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1 Overview  
[MBUA, NMC Secretary] 

 

The main objective of the dissemination service of CEN documents to National Mirror Committees (NMCs) 
described in this User Guide is to automate the dissemination process and to provide CEN documents in the 
shortest possible time and with the highest degree of reliability to national stakeholders in the countries of 
the CEN members. 
 

1.1 Scope of disseminated CEN documents 
 
The term CEN documents refers to all documents developed within the CEN Technical Committees (TC), 
Sub-Committees (SC) and/or Working Groups (WG), beginning from a new Work Item proposal to Enquiry 
and Formal Vote/UAP documents, but also comprising minutes and resolutions of committee meetings, 
reference documents used in standardization and other documents developed or used within TCs, SCs or 
WGs. 
 
The service does, however, not include the dissemination of published CEN standards or other final CEN 
deliverables.  
 

1.2 Conditions for the document dissemination service 
 
As all CEN Members may participate in all CEN committees, documents in all TC, SC, WG committees are 
available for dissemination to NMC committees for all Members. 
 

1.3 Options in the dissemination of CEN documents 
 
There are two principal options in the dissemination of CEN documents (see picture hereafter): 
 

- Option 1: Dissemination through the CEN/NMC server (which is hosted at ISO). This dissemination 
option is described in this User Guide. 
 

- Option 2: Dissemination through national servers hosted by CEN members, i.e. the national IT 
infrastructure of respective CEN Members. This option relies on document and metadata download 
from the CENTC server and a subsequent upload of the metadata and files to the national server for 
dissemination to national users. This will be described in a separate documentation and is not 
addressed in this User Guide. 

 

1.4 Limitations of the dissemination service using the NMC-server 
 

The NMC-server (see details in § 3) is only meant for the dissemination of CEN documents to National 
Mirror Committees. It is, however, not possible to upload e.g. national documents, create national folders 
or undertake other activities which are of a purely national nature. 
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As shown in this picture, the dissemination service also comprises a transfer of documents and metadata of 
CEN/TCs, SCs and WGs which are hosted outside the CENTC server to the CENTC server in order to include 
these documents in the two dissemination options together with the documents of CEN committees whose 
working environment is the CENTC server. 
 

1.5 Audience of this User Guide 
 
The present manual targets two different audiences: 

- Member Body User Administrators (MBUAs) 
- National Mirror Committee Secretaries (NMC Secretaries) 

 
1. The MBUAs are responsible for the management of the NMC committees: they may create, update and 

delete the definition of these structures in the CEN Global Directory. They are also entitled to create, 
update and delete users and assign their specific roles in the NMC committees. 

 
2. The NMC Secretaries are allowed to manage the disseminated documents on the NMC server: they 

may delete these documents or modify their attributes. 
 

For every chapter of this User Guide, the concerned audience will be specified under the chapter title. 
 
See also Annex 1 for the complete description of the NMC roles. 
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2 Management of NMCs and assignment of national users to NMCs 
[MBUA] 

 
National Mirror Committees (NMCs) are registered in an extension of the CEN Global Directory. During the 
registration process of a NMC, the NMC has to be manually mapped to one or more CEN Technical 
Committees, Sub-Committees and/or Working Groups. The Member Body User Administrator (MBUA) of a 
country creates the NMCs and registers and assigns the users to the NMCs as national committee members 
(see § 2.2). 
 
Users are registered on the CEN Global Directory and then assigned to the NMCs as their members. The 
NMC registration process is identical to the registration and assignment of users to CEN committees. In 
both cases, users are registered by the MBUAs and subsequently assigned by them to the respective 
committees (NMCs in this case). The User Manual to the CEN Global Directory describes how the MBUAs 
register users and assign them to roles (see CEN GD II - User Guide for Member Body User Administrators). 
These principles also apply to the registration to NMCs. 
 
The following roles have been defined for NMCs: 

- NMC Secretary 
- NMC Chairperson 
- NMC Member 
- Secretary Support Team for the NMC Secretary 

 
There is no limit to the number of users who can be registered to the role of NMC members. 
 

