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1 Introduction

1 Introduction

The Global Directory (GD) is the central repository for managing committees, users and their roles on
committees for international (ISO, ISO/IEC), regional (CENY), and national work (for ISOlutions? and the
dissemination of documents via National eCommittees Lite (NTClite)3 ).

The main purpose of the GD is to provide 1ISO and CEN member bodies with a tool to register and
maintain the individuals who act as their representatives in 1ISO and CEN Technical Committees,
Subcommittees and Working Groups as well as Voters on documents. Additionally it allows ISO and
CEN member bodies that use the NTClite service or any of the 1SOlutions applications to manage their
National Committees and experts.

Depending on the role assigned to a person in the Global Directory, the correct permissions are
automatically assigned to access documents, ballots and other relevant information in the other ISO and
CEN electronic applications. Details on roles and associated permissions can be found in the Annex 1
of this user guide.

In summary, the Global Directory manages:

e Member bodies and organizations involved in standards development

e [SO, CEN and National committees

¢ National representatives and technical experts taking part in ISO, CEN or national committees
e Experts roles in ISO, CEN and National committees

/!N Only CEN Members can view the CEN data and its related menus

B A CEN supplement to this user guide is provided for CEN Members to guide you through any

2= CEN specific procedures. You can download it at this URL:
http://isotc.iso.org/livelink/livelink?func=I1&objld=15512230&0bjAction=0pen&nexturl=%2Flivelink
%2Flivelink%3Ffunc%3DI1%260bjid%3D5157776%260bjAction%3Dbrowse

1CEN corresponds to the European Committee for Standardization (www.cen.eu).

2 |SOlutions offers services to support members performing National, Regional and International standardization
work

3 National eCommittees Lite (NTCLite) is a service provided by ISO to allow automatic dissemination of
International and/or Regional standardization work documents at the National level.
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1 Introduction

1.1 What are the main changes in the new version of the GD?
1.1.1 Merge of ISO and CEN Global Directories

In its previous version, the ISO and CEN Global Directories were two separate applications. The new
version of the Global Directory (also called Global Directory 3) merges the ISO and CEN Global
Directories into a single application and database. This simplifies the User Administrator's work by
avoiding duplication of entries.

{!5 Only CEN Members can view the CEN data and its related menus

1.1.2 Updated terminology
The following terms have been changed for more clarity and harmonization with CEN:

e Member Body User administrators was changed to User Administrators.
e Balloter was changed to Voter.

1.1.3 Improved user interface and search

A brand new user interface has been designed for easier navigation and access to the information you
are looking for. New search features have been introduced and now better integrate special characters
in searches and wildcard searches.

A Jump-to menu has been added allowing you to easily identify the different roles a person has, and to
quickly navigate to each role.

1.1.4 Access to the GD restricted to User Administrators

Access to GD is now limited to User administrators only. From now on Secretaries should rely on their
eCommittee's workspace to consult their committee's member list, as they will no longer be able to
access the GD. Users can change their password from the login page by clicking on My settings from
the Actions menu.

Secretaries that try to access the Global Directory will get the following message:

Global Directory QUALITY 3.2.0.0#20130412024041

Access to the Global directory is limited to Member Body User Administrators

WHAT DO YOU WANT TO DO?

IS0 related work
» View my committee's member list on 150 eCommittees (ISOTC)
» Access other 1SO electronic applications
> Change my password
> Download the list of GD User administrators

» Contact the International Helpdesk

Figure 1- Access to the Global Directory by Secretaries

E Refer to the CEN supplement section 1.1 to see what CEN secretaries will get as message
=zl when trying to access the Global Directory.
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Additionally, the GD will now allow designating a central point of contact for User Administrators of a
National Standardization body (NSB).

1.1.5 Increased visibility on data for User Administrators

Some visibility constraints have been removed. User administrators will now be able to do the following:

e Search and view the public profile4 of all the person registered in GD (only the User
administrator administering the person can view his full profile),

e View all the roles a person has in International, Regional committees (if member) and his own
National committees,

e Search and view all International committees, Regional committees (if member) and his own
National Committees,

e Search and view all International Organizations, European Organizations and his own National
Organizations

Therefore the sole limitation is that a User administrator cannot see:

e National committees and organizations that are administrated by other NSBs,
e theroles a person has in other National committees than the ones he administers,
e the personal details of a person which profile is administrated by another NSB.

These new visibility rules allow User administrators to see more information and therefore a new
declaration related to the use of information, including participants' personal information has been
issued. Please take particular note of the declaration you accepted on your first use of GD3.

Note that the notion of delegated MBUA has disappeared as visibility constraints have been removed.

1.1.6 Persons are no longer linked to a country

One of the big revolutions in the GD is that a person is no longer linked to a country at registration. This
allows a person to represent different organizations in different roles/ committees.

In the new GD, the field Administered by will allow members to keep track of the experts they have
registered.

1.1.7 Differentiating between administering a user and appointing a user

Like in the previous version of the GD, only one organization can register a person and consequently
maintain their personal details like their first and last names, personal email, telephone, postal address,
status, etc. The organization entitled to administer the person's details is indicated by the Administered
by field on the person's profile. It corresponds by default to the organization that has initially registered
the person in the GD.

The new feature introduced by this version of the GD is that the assignment of roles to a person can be
performed by different organizations. This allows a person to represent different organizations in
different roles/ committees. The appointing organization is indicated by the Appointed by field on each
of the roles assigned to a person.

Note the field Appointed by can be an organization or a committee. For instance:

e asecretary is appointed by the NSB holding the secretariat.
e acommittee member is appointed by a NSB
e aconvenor is appointed by the parent committee

4A public profile hides personal information such as phone numbers, postal address, person's preferences. The
public profile is displayed to User administrators not administrating the person's profile.
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1.1.8 New roles superseding “Member of Organization” and “Centralized committee member”

To accommodate the need for a person to represent more than one organization in committees, the role
Member of Organization has been removed. The Appointed by field will allow indicating which
organization a person represents in a committee.

The new role Employee of Organization enables to identify people that are directly working in an
organization (Staff) and assigning key functions within the organization (e.g. CEO, CEO Assistant,
Training coordinator, etc.) which can be useful point of contacts.

A new role of Document monitor has been created that allows read-access on eCommittees. This role
should only be assigned to NSB staff members, either in a centralized or decentralized way, to allow
them to monitor the work of committees without being confused with a committee member participating
in the work. This role replaces the 1SO Centralized committee member role (available on ISO/TC,
SC only) and the ISO Observer role (available on ISO working group only) that have been removed.

@ Note that the CEN Observer role available on CEN TC and TC/SC is still available in the GD (it
P has a different meaning than the ISO Observer role on working groups).

However CEN centralized committee member role has also been replaced by the Centralized
document monitor role (similarly to ISO).

1.1.9 Metadata for roles

Metadata can be associated with every role managed in the GD. Metadata are information that
characterizes a role. It can be a comment, a reference to a resolution, or any additional information on
the role.

Note that some metadata are mandatory at role assignment (e.g. stakeholders category® when
assigning a committee member in a WG; ballot type when assigning a Voter), and some are optional
(e.g. comment).

@ The handling of Stakeholder categories is currently not implemented for CEN roles, because of
Zsl pending business decisions.

1.2 My role as User administrator in the GD

In the Global Directory some roles are centrally administrated by 1ISO/CS or CCMC and some are
managed by desighated User administrators of ISO and CEN members.

/@\ The GD allows you to define a main point of contact for the User administrators of a NSB (see
X7 section 4.5.2)

5 Following TMB Resolution 75/2012 (recalling Resolution 89/2011), each expert (from either an 1ISO member body
or a liaison organization) on an ISO working group or similar body should indicate the stakeholder category that
most closely reflects his or her background. More information on stakeholder categories is provided in Annex 2 at
the end of the user guide.
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As a User Administrator, you are entitled to:

¢ Register and manage experts and their roles in committees

e Register and manage organizations (except International Organizations).

e Create and manage National Committees
All International Organizations and ISO member bodies are created and maintained centrally by
ISO/CS.

ISO roles maintained by User Administrators | ISO roles maintained by ISO/CS

e Committee Secretariat, Liaisons, Convenorship

e Committee officers (e.g. Secretary, Convenor,
Chairs)

e Convenor/Secretary Support team (at WG level)
e Chairperson Support Team

¢ NSB Participation to committees (P and O-
members)

e Project roles (e.g. Project Leader, or Submitter)
e Liaison Representatives

e Committee Member

e Secretary Support Team (if your NSB holds
the secretariat of the TC or SC)

e Balloting roles: Voter and Monitor
e Document Monitor

e Translator

e Employee of organization

¢ Roles in National committees

@f Refer to the CEN supplement section 1.2 for the roles' management at CEN.

i,} Exception: When a committee (TC, SC or WG) is flagged as a closed group, only ISO/CS or
. CCMC can update it.

PREFERENCES

Closed group

Mirrorable
Twinnable

Participation

For more information on roles and who can update them, please refer to the Annex 1 at the end of the
user guide.

@f Refer to the CEN supplement Annex 1 for the CEN roles definitions.

/!N Only CEN Members can view the CEN data and its related menus
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2 Logging in and logging out

Access the GD through ISO Electronic Applications homepage at https://login.iso.org and click on

Global Directory.

«f 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 IS0 applications on the official [SO website.

Event Notifications

Manage notification reports on changes in the 130 system.

Electronic Balloting

Support of consensus feedback processes in IS0
standardization.

Global Directory

User and role assignment and administration system for
granting access to 150 electronic applications.

ISOTC Server

Document management systems for the collaborative
development of standards.

Meeting Management

Suport 130 committees meetings organization.

Project Portal

Aggregated project status information for IS0 committees
and member bodies.

Submission Interface

Support of file and project data submissions to the 150
Central Secretariat.

Concept Database

Search for Terms, Graphical symbols or Codes.

Server

National Mirror Committees

Dissemination of 130 documents to MNational Mirror
Committees.

Home

{«j List of applications

/ Contact helpdesk

@ Heip

Actions

i} My settings

Figure 2 — ISO Electronic Applications homepage

@ Refer to the CEN supplement section 2 for an alternative login procedure through the CEN
L —

application portal

2.1 Logging in

The process to login from 1SO or CEN Electronic applications homepages is the same.

a) Start your Internet browser and open the corresponding URL. Click on Sign into applications

* @] Sign into applications

Home

{«j Listof applications

1 Contact helpdesk

@ Help

Actions

4 N

Figure 3 -Sign into applications

Global Directory - User Guide
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2 Logging in and logging out

b) Enter your username and password

c) Read the declaration and tick the box to accept the conditions

) Sign in to Global Directory

Usemame £ 1 don't know my username...

L | have lost my password...
Password

7} Help

[><] Contact helpdesk

set forth therein
Sign In

Declaration related to the permission to access non-public areas on the 1SO servers and the handling of
documents and data, including authorization to use participants' personal data in the 1SO electronic
applications.

[z | have read the declaration, and | accept the conditions ]

Show

Figure 4 — ISO/CEN Electronic Applications Log-in screen
d) Click on Sign in and select Global Directory

-\ Your username is sent to you by e-mail at your registration in the Global Directory by your User
@ Administrator. This email contains a link allowing you to choose your password. Please follow

the steps as described in the email.

& Note that both username and password are case-sensitive, i.e. they have to be entered exactly
as provided.

2.2 Logging out

a) In Global Directory, click Sign out in the Personal menu.

Global Directory Hefp ~ [f( s s Ms. ~ Search Search
Sign out

4 Home | Q Search

-

Welcome to Global Directory !

Figure 5 — Global Directory Log out

b) Confirm you wish to be logged out of your session by clicking Log-out on the confirmation screen.

c) You will be forwarded to the list of Electronic applications.

Global Directory - User Guide helpdesk@iso.org



2 Logging in and logging out

2.3 Password/username forgotten

If you have forgotten your password or your username, you can request to reset your password or a
reminder of your username on the log-in page.

a) If you forgot your username, click on the link I don’t know my username next to the log-in fields.
This will automatically send an email to the Helpdesk team with a request to verify your identity and
provide you with your username.

b) If you forgot your password, click on the link | have lost my password next to the log-in fields and
follow the instructions on the screen. Within the next few minutes you will receive an e-mail with a
link to reset your password.

) Sign in to Global Directory

Usemame £ | don't know my usermname..)
X 1 have lost my password...

Password

[z} Help

|| Contact helpdesk

[@] |have read the declaration, and | accept the conditions
set forth therein

Declaration related to the permission to access non-public areas on the 1SO servers and the handling of
documents and data, including authorization to use participants' personal data in the 1SO electronic
applications.

Show

Figure 6 - Password/ username forgotten
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3 User interface and navigation

3.1 Home page

After login, you will be directed to the Global Directory Home page, which displays the different
categories of items available, and the various actions you can perform, including:

e Use the advanced searches,
¢ Register new items (persons, national committees, organizations)

e Run reports,
e Access the help items.

General menus

Global Directory Available on every screen »[ fich mzs) |00 -
| & tome [ Q Soareh of the application

Welcome to Global Directory !

R

Search Search ]

4 )
PERSONS COMMITTEES ORGANIZATIONS
=" ) sl =L}
> Search > Search > Search
CREATE NEW CREATE NEW CREATE NEW
» Person » Committee » Organization
REPORTS EXPORT HELP
o7 >/ 7
o > List of reports O > All person roles >What's new ?
QUICK LINKS » All committee roles > Quick start guide
> Experts’ roles in committees >All organization roles » User guide and FAQ
> Users administrated by an organization > Contact Helpdesk
\_ > User administrators of GD )

T

Home page features

The home page is the starting point of the GD

Figure 7 — Global Directory Home page

Features Description

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

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

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

Reports section Run the different reports available for data extract

Help section Access the different help files and release notes

News & Announcements This section publishes the latest information on the GD such as new

releases and planned maintenance.

