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1  Introduction  
 

myProjectÊ is:  

Å A web -based tool  that facilitate s the IEEE standards process  

Å A database that holds information related to  the standards process  
Å A tool used by IE EE members, staff, and other individuals who want to 

participate in the standards process  

 

In order to use my project, you must have:  
 Access to the internet  

 A web browser ( e.g. Internet Explorer , Firefox , etc.)  

 A PDF viewer ( e.g. Adobe Reader )  

 A spreadsheet editor only for download/upload comment functions  (e.g. 
Excel)  

 An IEEE web account  

o IEEE Web Accounts are free and do not require IEEE membership.  

o If you do not have an IEEE web account, create one by going to: 
https://www. ieee.org/profile/public/createwebaccount/showRegister.html  

 

How myProjectÊ is used in the standards development process: 

 

Committee 
Formation

Standards Developing 
Committees and Working 

Groups are formed

Sec 3, 4

Idea Formation
Ideas for standards are 

proposed

Project 
Authorization

A PAR is submitted and 
approved

Sec 5

Drafting a Standard
Working Groups create a 

draft for a standard

Sponsor Balloting
A ballot group is formed, 
Sponsor Balloting begins, 
the draft is modified until 

consensus is reached

Sec 6

Publishing
The Standard is published

Standards Development Process

5ƛǊŜŎǘƭȅ ǳǎŜ ƳȅtǊƻƧŜŎǘϰ

5ƻ ƴƻǘ ŘƛǊŜŎǘƭȅ ǳǎŜ ƳȅtǊƻƧŜŎǘϰ

Approval
The Standards board 

approves the draft and it 
becomes a standard

Sec 7

 

 

Relevant sections of the myProjectÊ User Guide: 
 Committee Formation ï Sec 3 . Man aging  Activities , Roles and 

Affiliations , Sec  4 . Manage Sponsors and Working Groups  

 Project Authorization ï Sec 5 . The PAR Submission and Approval Process  

 Sponsor Balloting  ï Sec 6 . Sponsor Balloting  
 Approval ï Sec 7 . RevCom Submission and Review  

  

http://windows.microsoft.com/en-US/internet-explorer/products/ie/home
http://www.mozilla.com/
http://get.adobe.com/reader/
https://www.ieee.org/profile/public/createwebaccount/showRegister.html
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2  Getting Started  

2.1  Accessing myProjectÊ for the First T ime.  

Applicable Users :   

 All myProjectÊ users  

 
Instructions:  

1.  Go to https://development.standards.ieee.org/my -site    

2.  Enter your IEEE Account  username /email  and password and cli ck ñLOGIN ò.  

 If you do not have an IEEE web account, you can create one by 

clicking on the ñNeed an IEE  Account? ò link. 

 

2.2  Accessing/Updating  myProjectÊ Account Information 

When you access myProjectÊ for the first time, t he Account  page will open , 
requesting information.  This information is used by the system to notify you of 

events and tasks, as well as to automatically a dd your information to some fields , 

and is maintained separately from your IEEE Web Account information . This  

information  is required, and only asked  for once.  You can change this information , 
however,  at any time by clicking on the ñAccount ò link on the Home Screen . 

 

Applicable Users :   

 All myProjectÊ users  
 

Instructions:  

1.  Select/enter your employer/ position  information  (you can select your 

employer from the list, or type it in if it isnôt visible) . 

2.  Enter your a ddress  information . 
3.  Enter your t elephone  numbers . 

4.  Enter a secondary e mail , if any  ( If provided, a copy of all message s will be 

sent here ) . Your primary email is maintained through your IEEE Web Account 

and can be changed by clicking the ñClick to changeò link. 
5.  Select your preferred list size from the dropdown bo x. This  value will be used 

across myProject/IMAT/Mentor when showing a list . 

6.  Click ñOKò to save your information. 

  

https://development.standards.ieee.org/my-site
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2.3  Accessing Messa ges and Notification Preference  

MyProjectÊ users are notified of important events through the myProjectÊ 

ñMessagesò section as well as through email. 
 

Applicable Users :   

 All myProjectÊ users  

 

Instructions:  
1.  From the myProjectÊ home screen, click ñMessages ò. 

 

 
 

2.  From  this screen, you will be able to see all myProjectÊ notifications. 

3.  Click on the message subject text to display the message.  

4.  Place a check in the boxes next to the message to mark messages as read or 

flagged, or to delete messages.  
 You can check  a range o f boxes at once by clicking the first  box, 

holding the ñShiftò key and clicking the last box.  

 

 
 

5.  Click ñUPDATE ò to apply any changes. 

6.  To manage notification preferences, click ñpreferences ò. 
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7.  Check the box to activate or deactivate features.  

 

 
 

 ñShow only Subjectéò when checked will only show subjects in your 
daily email summary, not the message text.  

 ñUse Web Account Emailéò when checked will send emails to your 

primary email address.  

 ñReceive emails immediatelyò when checked will send notification 
emails as they are generated instead of a daily email digest.  