2.1 Search for the National Mirror Committees of your country 
 
As MBUA, please access the CEN Global Directory under https://directory.cen.eu and login.  
 

 
 
 

http://cen.iso.org/livelink/livelink.exe?func=ll&objId=1310381&objAction=browse&sort=name
https://directory.cen.eu/
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You can only access the NMCs of your own country. These NMCs are listed together with their mapping to 
CEN committees (TCs, SCs and/or WGs).  
 

 
 
 
It is possible to search National Mirror Committees using the following criteria: 
 

Search criteria Description 

NMC/TC number Enter the numerical reference of the national TC 

NMC/SC number Enter the numerical reference of the national SC 

NMC/WG number Enter the numerical reference of the national WG 

National Mirror Committee Enter the complete reference of the National Mirror Committee 

CEN Committee Click on  to select one CEN committee (TC, SC or WG) to which the 
National Mirror Committee is mapped 

Administrated by Click on  to select your NSB 
 
 
Notes:  
 

1. It is possible to combine several Search criteria. 
 

2. The reference of a National Committee may be defined without any numeric reference.  
These committees may be found by searching on the 0 value for the NMC/TC number. 
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After having selected the NMC, the following screen is displayed: 
 

 
 

Fields Description 

National Mirror Committee Reference of the National Mirror Committee 

NMC Title Title of the NMC 

Sortkey Sorting key automatically generated by the system but modifiable by the 
MBUA (if needed) 

NMC/TC number Numerical reference of the national TC (e.g. ‘123’) 

Status Current status of the NMC 
Possible values: 

- Active 
- Standby 
- Disbanded 
- Being created 

Status date Current status date 

CEN Committee Reference of the CEN Technical Committees, Sub-Committees and/or 
Working Groups mapped to the NMC 

NMC Secretary Name of the NMC Secretary 

NMC Secretary Support Team Name of the persons belonging to the NMC Secretary Support Team 

NMC Chairperson Name of the NMC Chairperson 

Committee member Name of the committee members 

Serial Number Automatically generated by the GD software 

 

2.2 Create NMC (manual creation) 
 
The mapping between national committees and CEN committees is set manually by the CEN member. A 
CEN member is free in the way it wishes to map its NMC to the corresponding CEN committees, e.g. it is 
possible that more than one CEN committee is mapped to only one NMC. The manual mapping also 
provides the possibility to map one CEN/TC, SC or WG to more than one NMC. 
 
The set-up and maintenance of NMCs is completely under the responsibility of the CEN member. 
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2.2.1 Creation of a NMC/TC 
 
Click on the button “NMC” on the upper part of the screen. 
 

  
 
To create a NMC/TC, click on “Create NMC”, which opens the screen shown below: 
 

 

 
 
 
Fill in the relevant fields (note that only the fields marked with an asterisk * are mandatory).  
 

Fields Description 

National Mirror Committee * The data you enter into the field “National Mirror Committee” is taken as 
the designation (e.g. “AFNOR/TC 123”) 

NMC Title Enter the title of the NMC 
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Fields Description 

NMC/TC number Enter the numerical reference of the national TC (e.g. ‘123’). 
This value will be used as the NMC/TC number criteria in the NMC Search 
screen (see § 2.1). 

Status Select the current status of the NMC 
Possible values: 

- Active (default value) 
- Standby 
- Disbanded 
- Being created 

Status date Enter the current status date (by using the  next to the field). If you do 
not enter a date, the system will take today’s date by default. 

CEN Committee To add one or several CEN committee to which the NMC is mapped, click 

on the  button. The search screen opens and allows you to search for 
CEN committees (TCs, SCs and/or WGs).  
To remove a committee, select first the committee, then click on 

. 

NMC Secretary Click on  to select a new Secretary. 

Click on  to remove a Secretary. 
NMC Secretary Support Team Click on  to select a new person for the Support Team. 

Click on  to remove a person. 

NMC Chairperson Click on  to select a new Chairperson. 

Click on  to remove a Chairperson. 

Committee member Click on  to select a new Committee Member. 

Click on  to remove a committee member. 
 