Figure 8 — Home page features
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3 User interface and navigation

3.2 General menus

The below menus are available on top of every screens of the application:

Quick links
Help menu Quick access to GD functionalities
Quick access to help files and Keyboard shortcut: Ctrl+Shift+S
release notes

Global Directory ~ s = soaren |

4 Home | Q Search

Personal menu Quick Search

Allows you to log-out Quick and easy access to all the
different items in the GD

Figure 9 — General menus

3.3 Searching for Information

The GD allows you to search information using a Quick search or Advanced searches available per
category.

Quick search

Use the quick search to easily access
all the different items in the GD

s 4

Global Directory . Help v | | Menioniiy, .| L."[ \ Search search |

4 Home | Q Search
i

Welcome to Global Directory !

PERSONS o | COMMITTEES , ORGANIZATIONS
s> Gl
> Search » Search > Search
CREATE NEW CREATE NEW CREAT/ W
» Person > Committee >fion
2 | REPORTS Q) "™ Advanced search

> List of reports w . .
An advanced search is available per

> Experts' roles in committees >U Category Of items FO a”OW YOU . .
» User administrators of GD »cc Searching data using specific criteria.

QUICK LINKS

News & Announcements

Click here to see all the news and announcements

Figure 10 — Global Directory search features

Search results are always displayed in the Search tab. In the search tab you can easily switch between
Quick Search and the different Advanced Searches.
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3 User interface and navigation

Search tab

Search results always get
displaved in the Search tab.

#A Home| Q Search

Quick Search Person Search Committee Search Organization Search Project Search

*

In the search tab you can easily switch between
Quick and Advanced Searches.

Figure 11 — The Search tab

3.3.1 Quick search

This feature allows users to perform a broad search across all items in the GD. The results from the
Quick Search will display a selection of the most relevant hits per category (Persons, Organizations,
Committees, and Projects).

Results show the top 10 results per category. If you wish to select the 10 next items, click on Load
more results.

/C?)\ The Quick search is very flexible on word spelling, taking into account special characters,
X7 possible spaces in the names, etc.

% Home | Q Search

Quick Search Person Search Committee Search Organization Search Project Search

‘brak ‘ m Reset

The number of matching results and

A Person l Displaying 10 of 168 matching resut" the number of results d|3p|ayed are
! or Full Name ‘mal

JIso

indicated at the top of each section.

] ANSI Alkema Bram Mr >

Awang Biak Dayang Radiah Dr > DSM »

Bak Greg Mr> SCC»

> DS»

Narrow down search
results using the SCOPE

. Ms » PKN >
and DISPLAY filters (see "
SEC'[IOI’\ 3 3 3) elfo Braz Mr. » ABNT »
d> SCC»
Click Load more results to
load the 10 next items.
& Committee Displaying 10 of 22 matching results.
Name Title Secretariat Administrated by Status
CENITC 256/SC 3/WG 4T » Braking CEN>

Got Feedback?

Figure 12 — Example of Quick Search results
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3.3.2 Advanced search

Advanced searches are available for each of the following categories in the GD: Persons,
Organizations, Committees, and Projects (ISO projects only).

It allows you to search entries using specific search criteria and more advanced search options like:

e The 'Start with' search allows you to type the first letters of a word in the Search criteria.
E.g. Last name: 'dra’: this will return all Last names starting with 'dra’.

e The Wildcard character '%' (percentage sign) can be used to substitute any other character
or string of characters.

E.g. 'ca%e": this will return all words starting with ‘ca’ and finishing with 'e'.

Some fields do not allow free input but offer a drop-down menu of possible values. In that case, select
the value most relevant to your search.

Note that you can filter down the drop-down list's values by entering the first letters of the value. See the
below example with Countries:

Committee Search Organization Search Project Sean

| United States
1 United States Minor Outlying Islands

Figure 13 — Drop-down menu

The figure below is an example of an Advanced search:

4 Home || Q Search

Quick Search Person Search Committee Search Organization Search Project Search

LastName |dra%e | Administrated by | v
First Name ] Serial number ]
Account email Status v Reset
The number of matching results and the
i 1 Person [ Displaying result 110 10 of 18 results ]« number of results displayed are indicated
0 e s at the top.
AENOR DRACEA »
DRAGNE » > ASRO»
~ Al DRAGOMIRESCU » > ASRO»
Draber> DIN>
Dragancea> > INSM >
Draasted » > DS»
Advanced search . , SAs
results can be | " BSI>
exported to Excel. | " -

Navigate through the different
results pages.

Figure 14 — Example of Advanced Search results

& An ISO (or CEN) Member Body can easily be identified by this symbol:
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Advanced search results can be exported to Excel (this feature is not available for Quick searches).

/!N When search exceeds 100 results, the export will only extract the first 100 results.

3.3.3 Scope of searches

Since the Global Directory merges data from 1ISO GD, CEN GD (international and regional level), and
National committees. Search results can be narrowed down to a smaller set using filter as defined
below:

Filter Description

Scope filters:

e World This will display ALL entries

e ISO This will display entries that are administrated by ISO.

e CEN This will display entries that are administrated by CEN.

e National This will display entries that are administrated by your Organization.

Display filters:

o All This will display entries without filtering the status.

e Only Active This will display only entries with an Active status.

/YN The CEN scope is only available for CEN members’ user administrators.

Filters are available on the left side of the search results page.
Default values differ depending on the search feature used:

¢ In Quick searches, the World scope will always be selected by default and Display all.
e In Advanced searches, your National scope will always be selected by default and Display all.

4 Home | Q Search

Quick Search Person Search Committee Search Organization Search Project Search
Last Name | dra%e Administrated by v m
First Name Serial number
Account email Status - Reset
m A Person Displaying result 1 to 10 of 18 results
¥ World Last Name First Name Email Administrated by Status
ENOR DRACEA » > ASRO»
AGNE » > ASRO»
& All DRAGOMIRESCU » > ASRO>
Only e
EXPORT
| exort | — DN
\ = Excel
Dragancea » > INSM »
Dragsted » > DS»

Figure 15 — Search results filters
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3.4 Viewing the details of an entry

From the Search results tab, click on the entry name to open the detailed view. This will open in a
separate tab the profile of the entry with its details and roles:

m & Committee Displaying result 1 to 3 of 3 results
Wend Reference . Secretariat Status
150 Click on the entry name to open
_ISOITC 10/CORG » . . .
its details in a new tab.
A" ISOITC 1OIJSG 1 . narmonizauonr ues

Only Active

| & Home || Q Search [ & 1SOTC 10/CORG x

PERSON ROLES ADMINISTRATED BY STATUS o (& (7
18> 1SO>» Active -
I @ DETAILS IDENTITY RESPONSIBILITY
L _ Reference Convenorship
¢» STRUCTURE
ISO/TC 10/CORG SIS»
1A ORGANIZATION ROLES English title Twinned convenorship
Coordination group
~. PERSON ROLES French title
/ Manage v Groupe de coordination CONTACT
Technical sector .
RS Web site
= LIAISORS Basic subjects
Level
Working group

Figure 16 — View entry details
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4 Persons management

4 Persons management

As a User administrator you are responsible for managing the roles and details of your national experts
and representatives. To manage a Person in the GD, you need to first search for this person and open
its profile.

From the person’s profile, you have access to all the person's details and roles as well as the menu to
allow you to manage them.

4.1 View a person's details and roles
4.1.1 Person menu

On the left side of a person's profile you will find the Person menu that allows you to manage their
details and roles.

The below figure gives an overview of the different menu items:

DETAILS Details allow you to view and manage the basic information of

the person and transfer roles from the person to another

< VYiew details
# Edit details

# Transferroles

IS0 ROLES ISO roles allow you to view and manage the ISO committee and

© Yigw all roles centralized roles of a person

# Manage -

CEN roles allow you to view the CEN committee and centralized

CEH ROLES roles of a person

& Yiew all roles /'i This menu section is only visible to CEN Members’ user

administrators

HATIONAL ROLES . .
National roles allows you to manage the roles of the person in

© View all roles National Committees

STAFF ROLES

Staff roles allows you to manage the roles of the person in an

< Yiew all roles " .
organization

# Manage -

STATUS Status allows you to manage the status of the entry (active
A hlanage - inactive).

ACCOUHT

Account allows you to reset or force the password of the person
= Reszet password

t111t ¢t 1

%8 Force password

Figure 17 - Person menu

/(D\ In the manage section of the Person menu you only see the role that you are entitled to
X7 manage as User Administrator.
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4 Persons management

To view a person’s details or role click on View details or View all roles respectively in the relevant
personal menu item. Once all roles are displayed, use the Jump To links to jump to the relevant role.

4 Home | Q Search | & . x
COMMITTEE ROLES CENTRALIZED ROLES PROJECT ROLES MNATIONAL ROLES STAFF ROLES ADMINISTRATED BY STATUS 0 o .
15 150> B 4150> - 2> ANSI» Aclive i
DETAILS [ JUMP 7O Convenor Convenor/Secretary Support Team Chairperson Committee member Project leader ]
© View details
# Edit details
CONVENOR
# Transfer roles ) )
ISOITC 6/SC 2/WG 27 » ISOTC B/SC 2> CIle on the r0|e to Jump to the
Tissue test methods .
e relevant entries
@ View all roles ISOITC 173/SC 3IWG 2» ISOMC 173/5C 3»

Urinary absorbing aids

Anage

CONVENOR/SECRETARY SUPPORT TEAM
NATIONAL ROLES ISOITC 6/SC 2/IWG 27 » ANSI »
® View all roles Tissue test methods
# Manage v ISOITC 173/SC 3/IWG 2 » ANSI »

Urinary absorbing aids

STAFTROLES ISOITC 173/SC 3IWG 5> JISC >
© View all roles Skin barrier adhesives for ostomy aids - Vioca..

# Manage -
CHAIRPERSON

STATUS ISOMMC 17315C 3> 515> Mandate: 1996-01-01 — 2013-12-31
Aids for ostomy and incontinence

# Manage -
COMMITTEE MEMBER / edit
ISOITC 6/WG 4> ANSI »
ACCOUNT Chemical analysis
& (IR ISOITC 6IWG 7> ANSI >
% Force password Cores for reels of paper
ISOITC 6/SC 2/WG 12 » ANSI »

Accelerated ageing

Figure 18 — View all ISO Roles

/- The Jump to section only displays the set of roles a person has. This allows you to identify
\»/ easily the current roles of the person.

Therefore, if a role is not displayed in the Jump to section, then it means that the person is
not assigned the role.
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4 Persons management

4.1.2 Person Summary banner

On the top of every person's profile a Summary Banner gives an overview of the roles of the person,
and more specific data such as the organization administering the person's personal details, his status
and some system information (e.g. last update date).

Summary of the person's roles Comments and System
information menu
4 Home || Q Sear& x
COMMITTEE ROLES CENTRALIZED ROLES PROJECT ROLES NATIONAL ROLES STAFF ROLESIADMINISTRATED BY STATUS o Y f-
15150 = 41S0> ; 2> ANSI > Active
e IDENTITY ' CREATION -
© View details Last name Information on the organization -
/ Edit details administering the personal 2012-07-12
/ Transfer roles Salutation details and the status
1SO ROLES or SERIAL NUMBER 25963
© View all roles Title SOURCE REFERENCE -
# Manage b
SOURCE APPLICATION -
NATIOMAL ROLES RESPONSIBILITY CEN LEGACY NUMBER 634487

Figure 19 - Person Summary banner

4.2 Register a new Person

You can register a new user from the Home page by selecting Person > Create New Person.

-\ Itis always recommended to first search for the person in GD, to make sure he/she has not
@ already been registered.

If the search returns no results, a direct link Create new person is displayed.

A Home | Q Search

-

Welcome to Global Directory !

PERSONS , COMMITTEES o ORGANIZATIONS
‘ PN 1
> Search ° tn > Search
CREATE NEW Register a new person from the CREATE NEW
> Person Home page. > Organization
A REPORTS HELP
4 > List of reports . > What's new ?

QUICK LINKS

Figure 20 — Register a person from the Home page
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4 Persons management

‘ 4 Home | Q Search

. Quick Search ... Person Search & Committee Search 44 Organization Search Project Search

LastName  hart Administrated by - Search

FirstName | jeff Serial number

Account email Status - Reset

SCOPE

¥ World . .
0150 Register a new person directly

() AENOR from the Search results.

& All

() Only Active

No results. Please try again with a different query.

EXPORT < 5 : &
@E_I The Person you are looking for is not in the directory? Create new Person
Xce!

Figure 21 - Register a person from the Search results page

In the creation screen, enter values for all mandatory fields (marked with a red *) and click Confirm
Creation on the left side of the screen when you are done.

‘ 4 Home || Q Search || L Person x

Create person

e Te—— CONTACT
Cancel Confirm creation
Last name* First name* Notification email
LEGEND “
*
Reaujted Salutation* Initials Telephone
¥ Modified [
= Select type 24 Insert new number
Title
Postal address
Address
ACCOUNT
Email* Zip code Town State
l Country
-
PREFERENCES

Preferred language

Figure 22 — Update person's details and confirm creation

@ When a person is created in the GD, an email is automatically sent to him/her with his login
NS information (username and a link to set his/her password).
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4 Persons management

The below table provides some details on the different fields to edit:

Fields

Description

Last name / First name

(mandatory field)

This free-text field supports special characters.

' Please avoid entering the last/first names in full capital
- letters.

Salutation

(mandatory field)

Select the adequate salutation for the drop-down list. Feel free to
select the option Other, to enter a different salutation.

(mandatory field)

Initials Initials of the person.
Title Position of the person within his organization.
Email Email address used as the username of the person to access

Electronic applications. Confidential information which should only be
accessed by the user himself (e.g. changes of passwords) will be
sent to this address.