8.  Click ñOKò to save your changes. 
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2.4  The myProjectÊ Home Screen  

 

The following features are available to all users. Additional features may be available 
to you based on yo ur specific role  and will appear in the lower section . 

 

 

 
myTools  

This section will give you access to resources related to the standards process.  

 
Help  

Use this link to get the latest information and help related to the screen you are on.  

 

Messages  
This screen allows you to view all sys tem  notifications . You can also manage your 

email notifications here.  

 

Report a Bug  
This page lets you report a myProjectÊ bug to the system administrator.  

 

Announcements  

Breaking news about myProjectÊ may be found here.  

 
Account  

This area allows you to edit your IEE -SA contact in formation as well as manage your 

affiliations.  

 
Submit a PAR  

This is for use by any SA Member who wishes to submit a PAR  (Project Authorization 

Request)  for consideration by NesCom. This screen is used for all PAR requests and 

all PAR actions (modify, exte nd, withdraw).  
 

 

 

Additional 

options may 
appear here.  

Click on ñeTools ò to 

access other tools 

(Mentor and IMAT )  

Additional 

resources can 

be found here  
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Manage Activity Profile  

Use this screen to join sponsor committees, working groups and projects of interest 

to you.  
 

Sponsor P&Ps  

This is a comprehensive list of IEEE Sponsor P&Ps (Policies and Procedures) including 

their acceptance statu s. 
 

Send Sponsor Message  

This is for committee  chairs and IEEE Standards Staff use in sending an email 

notification to a  sponsor.  
 

View IEEE Society - Staff Liaisons  

This link brings you to a list of all IEEE Society -staff liaisons.  

 
View Active PARs  

This sc reen provides a view and search function on all active PARs. A link to view the 

approved PAR is provided.  
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3 Managing Activities, Roles and Affiliations 

3.1 Join an Activity/Register as an Interested Party (Sponsor, Working 
Group, Project) 

Joining an activity allows you to receive ballot invitations  and other notifications , be 

selected as Working Group chair  or other office r and get access to the groupôs 

Mentor area  (Mentor is the IEEE -SA tool for group collaboration) . Joining an activity 
also adds you to the r oster and allows the chair to assign involvement levels.  

Working Group officers will also be notified when you register interest in  the group.  

For more information on rosters, see Sec  4.8  Assign Involvement Level in a 

Working Group . 
 

Applicable Users :   

 All myProjectÊ users  

 
Notes :  

 To be appointed as an officer or other designation you must register at the 

appropriate level, e.g. Standards Representative ï Sponsor Le vel, Working 

Group Chair ï Working Group Level, Ballot Designee ï Project Level  
 IEEE-SA Basic Corporate membership or above is required to observe an 

entity project.  

 Only IEEE -SA Advanced Corporate Members can contribute and hold voting 

privileges in entit y working groups.  

 
Instructions:  

1.  On the myProject Ê Home Screen, select ñManage Activity Profile ò. 

2.  On the ñManage Activity Profile ò Page,  scroll down to the Society or SCC you 

are interested in and expand the tree by clicking the  "+"  sign to view 
Sponsors, Working Groups, and Project s.  

 

 
 

3.  Check the box next to the activity you are interested in (Sponsor, Working 

Group, Project).  

4.  Click ñCONTINUE ò 

5.  Confirm your interest area and enter your affiliation information.  
o Select from the list or type in your company/organization.  

6.  Click ñCONT INUE ò 

  

Sponsor  

Working  

Group  

Project  

Society  
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3.2  Update Affiliation Information  

Use this function to manage your affiliation for each project/PAR.  A person could be 

affiliated with different entities on different PARs.  See affiliation guidelines at 
http://standards.ieee.org/faqs/affiliation.html  

 

Applicable Users :   

 All myProjectÊ users  

 
Instructions:  

1.  On the myProject Ê Home Screen click the ñAccount ò link in the upper right.  

2.  Click the ñAffili ation Information ò link . 

 

 
 

3.  Update your affiliation for each project listed.  
o Select from the list or type in your company/organization.  

4.  Click ñOKò. 

  

http://standards.ieee.org/faqs/affiliation.html
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3.3  Entity Members and myProjectÊ 

Management of entity roles (DR/DRA & EBR/EBRA)  is done by the EMR (Entity 

Member Representative). Other information for Entity Members hip  is not managed 
through myPro jectÊ and is obtained from the MemberClicks database. This 

information includes: The name of the organization, the username of the EMR and 

the type of entity member ship (basic or advanced).  

3.4  Enroll as DR or DR A (Entity Working Groups)  

Participation in Entity Working Groups is limited to  IEEE-SA Entity M embers. These 
entities are represented by a DR ( Designated Representative) and DRA (Designated 

Representative  Alterna te). Any employee of the Entity M ember organization may 

enroll as the DR or DRA if the s lot has not already been filled. Only the EMR (Entity 

Member Representative) has the ability to replace the DR or DRA. 

 
Applicable Users :   

 Employees of Entity Member or ganizations  

 

Notes:  
 Users must have an IEEE-SA Entity Member organization listed as their 

employer in order to represent his/her company in entity projects.  