Finally, click on  to confirm the creation of the NMC and its mapping to CEN committees. 
 
Notes:  
 

1. If you wish to add users who are not yet registered in the GD, first create these users and then 
assign them to their NMC role: Secretary, Secretary Support Team, Chairperson or Committee 
Member. 
 

2. By default, the software assigns an arbitrary value to the NMC/TC number. If you do not set it to 
the correct numeric value, then the NMC search will be unable to find the committee using this 
criterion. 
 

3. If the reference of the NMC committee contains no numeric value then set the NMC/TC number 
value to “0”. 

 
 

2.2.2 Creation of a NMC/SC 
 
Click on the button “NMC” on the upper part of the screen. 
 
To create a NMC/SC (e.g. AFNOR/NMC/TC 106/SC 1), you have first to select its parent TC  
(e.g. AFNOR/NMC/TC 106). 
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Click then on the option “Create NMC subcommittee” in the right pane of the screen which opens the 
editing screen as shown below: 
 

 
 
Fill in the remaining relevant fields as described under § 2.2.1.  
 
Attention: 

If you wish to create a national SC, enter the “NMC/TC number” and then the “NMC/SC number”.  
 
 

2.2.3 Creation of a NMC/WG 
 
Click on the button “NMC” on the upper part of the screen. 
 
To create a NMC/WG (e.g. AFNOR/NMC/TC 106/WG 1), you have first to select its parent TC  
(e.g. AFNOR/NMC/TC 106) or parent SC (e.g. AFNOR/NMC/TC 106/SC 3). 
 

 
 
Click then on the option “Create NMC working group” in the right pane of the screen which opens the 
editing screen as shown below: 
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Fill in the remaining relevant fields as described under § 2.2.1.  
 
Attention: if you wish to create a national WG, enter the “NMC/TC number”, then the “NMC/SC number” 
(if relevant) and the “NMC/WG number”.  
 

2.3 Edit NMC 
 
Click on the button “NMC” on the upper part of the screen and select the NMC you want to edit. 
 
Click on Edit in the right pane. The editing screen is displayed as shown below. 
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Add or update information and click on  to confirm the changes. 
 
Note: The “Sortkey” is automatically generated by the software when the NMC is created. It may be 

modified in EDIT mode in order to change the sorting order of committees in the committee list.   
 

2.4 Delete NMC 
 
Click on the button “NMC” on the upper part of the screen and select the NMC you want to delete. 
 
Click on Delete in the right pane. 
 

 

 
 

Click on  to confirm the deletion of the NMC. 
 
The following screen is then displayed: 
 

 
 
Click on OK to confirm. 
 
Note 
No checks are performed on delete: NMC committees may be deleted, even if roles or children committees 
are defined. 
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2.5 Conclusion: Access to CEN documents 
 
The registration of a NMC in the CEN Global Directory generates a folder structure for that NMC on the 
NMC-Livelink server (see § 3 below).  
 
The registration of users as members to the NMC provides these users with access to the documents of 
CEN committees which have been mapped to the NMC. 
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3 Access to CEN documents on the NMC-server 
[MBUA, NMC Secretary, all users] 

3.1 Login to the NMC-server 
 
Login to the NMC-server under the following URL: http://cennmc.iso.org/ with your user name and your 
password, which is identical to the password used for the CEN Global Directory. You also have to select the 
acronym of your Member Body to access your country domain. 
 

 
 
Important note: The country domain is created on the NMC server when the first National Mirror 
Committee for the country is defined in the CEN Global Directory. If no such committee exists in the Global 
Directory, you will not be able to access the NMC Livelink server. 
 
After having successfully logged in, you automatically arrive at the national portal of your country/member 
body and see the national committees to which you have been registered as a national member or 
secretary (according to your role). 
 

 

http://cennmc.iso.org/
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Alternatively, there is a link from the CENTC server under the “Enterprise”-menu with the designation 
“NMC server”, which also allows you to access the NMC server. To access the CENTC server from the 
NMC-server, there is a link under the “Enterprise”-menu with the designation “CENTC server”. 
 