Preferred language

By default set to English. This is for information only and may be
used for communication purposes.

Notification email

Email address seen by other users. It is the email used to
communicate with the person for regular business matters. If no
Notification Email is entered, it will be automatically set to the
Personal Email.

The notification email can be overridden by another email on specific
roles: e.g. when a Secretary wishes to receive all notifications
concerning his secretary role to a specific email address.

Telephone

This section allows you to register multiple phones or fax numbers.

L L y  Phone/Fax numbers must start with either 00 or +.

Postal address

This is a free-text field.

' This field is optional, but if you start entering an Address,
- then Town and Country become required (vice versa).

Figure 23 — Person's details — Field Description

Once the new user is created, your Organization is set as the one administering its personal data. This
is shown in the Summary banner under the section Administrated by.

Q, Search || L x

% Home

COMMITTEE ROLES CENTRALIZED ROLES PROJECT ROLES NATIONAL ROLES STAFF ROUES ADMINISTRATED BY| STATUS o
- R 2>

15180 4180

ANSI»

Active

Organizations administrating
the person's details and status
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4 Persons management

4.3 Modify a person's personal data

As a User Administrator, you are responsible to manage the personal data for the people you are
administering in GD.

The personal details of a person (first and last names, personal email, telephone, postal address) are
administrated by one organization only (indicated by the Administrated by field in the Summary
banner of the person's profile). By default it corresponds to the organization that has initially registered
the person in GD.

& If you open the profile of a person not administrated by your organization, you will see his
public profile® with no rights to edit it.

To modify a person’s details, search for the person, open his profile by clicking on the entry in the
search results, and select Details > Edit details from the Person menu.

All fields that you are allowed to update will then become editable. Once you have performed the
required changes, click on Save changes on the left side of the screen.

% Home | Q Search | L x

COMMITTEE ROLES CENTRALIZED ROLES PROJECT ROLES NATIONAL ROLES STAFF ROLES ADMINISTRATED BY STATUS o o i
15150 - 50> ) 2> ANSI> Active 2
DETAILS IDENTITY RESPONSIBILITY
a2 WL IGERS First name Employee of organization
/ Edit details ANSI Experts »
/# Transfer roles LIAISON »
1SO ROLES CONTACT
# Home || Q Search || L x
COMMITTEE ROLES CENTRALIZED ROLES PROJECT ROLES MNATIONAL ROLES STAFF ROLES ADMINISTRATED BY STATUS o e i
15150 = 4150+ = 2* ANSI» Active

o e
iscard
First name* Employee of organization
WEHEL L ANSI Experts >
LIAISON »
*
G Salutation* nitials
¥ Modified I

Dr -

CONTACT

Notification email

ACCOUNT Telephone
Email* Phone (business) - +513-731-1159 x
= Fax v +513-731-1459 x®
Phone (business) v Insert new number

Figure 24 — Edit a Person's details

In the edit screen, mandatory fields are indicated by * and modified fields are indicated by \'l

6A public profile hides personal information such as phone numbers, postal address, person's preferences. The
public profile is displayed to User administrators not administrating the person's profile.
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4.4 Inactivate a Person (manage a person's lifecycle)

As a User Administrator, you are responsible to manage the lifecycle of the people you are
administering in GD.

A person can only have two possible statuses in GD: active or inactive.

Deletions are not permitted in the GD in order to keep historical information. Therefore retired users
shall be inactivated. This will flag them as inactive in the system, and will remove their access to the
different Electronic applications.

/. Thereis one exception to deletion. If a person has been created by mistake, you can delete
@ him/her within a period of 2 days. Note that to delete a person, you must inactivate him/her
first.

Only one organization can administer the lifecycle of a person. The organization entitled to administer
the person's personal details is indicated by the Administrated by field in the Summary banner of the
person's profile.

To inactivate a user, first open his/her profile then:

1. Remove all his/her roles

2. Select Status > Manage > Inactivate from the Person menu
3. Enter a comment (this is mandatory for traceability purpose)
4. Click Confirm.

DETAILS e

Mot snecified

© View details
# Edit details
# Transfer roles Confirm changing the status to Inactive .

"~

*
IS0 ROLES | Comment

) this person has retired o
< View all roles

# Manage A

NATIONAL ROLES
@ View all roles ii.of

/ Manage v eflll

si.o

STAFF ROLES

< View all roles

# Manage v

STATUS

—

Figure 25 — Inactivate a person

# Manage -

Inactivate
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4.5 Manage a Person’s roles

=\, As mentioned in section 1.1.7, this new version of the GD allows the assignment of roles to

@ a person to be performed by different organizations. This allows a person to represent
different organizations in different roles/ committees. The appointing organization is
indicated by the Appointed by field on each of the roles assigned to a person.

This means that there are no more restrictions on the assignment of roles as long as they
comply with the directives. Therefore a User Administrator can assign a role to a person
even if his organization is not administering the person's profile (indicated by the
Administrated by field).

People's roles are categorized through different subsections of the Person menu (see section 4.1.1). In
order to manage a particular role, you need to open the relevant subsection.

The GD supports the management of roles in a bidirectional way. This means that a role between a
committee and a person, or between a committee and an organization, or between a person and an
organization can be edited by going through either of the two entities in the relationship.

You can therefore assign a role in a committee to a person by opening the person’s record, or by
opening the committee's record.

All GD roles are defined in the Annex 1 of this user guide.

@i Refer to the CEN supplement Annex 1 to have the CEN GD roles.

4.5.1 Editing roles

To edit a person’s roles, open the person’s profile. Select the relevant subsection of the Person Menu,
then:
a) Either click Manage and select the role you wish to update from the drop-down list,
b) Or browse the person's roles, and click the Edit icon /" edit next to the role you wish to
update.

/YN The drop-down list only shows roles you are entitled to modify.
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4 Persons management

% Home | Q Search | L . *

COMMITTEE ROLES CENTRALIZED ROLES PROJECT ROLES NATIONAL ROLES STAFF ROLES ADMINISTRATED BY STATUS

15150> - 4150» = 2 ANSI» Active b) C“Ck Ed|t next to the

o role you wish to update
a) Select the I’O|e tO ed't N o Convenor Convenor/Secretary Support Team Chairperson Committee member Pt

the Manage sub-menu. PERSON
TC173/SC 3> SIS» Mandate: 1996-01-01 — 2013-12-31

Eids for ostomy and incontinence

# Tra
COMMITTEE MEMBER

RSOROLES \ ISOITC 6IWG 4> ANSI»
< View all roles Chemical analysis

# Manage ¥ ISOITC 6/WG 7> ANSI»

Cores for reels of paper

COMMITTEE
Ballot monitor ISOITC 6/SC 2/WG 12 » ANSI »

Aecolried sgeing

Decument monitor

ISOITC 6/SC 2IWG 27 » ANSI >
Secretary support team Tissue test methods
Voter
SR TR ISOITC 6/SC 2IWG 37 » ANSI >

Air permeance — General Method
Centralized ballot monitor
Centralized document monitor ISOITC 6/SC 2IWG 41 ANSI» Stakeholders category: A - Industry and commerce
Contact angle Comment: re-added by 15O helpdesk after the WG

Centralized voter has been incorrectly disbanded

Technical manager
\ Translator Z ISOITC 173/SC 3> ANSI > Comment: Registered as Chair of ISO/TC 173/SC 3

Aide fnr metanme and incantinanes

Figure 26 — Manage a Person's roles

The next screen, the role edition screen, lists the corresponding roles the person is already assigned to
and that you manage.

a) To edit or delete an existing role, click on the corresponding icons next to the role.
b) To add a new role, search for the committee either using the drop-down list and click Add or
using the Add multiple assighments

In the drop-down list you can type part of the committee reference in order to filter it down.
A 4 E.g.: tc 10, sc 3, tc 10/sc 1, tc 10/wg

4 Home | Q Search | L x

COMMITTEE ROLES ~ CENTRALIZED ROLES  PROJECT ROLES NATIONAL ROLES STAFF ROLES ADMINISTRATED BY ~ STATUS a) Click the Edit or Delete icon
15150 E 4150* = 2> ANSI» Active R ..
to edit or remove an existing role.
= e — Committee member -
viscerd | (R

Committee Status Secretariat Appointed by Additional information

LEGEND
ISOITC 6/WG 4 .

* Required Chemical analysis Active AN

I Created
ISOMTCEMG T Active ANSI s
Cores for reels of paper
ISOITC 6/SC 2/WG 12 " .
Accelerated ageing Active i 4
ISOITC 6/SC 2IWG 27 . 5
Tissue test methods Active COE 4
ISOITC 6/SC 2/WG 37 " .
Air permeance - General Method Active RE. 4
150/ S gory: A - Industry a... y
Cont . Comment: re-added by IS0 helpdesk...

b) To add a new role, either use the drop-
1501 . i . ’ .
Aids down Ilst or use the Add multlple Comment: Registered as Chair of ISOJ... 7
ison  assignments )
Urin: 4
ISOITC 173/SC 3IWG 5 " .
Skin barrier adhesives for ostomy aids - Vm:ahul*j'\cwE aEs d
[ Select Committee >  Add Add multiple Committee member ]

Figure 27 — Edit/Delete a role
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Use the drop-down list to quickly The Add multiple assignments allows you to
add a role on one committee. assign the role to more than one committee.
ISOITC 173/SC 3/IWG 5 . -
Skin barrier adhesives for ostom;tabuary Active b ; 4 X
Select Committe |iso.lTC 10MWG| - Add\ Add multiple Committee b ]
ISOITC 10/WG 16
ISOITC 10/WG 17
ISOITC 10/WG 18
ISOITC 10/WG 20
Got Feedback?
J

Figure 28 — Add a new role committee

Once all changes were made, save your changes by clicking on Save changes on the left of the screen.

4 Home || Q Search | & - - x
COMMITTEE ROLES ~ ORGANIZATION ROLES ~ PROJECT ROLES ~ NATIONAL ROLES ~ ADMINISTRATED BY  STATUS o (7

5 AENOR, 4180 > 3>

Discar ) member ) . i MS

AENOR» Active

R Person Status Secretariat Appointed by Additional information Edit Delete g
1SO/TC 10 : i

& Raadied Technical product Active AENOR ¥ X

I Created
1SOITC 37 . ;
Terminology and ot Active AENOR 5 X
Select Committee ~ | Add Advanced Search ...

Figure 29 — Save changes

& If you close or quit the edition screen before clicking Save changes, the changes in role
assignments will be discarded.

4.5.2 Roles metadata

Each role has a set of metadata associated. Metadata differ between roles and some metadata are
mandatory, while some are optional.

To update a role's metadata, click on the Editicon “~  while editing roles (in the role edition screen).

4 Home || Q Search | & - - x
COMMITTEE ROLES ~ ORGANIZATION ROLES ~ PROJECT ROLES ~ NATIONAL ROLES  ADMINISTRATED BY ~ STATUS o i
5 AENOR, 41SO > 3> - = AENOR » Active
piscard | TR Committee member - . we Ms
Person Status Secretariat Appointed by Additional information Delete &
LEGEND
1SO/TC 10 .
* Required Technical product Active AENOR X
I Created
150G 87 Active AENOR 7 X

Terminology and ot

Figure 30 — Edit arole's metadata
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This will display the metadata window, fill in the mandatory fields (if any) and click Add.

Additional information

New assignment

Voter - Encabo Elena Ms - ISO/TC 109

Appointed by Gl Notification email for the role
AENOR ¥ email

Ballot type *
[FiciB [FIDIS [JFDIS [[SR

Cancel “

Figure 31 — Example of Metadata on roles

The set of metadata differs between roles. The possible metadata values you can update are:

Metadata Description

Notification email for the | Assign a specific notification email on a role which will override the
role 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 Add a comment to a role assignment.

Ballot type When assigning balloting roles, you will be asked to indicate for

(mandatory metadata) which ballot (CIB, DIS, FDIS, SR).

E.; There are different types of ballot at CEN. Refer to the
2= CEN supplement section 3.1 to see the different types of
ballot at CEN.

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

(mandatory metadata) her background

More information on stakeholders' category is given in Annex 2 at the
end of the user guide.

@ Stakeholder categories are not displayed for the moment
B at CEN (will be defined later).

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

E.g. function=CEO,; alternative title=Secretary General.

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

1 A NSB can only count one point of contact amid the User
. administrators.

Figure 32 — Description of Roles metadata
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4.5.3 Multiple assignments:
You can use the multiple role assignments feature to add several committees for a same role.
For instance, to assign multiple roles:

1) Open the Manage menu under ISO roles

2) Select the appropriate committee role

3) Click on Add multiple [role’s name] roles

4) Search the parent committee you wish to assign and then select the committees you wish to
add for this role

5) Click Add

6) Then click Save changes.

This feature is limited to the roles of Secretary Support Team, Committee member, Voter,
N Ballot Monitor and all National Roles.

g Refer to the CEN supplement section 3.2 to have the additional CEN roles supported by this
== feature.

