schedule and conduct a
meeting

eServices for User Administrators

How do | request an account to WebEx?

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

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

» 2" 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

eServices for User Administrators
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How do | 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

Meeting Center DIV LIS [Log Out]
My WebEx Meetings Welcome, Julie Suter
Select Language
 Attend a Mesting Qﬁ Go to My Personal Meeting Room Ei’s Start a One-Click Meeting @ E]
z:::;’:::::: Daily T Weekly T Monthhy T All Meetings 1 English : Amsterdam Time

Register

417. February 2012 0 EI

w Host a Meeting
Schedule a Meeting he meetings you host ~ [l Show past meetings

My Mestings Time ~ Topic Type 0 0 Q

One-Click Meeting
a Mo mestings are either scheduled or in progress

My Recorded
Meetings

p SetUp ® Requests Pending @ Requests Approved & Requests Rejected
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How do | create an ISO web meeting?

STEP 3: Enter the Meeting topic and Attendees

* Hequired held
{* Meeting topic:  Test for eSenvices for MBUA }

Password: Confirm password:

Date: 17 = Febuary = 2012 + _°|
Time: 15 = 30 = Amsterdam Time

Duration: 1hr ~ Omin -

Attendees: helpdeskfiso.org:tcsupport@iso.org + Use address book...

Send a copy of the invitation email to me

- 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
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How do | create an ISO web meeting?

STEP 4: START NOW or SCHEDULE MEETING

Schedule a Meating Sot options using template: [Mesting Center Defat] =
To set adkanced mesting sptions oe 1o scheduls a Personal Conference mesting, g5 to Advanced Scheduler |2 Click on START NOW
" Buguired i
= Mooting topic:  Test for aSenaces for MELA Or
Password: Cenfiem password:

Dste: 17 = Febuay = 2012 = ]

Change the date, time and duration of

Tiow: 16 - 30 - R T the meeting and click on SCHEDULE
Duration: bt = Omm = MEETING
Atendess. helpdeskdiza.crgrtcaupparsdisa.org - Use addiess book,
- ting Sat options wsing templae:  [Miating Certor Defaul] =
¥ Send a copy of the invitation emadl to me
ions of 10 schedule a Personal Conference meeting. go 1o Advanced Scheduber (2]
Audio conference:  WebEx Audia Change audic confersnce.

Cancel Save a5 template. I Tust for eSences for MBUA
3 Confirm password:

. . Date: [ - Febray - 2012 = 7]
An automatic email Time: 15 v 30 v Amsterdom Time

with a link to start Do e “lem =
your meeting W||| be Atendess:  helpdeskdies.orgtesupportiing.srg

* Required field

o Use address book.
sent to yOU and yOUr Send 3 copy of the invitation smail to me - *

p artici p ants Audio conforenca;  WebEx Audio Change audio canferonce...

([Concel | [ Saw.as vomgiste...__] | scevuemeem |

How do | 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

You are the host for this online meeting.
Host Key: 967499 (use this to reclaim host privileges)

To invite others to join, copy and paste everything below into your invitation.

Meeting information

Topic: Getting started with Webex

Date: Tuesday, February 21, 2012

Time: 9:00 am, Europe Time (Paris, GMT+01:00)

Meeting Number: 956 528 428

Meeting Password: (This meeting does not require a password.)

To start or join the online meeting

E;o to https://iso-meetings.webex.com/iso-meetings/j.php?ED =4859392&UID=284252&RT =MiMyMw263D %30 }

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

» Click on the camera icon next to your name in the
participant list to activate your webcam

Westng o & e t
spasing.
IS0 Web Conferencing’s meetng 3 . 150 Web Confere... (Host, me|
Toplc: Test Anne

Audio Conference Tnvite & Remind

Bl share My Desitop | ¥

. o =8
B EndMestng | || S | Everrone:
cend
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How do | share my Desktop?

» Click the "Share My Desktop" button to share your whole
screen, or click on the down arrow to share an application

) g Center - Test A (=) x|
Quick Start. Meetng info & ren tietors [ Partpants | Gt @ mowe -

150 Web Conferencing's meeting : @ 150 Web Confere... (Host, me) | B
Topic: Test Anne

\ <=

Audio Conference Invite & Remind

Bl shereMyDesktop | v

B énd Meetng S| Bveyone
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During your meeting: WebEX control panel

O Connect - Windows = 0 P %
- Il @ 2. & - @ |/ H =
<is0.0rg/displayyis0/150 +Connec | Nl CES T T s e oo oo 1B ing

L You are sharing your deskiop )

isoteiseorg-livelink.. &) E-mail TC Secretaries &) Frez Hotmail &) MSM.com | Radio Station Guide &) Web Slice Gallery = &) Histoires de bourrsaw

ITE... | @ INTERNATIONAL ORGANL. | #8150 Connect - 190 Con., % f v~ B v & v Page~

» 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".

7 —— ——
=24 ' STOPSHARING - s S - / E
he .,. RMrne Share Assign Audio \ Participants Chat Annotate Motes I

| Paused )

WManage Panels..