3.2 Hierarchical structure of national domains 
 
The domain of each country contains in principle the following four-level hierarchical structure of NMCs 
versus CEN committees and their documents: the CEN committees (TCs, SCs, WGs) mapped to the NMCs 
are created as folders inside the corresponding NMC. Each of the CEN committees contains the folders of 
the CEN committees on the CENTC server. The documents of these committees can be found inside the 
folders of the CEN committee(s) as shown in the table below. 
 

1. Level 2. Level 3. Level 4. Level 

NMC/TC Mapped CEN 
committee(s) (TC, SC, 
WG) 

Folders of the CEN 
committee(s) 

Documents inside the 
folders of the CEN 
committee(s) 

NMC/TC 1    

CEN/TC 1 01 Folder 1 Document 1 

Document 2 

… 

02 Folder 2 Document 3 

Document 4 

… 

03 Folder 3 Document 5 

Document 6 

… 

CEN/TC 1/WG 2 01 Folder 1 Document 1 

02 Folder 2 Document 2 

CEN/TC 100 … … 

NMC/TC 2 …   

 

3.3 View documents of CEN committees 
 
Documents look the same way as “normal” Livelink documents (e.g. on the CENTC server). 
 

3.3.1 Generate document lists 
 
For each folder on the NMC server, you see the link “List NMC documents”. If you click on this link, the 
documents present in the folder sub-structure will be listed sorted in descending order on their N-number. 
 
Note :  
  The “List NMC Documents” option is also available in the Livelink Functions menu associated with folders. 
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By clicking on the headers of each column, it is possible to sort the list based on the chosen column. 
Clicking a second time inverts the sort order. 
 
Note: The « Name / Description / Title » column displays the following information:  

 The Document Name, inherited from the Document Name on the CENTC Server (always 
available), 

 The Document Title (when available), or the Document Description (as defined on the CENTC 
Server), or a warning message if none of these values is available, 

 The National Title defined by the NMC Secretary (when available, this title appears in green, as 
do all Specific National field values). 
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3.3.2 Search for CEN documents 
 
You may also search for documents based on N-number ranges, types of actions (through the selection 
from a drop-down menu), a range of due dates and modification dates or other criteria. 
 

 
 
It is possible for the committee secretary to assign national attributes to a CEN document. If national 
attributes have been assigned, it is also possible to search by national attributes by clicking on the tab  
“National” instead of “CEN” in the centre of the screen. As explained in § 4, such a search is only 
meaningful if the national committee secretary has assigned national attributes, e.g. a national number, 
action type or action due date etc to a CEN document. 
 
Note:  
The following CEN attributes are currently not available because they do not exist on the CENTC server : 

 CEN Action & Due Date 

 Document Type & Subtype 

 Project Reference & Id 

 Document replacement infos 
 
 

3.3.3 Access documents through navigation 
 
It is also possible to access CEN documents by navigating into the committee folders. 
The folder structures are similar to those found on the source CENTC server. 
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4 Modification of attributes of CEN documents and assignment of 
national attributes 

[NMC Secretary] 

4.1 Modification of attributes of CEN documents 
 
The secretary of a NMC has the possibility to change the name of a CEN document or of a folder inside a 
CEN committee (e.g. by renaming and translating it into a national language).  
 
To do this, click on the function button and then select “Properties” / “General”. 
 

 
 
Modify the name in the editing window and save it by clicking on “Update”. 
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Notes :  
 
1. Committee root folder names may not be changed (see Levels 1 and 2 in the table of chapter § 3.2). 

For technical reasons, menu options like “move”, “copy”, “delete” or “rename” are available but, if 
attempted, these operations will be rejected with an error message. 

 
2. The original name of the document or folder is still available in the Master Mirror domain. 

To see it, click on the function button and then select “Properties” / “Master Mirror Info”. 
 

 
 
The following screen is then displayed: 
 

 
 
 

4.2 Assignment of national attributes to CEN documents 
 
The secretary of a NMC has also the possibility to assign national attributes to the documents of CEN 
committees for the following fields: 

- National title 
- National document number 
- National expected action 
- National action due date 
- National note 
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To assign national attributes, a secretary has to click on the ”Edit national attributes” icon  as shown 
below. 
 