DETAILS

< View details
/ Edit details
# Transfer roles

150 ROLES

< View all roles F— Ci itte b
e Sivc chancos ommittee member -

Committee Status Secretariat  Appointed by Additional information

# Manage -

LEGEND

1SOITC 110/5C 4

Variable-reach rough-terrain trucks Active
Select Committee [ Add multiple Committee member roles ]

COMMITTEE

Ballot monitor
Committee member
Document monitor
Secretary support team
Voter

ORGANIZATION

Centralized ballot monitor
Centralized document monitor
Centralized voter

Technical manager
Translator

x|

Multiple assignment

Reference Number
TC SC

]

I o~ =~ |

Enter criteria above and click "Search"

Figure 33 — Add multiple assignments
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Multiple assignment

%

Reference Mumber 1) Enter the parent
2b) To 35 sC WG con;mltteﬁ and then click
select all on searc
rqles . !" Committee Secretaniat Administrated By
displayed in
the list, click ISO/MC 35 NEM » ISO >
on “Select ISOITC 35/SC 2 DIN » IS0 >
all” option

[SOVTC 35/S5C 9 BSl» I1SO»
2a) Select [SOYTC 35/5C 10 OIN = ISO»
the
committees » [SOVTC 35/5C 12 BSl» SO >
you wish to [T Ar e A4 N IS0 s
add. Selectet 3) The “Appointed by” field is
automatically recognized as your NSB
MNotification email for the role
email

Ballot type® 4) Enter the mandatory metadata and if

CIB [DIS [CJFDIS SR needed other metadata

Comment

Canca 5) Click Add »

Figure 34 — Multiple assignments

When a Metadata is required, once selected this metadata will apply to all concerned
committees

For the committee member role, you cannot add committee members at WG and TC (or
TC/SC) level at the same time. At WG level a stakeholder category is required. As this
mandatory metadata doesn’t apply at TC or TC/SC level, if you need to add committee
members for TC (or SC) and WG committees, you need to add them separately.

This feature is used to assign roles but not to edit them (e.g. change a metadata)

g Note that the above constraint do not apply when assigning multiple CEN roles. Indeed since
P=m CEN has not yet implemented stakeholder categories, it is possible to add committee
members at CEN working groups and TC (or TC/SC) level at the same time.
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4 Persons management

4.5.4 Centralized roles

Currently centralized roles only apply to ISO committees and subcommittees where your

Centralized roles are managed in the ISO roles section of the Person menu.

Organization is registered as P- or O-member.

Editing a centralized role is similar than any other committee role, except
committee, you need to select the Organization for which the role applies.

For instance, to assign a Centralized document monitor:
1)
2)
3)
4)

Open the Manage menu under ISO roles

Select the role Centralized document monitor

In the role edition screen, select the appointing Organization
Click Save changes.

DETAILS
< View details
# Edit details

# Transfer roles

150 ROLES

< View all roles

# Manage

COMMITTEE

Ballot monitor
Committee member
Document monitor
Secretary support team
Votar

that instead of selecting a

ORGANIZATION Sta L% oo 3 Centralized document monitor - Ms
Centralized ballot monitor Person Administrated by Appointed by Additional information Edit Delete gz
e SEnRme I Select Organization [aenor v | Add Advanced Search ...
Centralized voter O

Technical manager
Translator

Figure 35 — Assign a Centralized role

4.5.5 Transfer roles from one person to another
You can use the role transfer functionality to transfer the roles from one perso

This feature is limited to the roles of Committee member, Voter, Ballot Mo
and all National Roles and does not apply to Centralized roles.

Note that:

e Metadata cannot be edited during the role transfer,
]

e Mandatory metadata will be transferred.

n to another.

nitor, Document Monitor

Optional metadata on roles, such as comment, won't be transferred to the new person,

To do this, start with opening the profile of the person from whom the roles should be transferred and

then click Details > Transfer roles.

Global Directory - User Guide
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4 Persons management

The role transfer screen opens (see below). First search for the person who should receive the roles,
then select the possible roles you can transfer to that person. Click Save changes to complete the

4 Home | Q Search | L *
COMMITTEE ROLES CENTRALIZED ROLES PROJECT ROLES NATIONAL ROLES STAFF ROLES ADMINISTRATED BY STATUS o
15180 > - 41S0> = 2> NSI > Active
DETAILS IDENTITY RESPONSIBILITY

@ View details ast name First name Employee of organization

ANSI Experts »
LIAISON »

b ool

[I # Transfer roles

ISO ROLES CONTACT

3a) Select the roles

. ou want to transfer
4) Click Sav Y
@ ) Click Save - x one by one ;
changes -
COM ROLES PROJECT ROLES NATIONMAL ROLES § 0 ‘
51s BlIso> - ' 2) The system checks which '
roles you are entitled to
a— o= Rots transfer to the selected person B (T
isorc1rysc w1 oL o and only shows you the ones v
LEGEND General optical test metho that can be transferred J
v 551 ISQITC 172/SC 1/WG 2 .
® I::z:: :gl pI::!;irJle Preparation of drawings fol Committee member v O

I} Role already exist

ISOTCATASC NG 3 o b e 3b) By clicking on “Select by
Environmental test method »

roles”, you can select all roles
ISOITC 172/5C 3/WG 1 Committee member (“SeleCt a"”) or all roles for a

Raw optical glass .
specific role
ISOITC 172/SC 3/WG 3

Characterization of IR mat ~ Committes member

1) Select the person who

should receive the roles. =
Fernandes Susana Mrs | ) ] T | Global Role Selection

GLOBAL ROLE SELECTION

[C] Select All (8)
1 SO ROLES
[[] Committee member (8)

[CIBallat manitar (1)
NATIONAL ROLES

[CIMational committee member (1)

Figure 36 — Transfer roles

& The role transfer screen will only list the different roles appointed by your organization.

The system may reject some roles to transfer (indicated by the icon ®) in the case of
closed groups, or roles managed centrally by ISO/CS or CCMC.

If the selected person already has some of the roles to transfer (indicated by the icon —’:),
the system won't transfer them either.

Once the role transfer has completed, a new tab will open with the profile of the person who has
received the roles.
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4.6 User Account Management
4.6.1 Re-send activation email

When a person is created in the GD, an email is automatically sent to the person with his/her login
information (username and a link to set his/her password). The user has 3 days to set his/her password
to activate the account. Pass this 3 days the user will no longer be able to use the link in the email and
as User Administrator you will need to re-send the activation email.

ACCOUNT Until the user activates his account (i.e. by clicking on the link
in the email received and chosen a password), you will see
that his account is pending activation. As long as the user
Re-send activation email has not chosen a password, he cannot log in ISO applications.

Pending activation

To re-send the activation email, search for the person in GD, open his/her profile and click on Re-send
activation email in the Account section of the Person Menu.

DETAILS
< View details
# Edit details

# Transfer roles

150 ROLES
< View all roles

# Manage A

NATIONAL ROLES

< View all roles

# Manage A

Il

STAFF ROLES

© Viewall roles This will send an email to the user allowing him/her to activate his/her account.

# Manage - ) )
| Click on Confirm to re-send the
STATUS activation email

# Manage - -

ACCOUNT

Pending activation Cancel [ W]

[ %4 Re-send acfivation email ]

% Force account activation

Figure 37 — Person details - Re-send activation email

4/~ You may sometimes have the message Account not in sync! displayed. This means that
@ there has been a problem with the synchronization of the username preventing the email of
activation to be sent.

To resolve this issue, just click on the Sync account button. This action will automatically
send an activation email to the user. Should the error message not disappear, please
contact helpdesk@iso.org

ACCOUNT

Account notin syncl

[ & Sync account
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4.6.2 Force a user’s activation
At a user request you can force the account activation for the user.

To do this open the profile of the person, and select Account > Force account activation from the
Person menu. You can generate the proposed password or modify it and then click on Confirm.

DETAILS
< View details
# Edit details

# Transfer roles

A password is
proposed by
default but if

IS0 ROLES

< View all roles

/ Manage - you prefer you
can enter a

NATIONAL ROLES new one.

< View all roles

# Manage -

STAFF ROLES ENTER INFORMATION BELOW TO F CTIVATION OF THIS ACCOUNT

< View all roles .

# Manage . Generated password: ZmemrruGo9

ST Send password by email: =

# Manage A t

ACCOUNT Cancel You can also

Pending activation send this new

% Re-send activation email password by

I &% Force account activation l email by Click confirm to

]ﬁe:gctmg this for the activation
ela.

Figure 38 — Person details — Force account activation

4.6.3 Reset a user’s password
At a user request you can trigger a password reset for the user.

To do this open the profile of the person, and select Account > Reset password from the Person
menu. Click OK on the confirmation window, an email with instructions will be immediately sent to the
user.
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4 Home || Q Search

COMMITTEE ROLES CENTRALIZED ROLES PROJECT ROLES

7150

DETAILS
< View details
# Edit details

& Transfer roles

150 ROLES
<« View all roles

# Manage

HATIONAL ROLES
< View all roles

# Manage

STAFF ROLES
<« View all roles

# Manage

STATUS

# Manage

5 8

ACCOUNT

[ = Reset password

%% Force password

4.6.4 Force a user’s password

x

1 ANSI » 1>

IDENTITY

Last name

Salutation
Dr

Title

RESPONSIBILITY

Employee of organization
¥

CONTACT

Motification email

Telephone

Phone (business) +1 425 487 7779
Fax +1 425 458 0342

Postal address

Address

Figure 39 - Person details — Reset password

At a user request you can force a password for the user.

NATIONAL ROLES STAFF ROLES ADMINISTRATED BY STATUS
ANSI»

Active

First name

To do this open the profile of the person, and select Account > Force password from the Person
menu. You can generate the proposed password or modify it and then click on Confirm.

A password must contain 8 characters at least (with 2 letters at least and 2 numbers at
least) and should not contain any of the ISO or CEN acronyms such as TC, SC, WG etc
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4 Home

Q, Search

COMMITTEE ROLES
7150

DETAILS
< View details
# Edit details

# Transfer roles

150 ROLES
<« View all roles

# Wanage

HATIONAL ROLES
< View all roles

# Wanage

STAFF ROLES
<« View all roles

# Wanage

STATUS

# Manage

5 8

CENTRALIZED ROLES PROJECT ROLES

ACCOUNT

= Reset password

% Force password

x

1 ANSI »

IDENTITY

Last name

Salutation
Dr

Title

RESPONSIBILITY

Employee of organization
¥

CONTACT

Motification email

Telephone

Phone (business)

Fax

Postal address

1s

1) Click on Force password

ANSI»

+1 425 487 7779
+1 425 458 0342

NATIONAL ROLES STAFF ROLES ADMINISTRATED BY STATUS

Active

First name

2) This window opens

4) You can
also send this

new password

by email by
selecting this
field.

Generated password:

* Send password by email:

Cancel

ENTER INFORMATION BELOW TO FORCE A NEW PASSWORD.

Example041

5) Click confirm ﬁ

3) A password
is proposed by
default but if
you prefer you
can enter a
new one.

Figure 40 - Person details — Force password
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5 Organizations management

5 Organizations management

In the Global Directory, "Organizations" is a general term that includes 1SO (or CEN) members,
International and Regional organizations, and national organizations.

ISO members and I1SO international organizations' details are managed centrally by ISO/CS (even
if their profile is not indicated as Administrated by ISO). Any request for change should be sent to
helpdesk@iso.org.

@ CEN members' details are managed centrally by ISO/CS. Any request for change should be
P=m sentto helpdesk@iso.org.

CEN international organizations at European level are managed centrally by CCMC. Any
request for change should be sent to Dataservice at CCMC: dataservice@cencenelec.eu

As a User administrator you are responsible for managing the roles and details of your national
organizations. To manage an organization in the GD, you need to first search for it and open its profile.

From the organization's profile, you have access to all the organization's details and roles as well as the
menu to allow you to manage them.
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5 Organizations management

5.1 View an organization's details and roles

5.1.1 Organization menu

On the left side of an organization's profile is displayed the Organization menu that will allow you to

manage its details and roles.

The below figure gives an overview of the different menu items:

DETAILS
o iew details
# Edit details

150 ROLES
< View all roles

A Manage v

CEH ROLES

& igw all roles

STAFF ROLES
< View all roles

A Manage M

LIAISOHS

& Vigw liaisons

STATUS
A Manage v

Tttt 11

Details allow you to view and manage the basic information of
the organization.

ISO roles display the organization's roles within ISO
committees (e.g. Secretariat, P-membership). The Manage
menu is only available for your Member Body Organization and
allows you to Manage centralized roles.

CEN roles* display the organization's roles within CEN
committees (e.g. Secretariat). The Manage menu is only
available for your Member Body Organization and allows you to
Manage centralized roles.

Staff roles allow you to view and manage the employees of
the organization including their functions and titles as well as
the Member body user administrators for your organization.

Liaisons display the different liaisons in committees registered
for the organization.

Status allow you to manage the status of the entry (active,
inactive/withdrawn). This menu item is not available for ISO
Member bodies which status is centrally managed by ISO/CS

Figure 41 - Organization menu

/YN * The CEN roles menu section is only available to CEN Members’ user administrators.

©

X AnISO (or CEN) Member Body organization can easily be identified by this symbol:

To view an organization’s details or role click on View details or View all roles respectively in the
relevant organization menu item. Once all roles are displayed, use the Jump To links to jump to the

relevant role.
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4 Home | Q Search | g2 ANSI x

COMMITTEE ROLES ~ LIAISONS COMMITTEES PROJECT ROLES CENTRALIZED ROLES STAFF ROLES ADMINISTRATED BY ~ STATUS )
1189 1SO» = 11S0> 5I150* 60> ANSI » Active
DETAILS [ JuMP TO  Secrefariat Convenorship Centralized document monitor Centralized voter Technical manager Transl, Maintenance agency P-member O-membal
<« View details
| . SECRETARIAT Appointed by Additional information
© Viewal roes e es Ansr Click on the role to jump to the
ISONEC JTC 1> ANSI > H
Information technology relevant entrles
STAFFROLES ISOJIEC JTC 1/SC 22> ANSI >
© View all roles Programming languages, their environments and syste..
SUEER T ISO/IEC JTC 1/SC 37> ANSI >
Biometrics
LIAISONS
i ISO/IEC JTC 1/SC 38> ANSI >
© View liaisons Distributed application platforms and services (DAPS)
ISO/IEC JTC 1/SC 39> ANSI >

Sustainability for and by Information Technology

ISOITC 10/SC 1> ANSI >
Basic conventions

ISOITC 23/SC 2» ANSI >
Commoen tests

ISOITC 23/SC 13> ANSI >
Powered lawn and garden equipment

Figure 42 — View all ISO Roles of an organization

If an organization has too many roles to display in a particular view, you will receive the following
warning message, asking you to export the list in Excel file.