Ludio Conference..,

~mall TC Secretaries & Free Hotmail &) MSM.com £ Radio Station Guide g Web Slice Gallery = ] Histoires de bourreaus
Tnvite and Remind...

AL, | @ IS0 Conrect - IS0 Con.., X

Wiew »

Stop Desktop Sharing
End Meeting
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10 Best Practices for presenters

Be familiar with systems. Practice before making your first presentation
Start your web meeting a few minutes early so you can greet participants
Speak clearly and slowly during your presentation

Engage your audience by asking direct questions

Realize that participants are watching what is on your screen

o o~ w0 N =

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 | 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 WebEXx 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

eServices for User Administrators

123




WebEx User Guides

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

International
Organization for
Standardization

TN @) My WebEx

Intemational Standards for Business, Govemment and Society.

[Log Dut]

Salact Language

w Attend a Meeting

Meeting Center: User Guides

Starting, Managing, and Attending Meetings

& Internet | Protected Made: Off

About Meeting Center E
T Meeting Center User's Guide %E .
Unlisted Meating Detailed instructions for scheduling, managing, and attending & r. Meeting Center 8.5 (WBS 27)
Register meetings, sharing documents and applications, and so on HTML sarbisd 27.26.6.13642
w Host a Meeting Successful WebEx Meetings %] Client build 27.25.0.10481
Schedule s Masting Tips and techniques for effectively managing meetings FDF
o Docs build 27.26.01
v Maetings
Getting Started with WebEx Universal Communications
P Toolkit o Release Notes and FAQs
My Recordad Instructions for installing the WebEx Universal
Maatings Communications Toalkit so that you can create and use EoE galanu "“m’f K
multimedia slide presentations in meetings sscribes new fealures, known issves. @) HTML
p SetUp and system requirements
Presenting Online to People Who are Blind or Visually
Impaired | 2]
MyResources Provides tips and techniques for presenting to people who are | PDF ;AQ: to th 1 fr " UJ HTML
Il d rovides answers to the most frequently-
S S sl asked questions about Meeting Center.
e Scheduling a Closed Captionist for Your Meeting ]
Truiving Instructions for setting up closed captioning for heanng- POF Feedback
Contact us Tripaired paricipents o Vi mpiaecinl ols Savdback; Pleass conact i

with any comments about our documentation -

v ®100% -

Support

= Forissues that are specific to ISO (account requests, policy matters, user
feedback, etc...), contact webconferencing@iso.org

= WebEXx 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/IQBU
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Day 1 Day 2 - Continue
1. Introduction 4. Access to International Standards
1.11SO Members 4.1 1SOSTD & ISO Online

1.2 Standards Development
1.3 1SO Online & ISODOC
1.4 ISO Systems Overview

1.5 Single Sign-One (SSO) Day 3
2. Global Directory & Event Notifications 5. National Solutions
2.1 Global Directory 5.1 NTCLite: National eCommittees Lite
5.2 ISOlutions
Day 2

6. My role as User Administrator - Summary
2. Global Directory & Event Notifications

2.1 Global Directory — Continue

7. Online Meetings
2.2 Event Notifications 9

7.1 WebEx

3. 1SO eServices Applications

3.1 1SO eCommittees 8.1SO Connect )
3.2 ISO Meeting Management 9. Support, Helpdesk and Conclusion

3.3 ISO Project Portal
3.4 I1SO eBalloting
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8. ISO Connect

https://connect.iso.org
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What is ISO Connect?

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

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

v’ 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?

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

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

v Email notification will ensure you're informed of what's happening, when it
happens, so you'll never miss an important communication from the 1ISO
Central Secretariat again

v' 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

eServices for User Administrators
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ISO Connect homepage

Welcome to ISO Connect
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Keep informed of news and updates

i Watch

rd -1 H
i i | Watch pages
Simpler, Faster, Better IT env dards Jou'e
development i interested in to
e - get email
Blog Ponts: Septen i notifications of
5] Siwples, Faster - updates and

The o

ware making goad progress on ser 11

Wit s working

prove BSOS 5
next 618 manths. Wa have a
stup bisck and rethick oo knget

o

= " o
penciled in a 2013 project 1o
i uction

eicoma any feedback. questions o suggestions on thase

e slandards do

i 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

Current Projects Summary FEm Ewe hAsc O lem-

How do ISO Online, ISOTC and ISO Connect fit
together?
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How do | sigh up for ISO Connect?

= |SO 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.

eServices for User Administrators

9. Support and Helpdesk Services

WWW.iS0.0org/tc

eServices for User Administrators
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User support: ISO Online Standards development

resource area

www.iso.org/eServices

Scroll down
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User support: ISO Online
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Guides to ISO IT applications
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Help contact points

= helpdesk@iso.org IT Tools, eServices s

upport

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

= directives@iso.org ISO/IEC Directives s

= training@iso.or: Training requests

upport

= webconferencing@iso.org  WebEx account requests

eServices for User Administrators

Review of Objectives/Expectations

eServices for User Administrators
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Feedback form

Please fill out the feedback form!

@@ﬁt

&
T

eServices for User Administrators

Thank you for your attention!

Questions?

helpdesk@iso.org

eServices for User Administrators
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