 
 
The editable fields are opened and you can edit the following National Attributes: 

- National Number 
- Title 
- National Action 
- National Due Date 

 

 
 
After having entered national attributes, click on the "save" button to save them. 
 
Note: These National Attributes may also be edited in the NationalAttributes Category that you can access 
in the usual LiveLink way (click on the Functions button, then choose Properties / Categories and select the 
NationalAttributes tab) 
 
 
It is entirely under the responsibility of the NMC-secretaries whether they enter national attributes and, if 
they do, which data they enter. 
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5 Removing and restoring CEN documents and folders from national 
domains 

[NMC Secretary] 

5.1 Removal of CEN documents and folders 
 
The secretary can also remove documents or folders from the national domain (e.g. in case that it is 
deemed that these documents are not relevant to national stakeholders or that certain types of documents  
should be exempted from the dissemination service). In this case, only the link to the document/folder is 
removed. It has, however, no impact on the document/folder itself nor on its visibility in other national 
domains and it is also possible to restore a document or folder after its removal and make it again visible 
inside a national domain (see § 5.2). The removal of a folder also removes the documents inside this folder. 
 
To do this, click on the function button and then select “Delete”. 
 

 
 
A new screen is displayed. Click on the button “Delete” to confirm the deletion. 
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5.2 Restoring CEN documents or folders after removal 
 
To restore removed documents or folders, the secretary of the NMC needs to proceed as follows: 
 
Click on the function button of the NMC in which the object (document, folder, etc) had been located. 
Select “Properties”/”List Deleted Mirrors”, which will generate a list with all the objects which have been 
removed inside the particular National Mirror Committee. 
 

 
 
The following screen is displayed: 
 

 
 
In the example above, one folder has been deleted. To restore the folder and make it again visible 
(including all documents inside) to the members of the NMC, tick the check-box left of the entry for the 
deleted object and then click on “Restore”. It is possible to restore several objects in one transaction. 
 
 

Important note 
 
National attributes which may have been assigned by the secretary of the NMC to CEN documents (see § 4) 
cannot be restored. In the same way, in case CEN documents or folders had been renamed, these names 
cannot be restored. 
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6 Defining NMC document filter settings 
[MBUA, NMC Secretary] 

6.1 General Concepts 
 
All documents present in Folders 01 to 04 are included in the NMC dissemination service. 
 
The Dissemination of Balloting Documents works as follows :  

 Balloting Documents are disseminated from the CEN Balloting application (eB3) to Folder  
08. Balloting and Commenting : 
o Documents for Enquiry, PQ/UQ and FV/UAP appear in the following subfolder : 

Ballots administered by the CEN Management Centre 
o Documents for Committee Internal Balloting will appear in :  

Committee-internal balloting and commenting 

 When a ballot opens, its Reference documents are copied to the NMC server in a folder named 
after the Ballot Reference name. 

 When the ballot closes, The Voting report is added to the same folder.  
 

 

Important note 
 
At the launch of the dissemination service for Balloting documents, by default, the filter excluding the 
dissemination of all ballot documents will be activated in all existing National domains. 
 
This means that to start the dissemination of these documents, the MBUA of the Domain should remove 
this filter in the NMC Define document exclusion screen (see below). 
 

 
Other Note:  
 
Currently, this filtering mechanism is only available for Balloting Documents, because the type of other 
documents is undefined on the CEN LiveLink server. 
 
 

6.2 How to define / remove filters 
 
This section explains how certain types of documents (Enquiry, PQ, UQ, FV, UAP, CIB or all ballot 
documents) can be excluded from the NMC dissemination service by defining filters. 
 
The filter settings can be updated :  

- by MBUAs for all NMCs in their National Domain 
- by NMC secretaries for to the NMCs under their responibility. 

 
These filters are cumulative : this means that an NMC Secretary may not remove a Domain-level filter. 
 