Warning message x

Sorry there are too many roles to display in this view, please use the Export all roles button on
the top right hand comer of this page to export all staff roles in an Excel file.

O|= i

Close

Figure 43 — View all roles — Warning message
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5.1.2 Organization Summary banner

On the top of every organization's profile a Summary Banner gives an overview of the roles the
organization holds and the number of staff the organization counts, and more specific data such as the
organization administering this entry details, its status and some system information (e.g. last update
date).

Comments and System

Summary of the organization's roles ) .
information menu

4 Home | Q Search | g (3 '

COMMITTEE ROLES  LIAISONS COMMITTEES PROJECT ROLES CENTRALIZED ROLES STAFF ROLES JADMINISTRATED BY STATUS o @
- - - s 26> ANSI» Active

RS IDENTITY TACT CREATION 2010-03-03
© View details English acronym Wk it CREATED BY Cintron Lisa

# Fatcetets " Information on the organization HASTUPDATE 20120508

i

French acronym UPDATED BY Team ANSI ISO

EDEELS administering the entry's details s
iew all roles . SERIAL NUMBER
e English e and its status o
STAFF ROLES 3M Company SOURCE REFERENGE -
French title SOURCE APPLICATION -

© View all roles Postal address

# Manage - CEN LEGACY NUMBER -
Address

Bldg 216-2N-08 =

Figure 44 - Organization Summary banner

5.2 Register a new Organization

You can register a new organization from the Home page by selecting Organizations > Create New
Organization.

=\ Itis always recommended to first search for the organization in GD, to make sure it has not
@ already been registered.
If the search returns no results, a direct link Create new organization is displayed.

A Home | Q Search

-

Welcome to Global Directory !

PERSONS COMMITTEES E ORGANIZATIONS
i i, geas
> Search > Search » Search
CREATE NEW Register a new organization CREATE NEW
> Person from the Home page. > Organization
REPORTS HELP
4 > List of reports Nt > What's new ?
QUICK LINKS

Figure 45 — Register an organization from the Home page
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| @ Home || Q Search

. Quick Search 4. Person Search g, Committee Search .. Organization Search Project Search
Acronym | anech Country v W
Title Status v Reset
~ World
1so
(J AENOR Register a new organization
directly from the Search results.
& Al
() Only Active
No results. Please try again with a different query.
| Excel The Organization you are looking for is not in the directory? Create new Organization

Figure 46 - Register an organization from the Search results page

In the creation screen, enter values for all mandatory fields (marked with a red *) and click Confirm
Creation on the left side of the screen when you are done.

‘ 4 Home ‘ Q Search | _! Organization x

Create organization

—_—— CONTACT
English acronym* Web site

LEGEND
*
Required French acronym Email
¥ Modified e —
English title * Telephone
Select type v Insert new number
French title

Postal address
Address

PRFFFRFNCFS

Figure 47 — Update organization's details and confirm creation

/@ Two national organizations with the same English acronym can exist in the system as long as
N\ they are not administered by the same organization.
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The below table provides some details on the different fields to edit:

Fields Description

(*mandatory field)

English* / French acronym This free-text field supports special characters.

(*mandatory field)

English* / French title This free-text field supports special characters.

Preferred language By default set to English. This is for information only and may be used
for communication purposes.

Web site Official web site of the organization.

Email Email address to contact the organization.

Telephone This section allows you to register multiple phones or fax numbers.

L L y  Phone/Fax numbers must start with either 00 or +.

Postal / delivery address This is a free-text field.

' This field is optional, but if you start entering an Address,
- then Town and Country become required (vice versa).

Figure 48 — Organization's details — Field Description

Once the new entry is created, your Organization is set as the one administering its details. This is

shown in the Summary banner under the section Administrated by.

4 Home | Q Search || g} x

COMMITTEE ROLES PROJECT ROLES CENTRALIZED ROLES STAFF ROLE ADMINISTRATED BY | STATUS
- - 14> - AENOR » Active

Global Directory - User Guide

helpdesk@iso.org
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5.3 Modify an organization's details

As a User Administrator, you are responsible to manage the details for the organizations you are
administering in GD.

/@ The Organization responsible for a profile is indicated by the field Administrated by in the
X7 Summary banner.

& ISO members and ISO international organizations' details are _managed centrally by
ISO/CS. Any request for change should be sent to helpdesk@iso.org.

g CEN members' details are managed centrally by ISO/CS. Any request for change should be
P=m sentto helpdesk@iso.org.

CEN international organizations at European level are managed centrally by CCMC. Any
request for change should be sent to Dataservice at CCMC: dataservice@cencenelec.eu

To modify an organization’s details, search for the organization, open its profile by clicking on the entry
in the search results, and select Details > Edit details from the Organization menu.

All fields that you are allowed to update will then become editable. Once you have performed the
required changes, click on Save changes on the left side of the screen.

£ Home || Q Search | g4 ™ x

COMMITTEE ROLES  LIAISONS COMMITTEES PROJECT ROLES CENTRALIZED ROLES STAFF ROLES ADMINISTRATED BY  STATUS ol elli
- B - s 26> Sl Active
IDENTITY CONTACT
DETAILS
© View details ronym Web site
# Edit details

French acronym Ema
150 ROLES N
<« View all roles

English title Telephone

% Home | Q Search || i ™ x

COMMITTEE ROLES  LIAISONS COMMITTEES PROJECT ROLES CENTRALIZED ROLES STAFF ROLES ADMINISTRATED BY STATUS o e

SI> Active

- CONTACT
Discard

Web site
http:/fwww 3m_com/

LEGEND

* Required
Modified

French acronym Emai

English title® Telephone
3M Company

Phmn flcambmmnmt S PR PRI

Figure 49 — Edit an Organization's details

In the edit screen, mandatory fields are indicated by * and modified fields are indicated by \”l
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5.4 Inactivate an Organization (manage an organization's lifecycle)

As a User Administrator, you are responsible to manage the lifecycle for the national organizations you
are administering in GD.

Deletions are not permitted in the GD in order to keep historical information. Therefore organizations no
longer active shall be inactivated.

=\, Thereis one exception to deletion. If an organization has been created by mistake, you can
@ delete it within a period of 2 days. Note that to delete an organization, you must inactivate it
first.

An organization can only have two possible statuses in GD: active or inactive/withdrawn.

& An organization can be inactivated if it has NO MORE roles assigned

& ISO members and ISO international organizations' status is managed centrally by ISO/CS.
Any request for change should be sent to helpdesk@iso.org.

E CEN members' details are managed centrally by ISO/CS. Any request for change should be
P=m sentto helpdesk@iso.org.

CEN international organizations at European level are managed centrally by CCMC. Any
request for change should be sent to Dataservice at CCMC: dataservice@cencenelec.eu

To inactivate an organization, open its profile, and select Status > Inactivate/Withdraw from the
Organization menu.

DETAILS
< View details

IO SPEGIIEU

# Edit details x|
H . " W
IS0 ROLES Confirm changing the status to Inactive/Withdrawn
*
< View all roles Comment
This organization is no longer active| -

STAFF ROLES

< View all roles
/ Manage - | Enter a comments and click on
Confirm to inactivate the

organization.
LIAISONS

< View liaisons

STATUS Cancel

# Manage hd
Inactivate/Withdraw —

A\ &

Figure 50 — Inactivate an Organization
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5 Organizations management

Confirm the inactivation in the popup window displayed, and enter a comment, click Confirm.

/Y For traceability purpose, a comment is mandatory when inactivating an organization.

5.5 Manage roles from an Organization's profile

Similarly to what is mentioned in section 0, a role between a person and an organization can be edited
from the profile of either of the two objects. You can therefore manage roles from the organization's
profile.

Organization's roles are categorized through different subsections of the Organization menu (see
section 5.1.1). In order to manage a particular role, you need to open the relevant subsection.

All GD roles are defined in the Annex 1 of this user guide.

a‘ Refer to the CEN supplement Annex 1 to have the CEN GD roles.

5.5.1 Editing roles

To edit roles from the organization's profile, open its profile. Select the relevant subsection of the
Organization Menu, then:

a) Either click Manage and select the role you wish to update from the drop-down list,

b) Or browse the roles, and click the Edit icon /" edit next to the role you wish to update.

f!ﬁ The drop-down list only shows roles you are entitled to modify. The ISO (or CEN) roles
can only be modified for your Member Body Organization (e.g ANSI)

a) Select the role to edit in

T ROLES CENTFiALIZED ROLES STI)\FF ROLES ADMII:HSTRATED BY STATUS b C“Ck Edlt next to the
the Manage sub-menu. 5180 & Ansl )

Active
role you wish to update

ecretariat Convenorship Centralized document monitor Centralized voter Technical manager Translator
DETAILS v
© View detalls ISOITC 127ISC AWG 4> UNI >

Attachments for excavators

150 ROLES CENTRALIZED DOCUMENT MONITOR
© Viewallroles Team ANSI IS0 » ANSI>
# Wanage v
dit
STAFF ROLES CENTRALIZED VOTER # edi
TS Team ANSI 150> ANSI > CIB, DIS, FDIS, SR
# Manage -
TECHNICAL MANAGER / edit
LSS Cornish Steven P. Mr.» ANSI >
@ View ligisons
Tretler, Jr. J. Mr.» ANSI >
TRANSLATOR / edit
Team ANSI ISO > ANSI > English
MAINTENANCE AGENCY
1SO 3776-2:2013 » Not specified

Figure 51 — Editing organization roles
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The next screen, the role edition screen, lists the corresponding roles that already exist and that you
manage.

a) To edit or delete an existing role, click on the corresponding icons next to the role.
b) To add a new role, search for the committee using the drop-down list and click Add.

When searching for a person, you can use the person's name or account email address.
Once all changes are made, save your changes by clicking on Save changes on the left of the screen.

% Home || Q Search | @A ANSI x

COMMITTEE ROLES LIAISONS COMMITTEES PROJECT ROLES CENTRALIZED ROLES STAFF ROLES ADMINISTRATED BY

1189150 1180> 5150° 60> ANSI» a) Click the Edit or Delete icon
to edit or remove an existing role.

'°a' e
LEGEND person Appointed by Additional information E ete g

* Required Cornish Steven P. Mr. o [_]
Created

Tretler, Jr. J. Mr.

ANSI b) To add a new role, search for a
person using the drop-down list.

[Select Person || l

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

Figure 52 — Add/Delete arole

f!i If you close or quit the edition screen before clicking Save changes, the changes in role
assignments will be discarded.

5.5.2 Roles metadata

See section 4.5.2.

5.5.3 Centralized roles

Currently centralized roles only apply to ISO committees and subcommittees where your
X7 Organization is registered as P- or O-member.

g Refer to the CEN supplement section 4.1 to have the CEN specificities concerning the
Zzsl centralized roles.

Centralized roles are managed in the ISO roles subsection of the Organization menu.

1) Open the Manage menu under ISO roles
2) Select the role you wish to assign

3) Inthe role edition screen, select the person
4) Click Save changes.

Global Directory - User Guide helpdesk@iso.org



5 Organizations management

DETAILS
< View details

150 ROLES

< View all roles

| # Manage - |
Centralized voter - ANSI
PERSON ‘
Centralized ballot monilor Person Appointed by Ballot type Additional information Edit Delete o
Centralized document monitor Team ANSI SO ANSI CIB, DIS, FDIS, § # X
Centralized voter
- Add

Technical manager Select Person | Firing Frank Leonard Mr (fifir@statoil com)

Translator

- View liaisons ‘

Figure 53 — Assign a Centralized role
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6 Committees management

6 Committees management

The GD is the central repository for managing International (ISO, ISO/IEC), Regional (CEN7) and
National committees (for ISOlutions® and National eCommittees Lite (NTClite)® users).

e International committees are managed centrally by ISO/CS,
e Regional committees are managed centrally by CCMC,
e National committees are managed by their respective National Standardization Body (NSB).

The attributes of International, Regional and National committees may differ:
e International committees have Liaisons and Organizations roles;

¢ National committees can map International/Regional committees.

This is why the following section will treat International/Regional committees and National committees
separately.
6.1 View a committee's details

i'i The Committee menu differs between a National committee and an International/Regional
- committee.

E.g. International committees have a Liaison subsection, whereas National committees have a
Committee mapping subsection.

6.1.1 International/Regional committee menu

On the left side of an International or Regional committee's profile is displayed the Committee menu
that will allow you to manage and display its details and roles.

The below figure give an overview of the different menu items in the case of an International/Regional
committee:

DETAILS . . .. . .
Details display the basic information of the committee.
<> View details

STRUCTURE Structure displays the full hierarchy of the committee (TC, SC,

< View structure and WG).

ISO ROLES ISO roles display the roles organizations may have on the
committee (e.g. Secretariat, Convenorship) and allow you to

manage the roles of persons in the committee.

<« View all roles

# Manage -

LIAISONS Liaisons display the different liaisons organizations may have

registered in the committee.

t111

< View liaisons

Figure 54 — International/Regional committee menu

7 CEN corresponds to the European Committee for Standardization (www.cen.eu).

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

9 National eCommittees Lite (NTCLite) is a service provided by ISO to allow automatic dissemination of
International and/or Regional standardization work documents at the National level.
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6 Committees management

B=2  For CEN Committees, the “ISO ROLES” menu section is replaced by “CEN ROLES”.

6.1.2 National committee menu

On the left side of a National committee's profile is displayed the Committee menu that will allow you to
manage its details and roles.

The below figure gives an overview of the different menu items in the case of a National committee:

REEAILS Details allow you to view and manage the basic information of

@ View details the committee.

# Edit details

STRUCTURE Structure displays the full hierarchy of the committee (TC, SC,

and WG) and allows you to create sub-committees and working
group.

@ View structure

# Create sub-committee

A Create working group

NATIONAL ROLES . :
National roles allow you to view and manage the roles of

@ View all roles . .
persons in the committee.

# Manage -

COMMITTEE MAPPING Committee mapping allows you to view and manage the
mapping of International or Regional committees (for automatic

document dissemination).

@ View mapping

# Manage -
S Status allows you to manage the status of the committee (in
/# Manage - progress, active, standby/dormant, under review, disbanded).

Tttt t 1

Figure 55 — National committee menu
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6 Committees management

6.1.3 Committee Summary banner

On the top of every committee's profile a Summary Banner gives an overview of the committee
structure and roles, as well as more specific data such as the organization administering the committee,
its status and some system information (e.g. last update date).

, Comments and system
Summary of the committee’s roles information menu

% Home | Q Searc' b 1SOMTC 10/5C 1 % ‘

COMMITTEE STRUCTURE ORGANIZATION ROLES PERSOM ROLES LIAISON COMMITTEES LIAISON ORGAHIZATIONS | ADMINISTRATED BY STATUS e
TWGE »

5150, 6 LCR» - IS0 » |Acti',e

Information on the organization administering Committee
the committee's details and its status structure

i

Figure 56 - Committee Summary banner

6.2 Manage roles from an International/Regional Committee's profile

As a User administrator you are responsible for managing national representatives and experts roles in
International or Regional committees.

As mentioned in section 0, a role between a person and a committee can be edited from the profile of
either of the two objects. You can therefore manage person roles from the committee's profile.

You need to first search for the committee and open its profile. From the committee's profile, you have
access to all the committee's details and roles as well as the menu to allow you to manage them.

Committee's roles are categorized through different subsections of the International/Regional
Committee menu (see section 6.1.1). In order to manage a particular role, you need to open the
relevant subsection.

All GD roles are defined in the Annex 1 of this user guide.

Ef Refer to the CEN supplement Annex 1 to have the CEN GD roles.

6.2.1 Editing roles

To edit roles from the committee's profile, open its profile, then select the relevant subsection of the
Committee Menu, then:

a) Either click Manage and select the role you wish to update from the drop-down list,
b) Or browse the roles, and click the Edit icon # edit hext to the role you wish to update.

Or browse the roles, and click the Edit icon /" edit hext to the role you wish to update.

/YN The drop-down list only shows roles you are entitled to modify.
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6 Committees management

4 Home || Q Search | i ISO/TC10/SC1 x

COMMITTEE STRUCTURE ORGANIZATION ROLES PERSON ROLES LIAISON COMMITTEES LIAISON ORGANIZATIONS ADMINISTRATED BY STATUS

»
TWG> 32> 84> 5150,6 LCR> = 150> Active O (B 4
o TO  Secretariat Secretary Secretary supportteam Chairperson Committee member Voter Ballot monitor
a) Se|eCt the role to ed|t n Technical programme manager Technical editor P-member O-member
the Manage sub-menu.
S ETARIAT X .
_ ANSI» ANSI» b) Click Edit next to the
< View
American National Standards Institute r0|e yOU W|Sh to update
~\
1SO ROLES SECRETARY
< View all roles Constantino Fredric Mr» ANSI» ’
# Manage hd
PERSON SECRETARY SUPPORT TEAM
Ballot monitor Miauton Anne Mrs. > ANSI» Comment: Comment
Committee member ——
Document monitor Radhe Sven Mr. > ANSI»
Secretary support team
Voter
CHAIRPERSON
Schmidt Tore Mr. » ANSI » Mandate: 2013-01-01 - 2015-12-31
Comment: N1230-Voting result Appointment of SC
1 Chairman

Figure 57 — Manage a Person's roles from the Committee profile

The next screen, the role edition screen, lists the corresponding roles that already exist and that you
manage.

a) To edit or delete an existing role, click on the corresponding icons next to the role.
b) To add a new role, search for the committee using the drop-down list and click Add.

When searching for a person, you can use the person's name or account email address.

Once all changes are made, save your changes by clicking on Save changes on the left of the screen.

# Home | Q Search | s ISOTC10/SC1 %

COMMITTEE STRUCTURE ORGANIZATION ROLES PERSON ROLES LIAISON COMMITTEES LIAISON ORGANIZATIONS ADMINISTR
TWG» 32> 84> 5150, 6 LCR> - 150>

a) Click the Edit or Delete icon
to edit or remove an existing role.
— ary support team - ISO/TC 10/SC 1

Person Appointed b Additional information Ed*ete
LEGEND -2 o Lod
* Required Miauton Anne Mrs. ANSI Comment: Comment
| Created

Radhe Sven Mr.

ANSI Vi

=

[ Select Parson 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.

Figure 58 — Add/Delete a role

& If you close or quit the edition screen before clicking Save changes, the changes in role
assignments will be discarded.
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6 Committees management

6.2.2 Roles metadata

See section 4.5.2.

6.2.3 Centralized roles

Centralized roles are roles between a person and an organization that applies to all International and
Regional Committees. Therefore these roles can only be managed from the person or the organization's
profile (refer to sections 4.5.4 and 5.5.3).

6.3 Manage National Committees and roles in National Committees
As a User administrator you are responsible for managing your National committees and roles within.

As mentioned in section 0, a role between a person and a committee can be edited from the profile of
either of the two objects. You can therefore manage person roles from the committee's profile.

The User Administrator responsible for administering a National committee is indicated by
X7 the field Administrated by in the Summary banner.

You need to first search for the committee and open its profile. From the committee's profile, you have
access to all the committee's details and roles as well as the menu to allow you to manage them.

Committee's roles are categorized through different subsections of the National Committee menu (see
section 6.1.2). In order to manage a particular role, you need to open the relevant subsection.

All GD roles are defined in the Annex 1 of this user guide.

6.3.1 Register a new committee
The registration of a new committee first depends on the level of the committee you wish to create:

e Main committee : TC level
e Sub-committee : SC level
e Working group : WG level

a) Create a Main committee

This is done from the Home page by selecting Committees > Create New Committee.

4 Home | Q Search

Welcome to Global Directory !

PERSONS COMMITTEES : ORGANIZATIONS
—w— Saarnh o > Search R > Search
Register a new committee from CREATE NEW CREATE NEW
the Home page. > Committee » Organization
REPORTS HELP

Figure 59 — Register a committee from the Home page
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6 Committees management

Before going further, you need to select the Field of committee you wish to create: Policy
development committee (PDC) or Technical committee (TC), then click Next.

Create new committee x|

Please provide the following information:
Domain

National

Level

Main committee

Field
‘ Technical = }
Technical

‘ Policy development ‘

Cancel

Figure 60 — Select committee field

In the creation screen, enter values for all mandatory fields (marked with a red *) and click Confirm
Creation on the left side of the screen when you are done.

4 Home | Q Search | & Committee x

Create new main committee

e ——————\ CONTACT

Reference ® Web site
LEGEND r
Acronym SEErator Number
* Required AEN/CTN - |GET3
¥ Modified

Example of your new reference : AEN/CTN GET3

National title®

| /S
Carbones

Level

Main committee

Figure 61 — Update committee's details and confirm creation

See the Figure 64 — Organization's details — Field Description for more details on the different fields to
edit.

Once the committee is created, its status is set to In Progress and your Organization is set as the one
administering its details. This is shown in the Summary banner under the section Administrated by.

4 Home || Q Search || & AEN/CTN 52 x

COMMITTEE STRUCTURE ORGANIZATION ROLES PERSON ROLES LIAISON COMMITTEES LIAISOI b ADMINISTRATED BY} STATUS
- - - - - AENOR » In progress

As long as a committee's status is In Progress, the reference of the committee is still
NV editable.

B
9
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6 Committees management

f.i As long as a committee's status is In Progress, the committee is not visible in NTC for the
National Committee members. The committees In Progress are only visible by the MBUA

b) Create a Sub-committee or a Working group

This is done from the parent committee's profile. Therefore start with opening the parent committee's
profile, then select Structure > Create Sub-committee or Structure > Create Working group.

% Home || C Search || f AEN/CTHN1 x=

COMMITTEE STRUCTURE PERSON ROLES MAPPING  ADMINISTRATED BY  STATUS 0 » o I!.
28C> 2> 51S0>  AENOR> Active o

Committee structure ® Current Committee
DETAILS

© View details Name Secretariat secretariat administrated by Status

dit detai
# Eatdetis ¥ AENICTN 1>

®  NORMAS GENERALES
STRUCTURE
: AENICTN 1/SC 15
S Niew,suchie FORMATOS DE PAPEL

# Create sub-committee

AEN/CTN 1/5C 2>

S DIBLLIOS TECNICOS

Figure 62 — Create a sub-committee or working group from the parent committee

The sub-committee (or working group) inherits from its parent the committee field (Policy
X development or Technical) and the reference of the parent.

i,} Once the committee is created, note that its status is set to In Progress. This is only an
- intermediary status to allow the User administrator to set the details and roles of the new
committee before it is active.

Once the configuration of the committee is completed, always remember to change its status
to Active to make it visible to the committee members in NTC and NTCLite. (see section
6.3.3)

In the creation screen, enter values for all mandatory fields (marked with a red *) and click Confirm
Creation on the left side of the screen when you are done.

4 Home || Q Search || Mt AEN/CTN 22 x | & Committee %

Create new sub committee

IDENTITY CONTACT

Acronym Separator Number

AEN/CTN 22/ | SC — |2

rnew reference - AENICTN 22/SC 2

Nat | titla®
National title

’EQUIPOS Y TECNICAS MINERAS

Figure 63 — Update committee's details and confirm creation
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The below table provides some details on the different fields to edit in the committee creation screen:

Fields Description

Reference The reference is composed of an Acronym (mandatory) and a number

(mandatory field) (optional):

e Acronym: this free-text field is mandatory.

1 The acronym should never start with 1SO, IEC, ISO/IEC, CEN,
- CENELEC, CEN/CLC or CEN-CENELEC

We recommend you to name your national committee with the following
format:

<NSB acronym/TC# /SC#/ WG#>. Example: AENOR/TC 02/SC 01/WG
01

e Number: this free-text field is optional and accepts numbers and letters.
If you use the number field, you must at least enter one number.

i.i If you are using numbers always put a zero in front of the single
= number. E.g. 01, 02, 03, 04 etc...

The Example of your new reference gives you a preview of your reference as
it will appear in the system.

/®\ A sub-committee (or working group) will always inherit the reference
X7 Ofits parent the committee.

National title This free-text field supports special characters.
(mandatory field)

National scope This free-text field supports special characters.
Web site Official web site of the committee.

Figure 64 — Organization's details — Field Description

6.3.2 Modify National Committee details

As a User Administrator, you are responsible to manage the details for the committees you are
administering in GD.

/@ The User Administrator responsible for a profile is indicated by the field Administrated by
X7 inthe Summary banner.

To modify a committee’s details, search for the committee, open its profile by clicking on the entry in the
search results, and select Details > Edit details from the Committee menu.

All fields that you are allowed to update will then become editable. Once you have performed the
required changes, click on Save changes on the left side of the screen.

Global Directory - User Guide helpdesk@iso.org



6 Committees management

# Home | Q Search || s AEN/CTN1 x

COMMITTEE STRUCTURE  PERSON ROLES  MAPPING  ADMINISTRATED BY  STATUS
28C» 2» 5180»  AENOR> Active

IDENTITY

DETAILS

< View details Reference
/' Edit details ™1 '

4A Home | Q Search | it AEN/CTN1 x

COMMITTEE STRUCTURE  PERSON ROLES  MAPPING  ADMINISTRATED BY  STATUS

25C» 2> 5180» AENOR » Active
; R Y
——————
LEGEND
* Required
¥ Modified Mational title ™

'NORMAS GENERALES

Figure 65 — Edit a committee's details

In the edit screen, mandatory fields are indicated by * and modified fields are indicated
\L/

by

Once a committee has been activated the committee's reference can no longer be

modified.

6.3.3 Change the status of a committee (manage the committee's lifecycle)

As a User Administrator, you are responsible to manage the lifecycle of the National committees you

are administering in GD.

A committee can have several statuses in GD:

e In progress: intermediary status of a committee between its creation and activation. In this
status the committee is visible to the committee members in NTC and NTCLite with the label

“Being created”.

@_ AEM/TC 090 [Being created] "test config 2-1" =1 ™

e Active: this status removes the label “Being created” and shows the committee as active to its

committee members.

0 AEN/CTN 010 “Test" =)

e Standby/dormant: status of a committee that has no more active projects. This status puts the
committee on hold, but not disband it (i.e. committee members can still be added or removed at

this status, but the committee doesn't achieve any work).

& aEn/TC 090 [Standby] "test config 2-1" FI©

e Under review: intermediary status similar to the status “in progress”.

e Disbanded: status of a committee that has finished its work, and where no more projects shall
be developed in the future. The committee no longer shows to committee members.
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6 Committees management

To update the status of a committee, open the committee's profile, and then select Status > Manage
from the Committee menu.

A committee can be disbanded only if it has no more people and committee mappings
assigned to it in the GD.

A parent committee can only be disbanded if all its children are disbanded.

# Home || Q Search | M AEN/CTN1 x | st AEN/CTN 9 %

COMMITTEE STRUCTURE PERSON ROLES MAPPING ADMINISTRATED BY STATUS

AENOR » Active
o IDENTITY CONTACT
@ View details Reference Web site
/ Edit details AEN/CTN 9
STRUCTURE National title

e shichi EQUIPOS A PRESION; CALDERAS

# Create sub-committee
# Create working group Level

Main committes
NATIONAL ROLES

Domain
© View all roles National
# Wanage -

Field

Technical

COMMITTEE MAPPING

# Wanage

STATUS

# Wanage
Set to review
Isban
Set to standby/dormant

Figure 66 — Update the status of a committee

Confirm the change of status in the popup window displayed, and enter a comment, click Confirm.