 
For MBUAs:  
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To define the filters, the MBUA needs to click on the Enterprise menu as shown below and select 'Define 
NMC document filter settings'. 
 

 
 
From the next screen MBUAs can define filters for all NMCs at once or only for certain NMCs.  
 

 
 

By clicking the icons  and  above you can add or remove filters. 
 

In case e.g. FV documents from all NMCs need to be excluded, the MBUA should click on the  sign as 
shown below and then select 'exclude FV ballot documents'. 
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To save your modifications please press 'Save' at the bottom of the page. 
 
 
 
For NMC Secretaries:  
 
The NMC Secretary can define filters to his/her NMCs by clicking on the Enterprise menu and selecting 
'Define NMC document filter settings', the below screen is then displayed. 
 

Next step is to click on the relevant  icon as shown below. 
 

 
 
The NMC secretary can then choose which documents to exclude from the NMC (e.g. exclude UAP ballot 
documents).  
 
To save the filter please click on 'Save'. 
 



CEN/NMC document dissemination service – User Guide 

2009-06-23 

 

  
Page 26 

 
  

 
 
 
 
General Note:  
 
Activation / Deactivation of Document Filters is not immediate. The software needs a few minutes to 
handle all existing documents. A small triangular icon (  ) appears next to the filter definition while the 
software agent is running.  
 
To see if the agent has finished running, the user should refresh the current page in the Internet browser: if 
the icon has disappeared, it means that the agent has finished its task, and that the filter is activated or 
deactivated, according to the action performed. 
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7 Notification services about document availability 
[NMC Secretary] 

 
Notifications have been developed to allow the NMC secretary to prepare customized notifications to the 
members of the NMC. 
 
The NMC secretary needs to select from the list the documents to be notified to the NMC members, as 
shown below. 
 

 
 
The next step is to click on the “NMC Notification” button. 
 
From the next screen the NMC secretary can select the “Notification Template” and click on “Preview 
Notification”. 
 
Note: If a document has already been notified, it is explained in the column “Info”. Click in the “Add” 

check box to notify the document again. 
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The Preview Notification screen opens. The NMC secretary can select the “Recipients of the notification”, 
add the “Subject” of the notification and write the “Body” of the email. 
 

 
 
Recipients Click on  and select the relevant persons. By default, the committee members and admin 

are displayed but you also have the possibility to add additional recipients. 
 

 
 
 

Subject Click on “CEN-NMC Notification…” to add a subject to your notification. 
 

 
 
Click on the “Save” button to confirm your subject. 
 
Attention: if you do not click “Save” now, you won’t be able to enter the notification Body 
afterwards. 
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Body Click on “The following documents are available on the CEN NMC Server” to add a body text 
to your notification. 
 

 
 
Click on the “Save” button to confirm your subject. 

 
The last step is to click on the Notify button to send the notification to the NMC members. 
 
Note: The description given above describes the CEN Default Template. 

The NMC implementation supports one or several customized templates in every National domain. 
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ANNEX 1 – Permissions associated with NMC-roles 
 
 

1. Member Body User Administrators (MBUAs) have full visibility on the CEN Global Directory of all 
NMCs and corresponding CEN committees (TCs, SCs, WGs). They have permission to create NMCs 
manually (if this option has been chosen), map them to CEN committees and register and assign 
users as members of the NMC(s). 
 

 
2. Secretaries of NMCs have the permission to see all CEN documents which are related to the 

NMC(s) of which they are the secretary. They also have the permission to remove CEN documents 
and folders from the national domain with the option to recover them again afterwards. They can 
change the titles of CEN documents and folders (e.g. they can translate them into their national 
language) and have the permission to assign national attributes to CEN documents. 
 
 

3. Secretary Support team of NMCs have the same permissions as the NMC secretary. There is no 
limit on the maximum number of users in this role. 
 
 

4. Members of the NMCs (NMCmembers) can view and the access the NMCs and open the CEN 
documents stored under a CEN/TC, SC or WG which are mapped to a NMC (Livelink permissions: 
See, See contents). 
 
 

5. Chairpersons of NMCs have the same permissions as NMC Members. 
 
 

 