& For traceability purpose, a comment is mandatory when changing the status of a committee!

6.3.4 Delete a national committee

Deletions of national committees are not recommended, but if required:

e you can delete a national committee that has been created less than 48-hours before, you just
need to disband it first, then click Delete;

e to delete an older national committee, disband it first then send a request to helpdesk@iso.org.

Global Directory - User Guide helpdesk@iso.org


mailto:helpdesk@iso.org

6 Committees management

6.3.5 Editing Person roles

To edit person roles from the committee's profile, open its profile, then select the relevant subsection
National roles of the Committee Menu, then:

a) Either click Manage and select the role you wish to update from the drop-down list,
b) Or browse the roles, and click the Editicon # 291t next to the role you wish to update.

4 Home | Q Search || fu AEN/CTN 1 x

COMMITTEE STRUCTURE ~ PERSON ROLES MAPPING  ADMINISTRATED BY  STATUS nl = -
25C» 2> 5150»  AENCR:» Active

i

b) Click Edit next to the
role you wish to update

JUMP TO IMNational secretary support team

DETAILS

< View details

# Edit details .
NATIONAL SECRETARY SUPPORT TEAM # edit

a) Select the role to edit in  Censume Servicie DN» AENOR»

the Manage sub-menu.
_Iu'loya I_van Mr. » AENOR.»

e Cr@'g group

NATIONAL ROLES \

< View all roles

# Manage -

PERSON

IMational chairperson
Mational committee member
MNational observer

MNational secratary

Mational secretary support team )
w v

Figure 67 — Manage person roles from the Committee profile

The next screen, the role edition screen, lists the corresponding roles that already exist and that you
manage.

a) To edit or delete an existing role, click on the corresponding icons next to the role.
b) To add a new role, search for the committee using the drop-down list and click Add

When searching for a person, you can use the person's name or account email address.

Once all changes are made, save your changes by clicking on Save changes on the left of the screen.
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A Home || Q Search || Mt AEN/CTN1/SC1 x

ADMINISTRATED BY STATUS

COMMITTEE STRUCTURE ORGANIZATION ROLES PERSON ROLES LIAISON COMMITTEES LIAISON ORGANIZATIONS = .
) ) 3 - . AENOR » Active a (D) |2

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

hl committee member - AEN/CTN 1/SC 1

Discard | |

Person Appointed by Additional information
LEGEND
* Required I AENOR .
|
AENOR

AENOR

[Seleu s ]‘ b) To add a new role, search for a

person using the drop-down list.

© 3 new persons

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

Figure 68 — Add/Delete arole

f.i If you close or quit the edition screen before clicking Save changes, the changes in role
- assignments will be discarded.

6.3.6 Editing Committee mappings

A national committee can map ISO committees and CEN committees. Mapping an I1ISO (or CEN)
committee will allow your national committee to receive automatically all documents from the mapped

committee through the National document dissemination service (as long as the mapped committee's
documents are uploaded on Livelink).

i,} In order to map an ISO committee and therefore receive the documents of that

committee, your organization must be registered as P-Member or O-Member of the
ISO committee.

In order to map a CEN committee, your Organization must be Full Member of CEN10,

To edit the committee mapping, open your national committee's profile, then select the relevant
subsection Committee mapping of the Committee Menu, then:

a) Either click Manage and select ISO or CEN Committee Mapping from the drop-down list,
b) Or click the Edit icon # edit hext to the section Committee Mapping.

10 cEN corresponds to the European Committee for Standardization (www.cen.eu).
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% Home | Q Search || s AEN/CTN 1 x | b AEN/CTNT x

COMMITTEE STRUCTURE PERSON ROLES MAPPING ADMINISTRATED BY STATUS i i
- 17> 6150, 1CEN>  AENOR> Active b) C"CK Edit next t-O the .
Committee mapping section

JUMP TO ISO Committee mapping CEN Committee mapping

DETAILS

@ iew details

# Edit details ;
150 COMMITTEE MAPPING # edit

STRUCTURE ISOITC 164 » AENOR » With i ional positioning ballot: Yes
Mechanical testing of metals

© View structure

£ BT e ST ISOITC 164/SC 1 AENOR» With ic national positioning ballot: Yes
Uniaxial testing

a) Select Committee mapping 16aisc2: AENOR > With ic national positioning ballot: Yes
testing

from the Manage sub-menu

e roorre164/SC 3 » AENOR » With automatic national positioning ballot: Yes
ra Man’ - Hardness testing

1SOITC 164/5C 4» AENOR » With i i | positioning ballot: Yes
COMMITTEE MAPPING Toughness testing — Fracture (F), Pendulu
2 B MERTE 1SOITC 164/SC 5> AENOR > With ic national positioning ballot: Yes
/ Manage - Fatigue testing
COMMITTEE CEN COMMITTEE MAPPING # edit

CEN Committee mapping
|SC Committee mapping

Figure 69 — Manage committee mappings from the Committee profile

The next screen lists the committee mappings that already exist and that you manage.

a) To edit or delete an existing committee mapping, click on the corresponding icons next to it.
b) To add a new committee mapping, search for the committee using the drop-down list and click
Add

Once all changes are made, save your changes by clicking on Save changes on the left of the screen.

% Home | Q Search | M AEN/CTN1 x | Mt AEN/CTNT x

COMMITTEE STRUCTURE ~ PERSON ROLES ~ MAPPING ADMINISTRATED BY ~ STATUS

17> 61SO, 1CEN>  AENOR> Active a) Click the Delete icon to remove
an existing committee mapping.
e ommittee mapping - AEN/CTN 7
LEGEND Committee Status Secretariat Appointed by Additional information Ed&e o
I" 2-:;;\;1 Steel - Mechanical testing Disbanded AENOR With automatic nation...

[ Select Committee b) To add a new committee
mapping, search for a committee
using the drop-down list.

Figure 70 — Add/Delete a role
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6.3.7 Roles metadata

Each national role has a set of metadata associated. Metadata differ between roles and some metadata
are mandatory, while some are optional.

To update a role's metadata, click on the Editicon ~  while editing roles (in the role edition screen).

‘ 4 Home H Q Search “ & AEN/ICTN 1/SC1 x ‘

COMMITTEE STRUCTURE ORGANIZATION ROLES PERSON ROLES LIAISON COMMITTEES LIAISON ORGANIZATIONS MAPPING ADMINISTRATED BY STATUS
= - - - 4 committees > AENOR » Active

55

‘ T National committee member - AEN/CTN 1/SC 1

LEGEND Person Appointed by Additional information
*Required Caman AENOR
‘ I Created
' “ Antonio AENOR s 5
L Flana Me

Figure 71 — Edit a role's metadata

This will display the metadata window, fill in the mandatory fields (if any) and click Add.

New assignment
National committee member - AEN/CTN 1/SC 1- & 1 Carmen

Notification email for the role

email

Comment

Cancel ﬁ

Figure 72 — Example of Metadata on roles
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The set of metadata differs between national roles. The possible metadata values you can update are:

Metadata Description

Notification email for the | Assign a specific notification email on a role which will override the
role 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 Add a comment to a role assignment.

With automatic national | This metadata is available on committee mappings of ISO (or CEN)
positioning ballot committees.

(mandatory metadata) It allows the automatic creation of a national ballot to reach

consensus on the national position for ISO (or CEN) ballots.

' This feature is only effective for ISOlutions members that
- are using the National eBalloting (NEB) application.

Figure 73 — Description of Roles metadata

6.3.8 Centralized roles

National committees don't have centralized roles.
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7 Reports

Three predefined reports allow User Administrators to extract specific information from the GD for data
quality checking purposes:

e Experts' roles in committees: lists all active experts in committees representing your
Organization and their roles in the committees.

e Users administrated by an organization: lists of all users (active and inactive) that are
administrated by your organization.

e User administrators of GD: lists all registered User administrators of the GD per NSB
including their main point of contact.

You can access the reports section from the Home page.
Global Directory Help + | | s

-- | | QSearch
4 Home | Q Search
:
Welcome to Global Directory !
PERSONS COMMITTEES ORGANIZATIONS
= s -
> search > Search > Search
CREATE NEW CREATE NEW CREATE NEW
> Person > Gommittee » Organization
REPORTS EXPORT HELP
> List of reports b/ > All person roles »What's new ?
QUICK LINKS >All committee roles > Quick start guide
> EXperts’ roles in committees > All organization roles » User guide and FAQ
> Users administrated by an organization » Contact Helpdesk

» User administrators of GD

Figure 74 — Reports
To open the report's generation page, click on the report's hame, either from the List of reports or
select it directly from the Quick links.

Select the Organization (for the first two reports), then click Generate Excel file. For the Experts’ roles
in committees you will also need to select the domain: National or International (i.e. National roles or
International roles).

# Home | CQ Search | © Reports x

Back to reports’ list*

Experts' roles in committees per organization

List of all active experts representing an Organization and their roles in committees.

Appointed by ANSI (United States) v

o | o |
International ‘

National

Figure 75 — Generate Experts' roles in committees report

@ CEN Members will also have the possibility to select the domain 'Regional' (i.e. European
Z=d roles).
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7 Reports

/®\ If your internet browser asks you to Open or Save/Download the file, it is recommended to
-7 always select Save/Download in order to avoid any error message.
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8 Exports
On the home page, three exports allow User Administrators to export information from the GD:

e All person roles: lists all roles for a specific person.
o All committee roles: lists all roles for a specific committee.
e All organization roles: lists all roles for a specific organization.

Global Directory | Help  + | | S———— I [e2][ @ search.. Search

# Home | Q Search
i

Welcome to Global Directory !

PERSONS COMMITTEES i ORGANIZATIONS
- il
» Search > Search > Search
CREATE NEW CREATE NEW CREATE NEW
»Person » Committee » Organization
REPORTS EXPORT HELP
/ 5 )

» List of reports » All person roles >What's new ?

QUICK LINKS » All committee roles > Quick start guide
+ Experts' roles in committees » All erganization roles > User guide and FAQ
> Users administrated by an organization > Contact Helpdesk

> User administrators of GD

Figure 76 — Exports from the Home page

You can also export all the roles of an entity directly from the entitys’ profile (person, organization or

(4]

committee) using the button in the summary banner.

4 Home | Q Search || s 1SO %

COMMITTEE ROLES LIAISONS COMMITTEES PROJECT ROLES CENTRALIZED ROLES STAFF ROLES ADMINISTRATED BY STATUS o[
22180» = = 67 150> 412> 150> Active ‘

RS IDENTITY CONTACT
@ View details English acronym Web site
Jso http:/hwww.iso.org
150 ROLES i
) French acronym Email
@ View all roles central@iso.org
Telephone
STAFF ROLES English title
o View all roles 150 Phone (business) +412274901 11
French fitle Fax +4122 7333430
LIAISONS

Postal address
© View liaisons
Address

MEMBERSHIP / INTERNATIONAL ORGANIZATION STATUS q -
1, Chemin de la Voie-Creuse

IS0 Zip code Town State
International organization 1202 Genéve

CEN Country

International organization Switzerland

Figure 77 — Exports from an entity’s profile
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9 Annex 1 — Roles, their definitions and associated permission settings

@r Refer to the CEN supplement Annex 1 to have the CEN roles.

9.1 Roles in Committees or Working Groups

9.1.1 Organization roles in International committees

Roles in the GD Admirtm)i;tered Role definitions

P-member ISO/CS Member bodies that actively participate in the work of the committee, with an obligation to vote.

O-member ISO/CS Member Bodies who follow the work of the committee without actively participating.

Secretariat ISO/CS Official secretariat role.

Secretariat administrated by ISO/CS Delegated Secretariat appointed by the official Secretariat.

Twinned secretariat ISO/CS Twinning is designed to enable a member body in a developing country to seek assistance from a
member body in a developed country.

Convenorship ISO/CS The member body through which the convenor can be contacted.

Twinned convenorship ISO/CS The member body through which the twinned-convenor can be contacted.

Maintenance Agency (MA) ISO/CS Organization that ensures a follow-up for a specific standard (e.g. Country Codes).

Registration Authority (RA) ISO/CS Organization that ensures a follow-up for a specific standard maintained using a registration system (e.g.
ICANN for internet addresses)

A-Liaison ISO/CS Type of liaison organization

B-Liaison ISO/CS Type of liaison organization

C-Liaison ISO/CS Type of liaison organization for ISO/IEC JTC1

D-Liaison ISO/CS Type of liaison organization for all WGs (except ISO/IEC JTC1 WGS)

Liaison committee ISO/CS Liaisor_1 between committees (one way): Secretary of one committee can see documents in the other
committee.
This role includes: Liaisons between ISO committees, ISO and IEC committees.
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9 Annex 1 — Roles, their definitions and associated permission settings

9.1.2 Person roles in International committees

Roles in the GD

Administered

Role definitions

Permissions resulting from the role:

a) access to committee documents

by b) access to the balloting application
c) others
Secretary (TC or SC) ISO/ICS Individual providing day-to-day management and a) All permissions on committee documents
administrative services for the work of a technical b) Full access to CIB ballots of the committee,
committee or subcommittee. One individual only. Mandatory|  raad access to DIS/FDIS/SR closed ballot
role for all TCs and SCs. c) Access to the PDF files of standards for the
committee via the STADIST newsletter
Twinned Secretary ISO/CS Individual appointed by another member body, who Same as Secretary
(TC or SC) supports the main member body in providing the functions
of secretary. One individual only.
Secretary support team User Assistant(s) or support staff of the secretary of a committee.| a) Same as Secretary

(TC or SC)

Administrators

or ISO/CS (for
closed groups)

One or more individuals.

b) Same as Secretary
c)-

Convenor (WG) ISO/CS "Chair" of a working group. a) All permissions on committee documents
b) Full access to WG consultations
c) -

Twinned Convenor ISO/ICS Individual appointed by another member body, which Same as Convenor

(WG) supports the main member body in providing the functions

of convenor.

Secretary (WG) ISOICS Secretary of a working group. This role is optional for WGs.| Same as Convenor

Secretary / Convenor ISOICS Assistant(s) or support staff of the secretary or convenor of | Same as Convenor

support team (WG) a working group. One or more individuals.

Chairperson ISO/CS The chairman of a TC is responsible for the overall a) Read access to all committee documents

management of that technical committee, including any
subcommittees and working groups. One individual only.

b) Can see open & closed ballots
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Permissions resulting from the role:

. Administered - a) access to committee documents
Roles in the GD by ROl GRS b) access to the balloting application
c) others
c)-
Vice-Chairperson ISO/CS Chairperson appointed by another member body, who Same as chairperson

supports the main member body in providing the functions
of chair. One individual only.

Chairperson support ISO/CS Assistant(s) or support staff of the chair of a committee Same as chairperson
team
Committee member User Committee member includes the following: a) Read access to all committee documents

Administrators | Member body representative participating actively (P-

or ISO/CS (for | member) or with an observer status (O-member) in the work b) -
closed groups) |of a TC or SC c) -

- Expert in a WG (driven on the P-membership of the
parent committee).

' A committee member in a WG or JWG must be
- registered with a stakeholder category1l.

Liaison representative ISO/CS An individual representing a liaison between two a) Read access to all committee documents
committees. b)

' A liaison representative in a WG or JWG must bdc) -
~>  registered with a stakeholder category™’.

Project leader ISO/CS Individual with the responsibility for the developmentofa  |3) -
certain standardization project b) -
c) -

11 Following TMB Resolution 89/2011, each expert (from either an ISO member body or a liaison organization) on an 1SO working group or similar body should indicate
the stakeholder category that most closely reflects his or her background. More information on stakeholders' category is given in Annex 2 at the end of the user guide.
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Permissions resulting from the role:

Slles 11 e &5 Administered Role definiti a) access to committee documents
oles in the by ole definitions b) access to the balloting application
c) others
Maintenance agency ISO/CS Individual who represents a Maintenance agency. a) -
representative b) -
c) -
Registration authority ISO/CS Individual who represents a Registration authority. a) -
representative b) -
c) -
Document Monitor User Person entitled to monitor document activity on a committeelg) Read access to all committee documents

Administrators | for National dissemination purpose. This role should be b)

I\Cﬂi:gsr“ze‘j document reserved to NSB staff members. Document monitors are
not participating to committee's work. c) -

Note 1: centralized roles only apply to committees and sub-
committees.

Note 2: document monitors registered at a TC (or SC) level
can only access the specific documents of the TC (or SC).
He won't be granted access to WG documents.

Note 3: a document monitor can be assigned to a WG
however he must be registered as NSB staff and should be
limited to 2 people per NSB according to TMB resolution
69/2009.
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9.1.3 Person roles in National committees

Note that permissions resulting of the national roles below are not detailed here, as the permissions to 1SOlutions applications may differ between

National Standard bodies.

Roles in the GD

Administered
by

Role definitions

National Secretary

User
administrators

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

National Secretary Support team

User
administrators

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

National Chairperson

User
administrators

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

National Committee member

User
Administrators

Experts of the committees.

National Observer

User
Administrators

Person entitled to follow the activity of a committee.
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9.2 Balloting Roles

Roles in the GD

Administered by

Role definitions

Permissions resulting from the role:

a) access to committee documents
b) access to the balloting application

CIB Voter
Centralized CIB Voter

User Administrators

or ISO/CS (for closed
groups)

/An individual representing an organization (a
member body), who is authorized and has an
obligation to vote on ballots submitted to the P-
members in a committee (such as New Work Item,
Proposals, Committee Drafts etc.). There may be
more than one individual with this role in a
particular committee.

For individuals from O-members in a committee,
comments can be cast on the ballots.

a) Read access to all committee documents
b) Can vote on CIB ballots of a particular
committee (on behalf of a Member)

DIS Voter
Centralized DIS Voter

User Administrators

or ISO/CS (for closed
groups)

/An individual representing an organization (a
member body), who is authorized to vote (member
bodies with status of P-, O- or non-member in a

/A voter may have an obligation to vote or not.
There may be more than one individual with this
role.

committee) on a Draft International Standard (DIS).

a) Read access to all committee documents

b) Can see open DIS ballots, cast a vote (with or
without comments) and see results of closed
DIS ballots
Note: a centralized DIS voter can access all
DIS ballots. A decentralized voter can only
access the ones for the committees he/she has
been assigned

FDIS Voter
Centralized FDIS Voter

User Administrators

or ISO/CS (for closed
groups)

)An individual representing an organization (a
member body), who is authorized to vote (member
bodies with status of P-, O- or non-member in a
committee) on a Final Draft International Standard
(FDIS). A voter may have an obligation to vote or
not. There may be more than one individual with
this role.

a) Read access to all committee documents

b) Can see open FDIS ballots, cast a vote (with or
without comments) and see results of closed
DIS ballots
Note: a centralized FDIS voter can access all
FDIS ballots. A decentralized voter can only
access the ones for the committees he/she has
been assigned
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Roles in the GD

Administered by

Role definitions

Permissions resulting from the role:

a) access to committee documents
b) access to the balloting application

SR Voter
Centralized SR Voter

User Administrators

or ISO/CS (for closed
groups)

/An individual representing an organization (a
member body), who is authorized to vote (member
bodies with status of P-, O- or non-member in a
committee) on a Systematic Review (SR). A voter
may have an obligation to vote or not. There may
be more than one individual with this role.

a) Read access to all committee documents

b) Can see open SR ballots, cast a vote (with or
without comments) and see results of closed
SR ballots
Note: a centralized SR voter can access all SR
ballots. A decentralized voter can only access
the ones for the committees he/she has been
assigned

Ballot monitor

Centralized Ballot monitor

User Administrators

or ISO/CS (for closed
groups)

Person representing an organization who has
read/viewer-access to all or a subset of the ballots
relevant for its organization (i.e. for which the
organization holds P- or O-member status in
originating committee) without having the
permission to cast, modify or delete a
\vote/comment him/herself

a) Read access to all committee documents

b) Can see all open ballots (CIB, DIS, FDIS, SR)
and view the votes cast by his/her organization,
but cannot cast a vote or submit a comment
him/herself.
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9.3 Roles in ISO/CS

Roles in the GD

Administered

Role definitions

Permissions resulting from the role:

a) access to committee documents

assistant

by b) access to the balloting application
c) others
Technical editor ISO/CS Person in ISO Central Secretariat who is responsible for |[a) -
the editorial preparation/finalization of the version of a b) -
standard.
C) -
Proof reader ISO/CS Person in ISO Central Secretariat who is responsible for |(a) -
the editorial preparation/finalization of the version of a b) -
standard.
c) -
Technical programme manager ISO/CS Individual who monitors the development of standards a) All permissions on committee documents
(TPM) and provides management and procedural support to b) Can see all committee's ballots (CIB, DIS,
committees (can be a member of ISO/CS, IEC, or FDIS, SR) and view the votes, but cannot
CCMC) cast a vote or submit any comment
¢) Access to the PDF files of standards for
the committee via the STADIST newsletter
Technical programme manager ISO/CS IAssistant(s) or support staff of the TPM Same as TPM
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9.4 Other Roles

Roles in the GD

Administered

Role definitions

Permissions resulting from the role:

a) Access to committee documents

department or similar and any assistants.

1 A technical manager must be first registered as
- Employee of the NSB.

by b) access to the balloting application™
c) others
Employee of User Organization where the registered person works. A Function and|a) -
Organization Administrators jan alternate title can be added. b) -
or ISO/CS |Included functions are: 0)-

e CEO

e CEO Assistant

e Head of International Relations

¢ Head of Standards Development Policy

¢ Head of Marketing

e Head of Communication

e Head of Training and Development

e Head of IT Policy

e CASCO Contact

e COPOLCO Contact

e |SO Financial Matters Contact

e Legal Adviser

e Marketing data officer
Technical Manager User Individual in a member body in the function of a technical a) -

Administrators|director, director of standards department, international b) -

c) Access to the report called "Project status
per member body" in ISO Project Portal

Principal Officer

ISO/CS

Official roles in ISOCS. It includes

e President-elect
e Vice-President (technical management)
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Permissions resulting from the role:

Roles in the GD Administered Role definiti a) Access to committee documents
oles in the by ole definitions b) access to the balloting application™
c) others

e President

e Immediate Past President
e Treasurer

o Vice-President (Policy)

e Secretary-General

Translator User Individual with the right to submit translations of texts to ISO/CS [3) -
Administrators |(through the submission interface) b)

c) Can submit files with translations of
documents to ISO/CS (via the submission
interface)

Project submitter ISO/CS Individual who has can submit documents on a particular a) -
project(s) through Submission Interface b)

c) Can submit documents for a particular
project to ISO/CS (via the ISO Submission

Interface)
User Administrator User Individuals who are responsible for the management of National |a) -
Administrators [representatives, experts, organization, committees and their b) -
oriso/cs  [Oles: o -

1 A User administrator must be first registered as
- Employee of the NSB.
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10 Annex 2 — Stakeholders' categories

@tNot applicable at CEN for the moment.

Each expert (from either an ISO member body or a liaison organization) on an ISO WG or similar body
(i.e. any team of individual experts nominated to participate in the drafting of a new deliverable or the
revision of an existing one) should indicate the stakeholder category that most closely reflects his or her
background.

A scheme for the categorization is set out in the table below and will be reflected in individual entries in
the ISO Global Directory. It is designed to assist:

o those developing proposals for new ISO work as they attempt to identify the range of relevant
stakeholders to be engaged;

e |SO member bodies in conducting outreach to identify and engage the relevant national
stakeholders in ISO work; and

e individual experts in identifying their stakeholder category.

Usually the categorization will reflect the role in which the individual expert also sits on a national mirror
committee and in most cases will be determined by the nature of the individual’'s employment. However,
this is not always a reliable indicator, particularly for categories C, D and G.

Those who are employed as consultants should identify the category that most closely matches the
origin of the expertise and the type of perspective that they bring to the project.

Representatives of standards developing organizations, bodies that accredit standards developing
organizations, or national standards bodies are not regarded as being in a stakeholder category
although they may participate in 1SO technical bodies. Their participation is generally related to
providing administrative and procedural support or to act as an information conduit between their
organization, its stakeholders and the ISO committees. It is not regarded as being in the same capacity
as other stakeholders who provide technical expertise on the subject matter of draft ISO standards.

Please note that not all ISO committees, subjects or specific projects will engage the same sets of
relevant stakeholder categories. Proposers of new work, ISO committees and ISO member bodies are
free to choose the categories which they consider to be most appropriate.

Category | Title Typically including:

A Industry and commerce | manufacturers; producers; designers; service industries;
distribution, warehousing and transport undertakings; retailers;
insurers; banks and financial institutions; business and trade
associations

B Government international and regional treaty organizations and agencies;
national government and local government departments and
agencies, and all bodies that have a legally recognised
regulatory function

C Consumers national, regional and international consumer representation
bodies, independent of any organization that would fall into the
‘industry and commerce’ category, or individual experts
engaged from a consumer perspective

D Labour international, regional, national and local trades unions and
federations of trades unions and similar bodies the main
purpose of which is to promote or safeguard the collective
interests of employees in respect of their relationship with their
employers This does not include professional associations b,
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universities and other higher educational bodies or professional
educators associated with them; professional associations b

testing, certification and accreditation bodies; organizations
primarily devoted to promoting or assessing the use of

organizations that usually operate on a charitable, not-for-profit
or non-profit distributing basis and that have a public interest

This category does not include political parties or other bodies
whose main purpose is to achieve representation in government

Category | Title Typically including:
E Academic and research
bodies
research institutions
F Standards application
standards ?
G Non-governmental
organization (NGO)
objective related to social or environmental concerns.
or governmental bodies.
Notes

Y professional associations are regarded as:

e associations of individuals practicing, or being closely associated with the practice of, specific
professional skills or sets of closely related skills; and

¢ having a purpose, at least in part, to advance the development of those skills and the
understanding of the arts, sciences and technologies to which they relate.

2 ‘Accreditation’ refers to the accreditation of testing and certification bodies.

Figure 78 - Categories for the classification of experts nominated to working groups

In the Global Directory, when assigning a new expert to a working group, you are asked to indicate the

stakeholder category (mandatory metadata).

To see what each category include in the application, browse through the different categories and refer

to the text displayed right below as shown in the figure below:

Committee member -

Committee

Select Committeq

Additional information

Committee member -
*

AENOR

B - Government

Ms. - ISO/TC 22/WG 1

v

This text indicates what is
included in the selected
stakeholder category.

-

Cancel

Add

Figure 79 — Stakeholder categories in the Global Directory
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11 Helpdesk information

For further questions and assistance on the Global Directory and other ISO IT applications, please
contact the 1SO helpdesk helpdesk@iso.org.

For assistance with meeting setup, meeting updates, registration of users to ISO official roles (e.qg.
Secretary, Convenor, chairperson...), NSB Membership (O- and P-Membership) to Committees and
Committee/ WG status changes please contact the ISO STAND Administrator at tcsupport@iso.org.

You will find the user guides for all ISO applications under http://www.iso.org/e-guides

More information about the Global Directory and other ISO applications can be found at:
WWW.iso.org/eservices.

@ Refer to the CEN supplement section for the support to the CEN Members and CEN IT
Zs Qapplications.
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