 

Instructions:  
1.  On the myProjectÊ Home Screen, click the ñEntity ò tab. 

2.  Click ñEntity Project Enrollment ò. 

 

 
 

3.  Place a check next to the projects you would like to enroll in and enter your 

company in the ñAffiliation ò box. Make sure you enter the same Entity 
Member organization  that you have listed as your employer.  

 

 
 

4.  Click ñOKò to confirm enrollment in the project. 

5.  Click ñEntity Designated Representative ò 
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6.  Click ñenroll as designated representative ò next to the project you would 

like to enroll as DR for . (If the DR slot has already been filled, you will be able 

to select ñenroll as alternate representativeò. If both have been filled, you will 
be able to select ñadd to representative waitlistò to add your name to a 

waiting list visible to the EMR.)  

 

 
 

7.  Click ñOKò to confirm your enrollment. 

8.  Your name will now show up under ñDesignated Representativeò or ñAlternate 

Representativeò. 
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3.5  Manage DR and DR A (Entity Working Groups)  

Participation in Entity Working Grou ps is limited to IEEE -SA Entity M embers. These 

entities are represented by a DR ( Designated Representative) and DRA (Designated 
Representative  Alternate ). Any employee of the entity member insti tution may enroll 

as the DR or DRA if the slot has not already been filled. Only the EMR (Entity 

Member Representative) has th e ability to replace the DR or DRA. 

 

Applicable User s:   
 EMR 

 

Notes:  

 Users must already be enrolled in the entit y project to be added as DR or 
DRA. 

 

Instructions:  

1.  On the myProject Ê Home Screen, click the ñEntity ò tab. 
2.  Click ñManage ( your company )ò. 

 

 
 

3.  Click ñManage WG R oles ò next to the Working Group you want to manage.  

 

 
 

4.  You will see individuals currently enrolled as the DR and DRA as well as a 

waiting list of other individuals who have expressed interested in becoming 

the DR/DRA.  

 To remove an individual from a DR/DRA position, delete their 

username from the box and click ñOKò 
 To replace an individual in a DR/DRA position, replace their username 

with the  username of the new individual  and click ñOKò 

 You may replace both usernames at the same time or switch the two.  

 You may assign a new DR/ DRA, but it is recommended that you let the 
individual enroll him/herself or use a name from the waiting list to 

ensur e they have already enrolled in the project.  
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4  Manage Sponsors and Working Groups  

4.1  Upload & Manage Sponsor or Working Group  P&P s 

In order to submit PARs, Sponsor Committees must have approved P&Ps (Policies 

and Procedures) on file. P&Ps can be submitted and status monitored through 

myProject Ê. Working Groups may be requested to submit P&Ps, although regular 
approval is not necessary.  

 

Applicable Users:  

 Sponsor Chair, Standard Representative , Working Group Chair/Vice -Chair/CO -

Chair  
 

Instructions:  

1.  On the myProject Ê Home Screen, select ñmanage committees ò. 

2.  Under the ñSponsor Committees ò or ñWorking Group Committeesò 
section click ñManage ò under the ñActions ò column.   

 
3.  Select ñManage Sponsor /Working Group  P&P ò. 

 

 
 

4.  The status of all submitted P&Ps c an be seen in this screen, including 

submission, acceptance and expiration dates.  

5.  Click the ñBrowse ò button to locate the file. 

o Select the P&P file and click ñOKò. 
o Click  ñOKò when you are prompted by  ñAre you sure?ò  
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6.  The uploaded P&P will now be plac ed on the next AudCom agenda.  
7.  If a P&P is rejected, click ñview checklist ò for more details. 
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4.2  Submitting an L50S  

Sponsor s are responsible for submitting an L50S form annually to report the financial 

activity of the committee.  
 

Applicable Users:  

 Sponsor Chair, Standard Representative , Sponsor Treasurer  

 

Notes:  
 You will receive email notification through the myProjectÊ messaging system 

that L50S forms need to be submitted.  

 Actual submission of the L50S is not done within myProjectÊ. 

 
Instructions:  

1.  From the  myProjectÊ home screen, click ñMessages ò. 

2.  Click on the message relating to the L50S.  

 

 
 

3.  Follow the instructions and links in the message for additional information on 

completing the L50S and due dates.  

4.  Complete the online form and upload your completed  L50S by going to: 
http://grouper.ieee.org/cgi -bin/upload_l50   

  

http://grouper.ieee.org/cgi-bin/upload_l50
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4.3  Assign/Change Sponsor Officers  

The Sponsor chair has the ability to assign a standards representative, secretary, 

vice -chair(s), co -chair and treasurer.  
 

Applicable Users:  

 Sponsor Chair, Standard Representative (Only Sponsor Chair will  have access 

to change Standard Representative)  

 
Notes :  

 The Standard Representative will have the same access in myProjectÊ as the 

sponsor chair. Other officers will not be given special access.  

 The person you are about to assign this role must sign up as an interested 
party in the  activity area first and be an  IEEE and IEEE -SA member.    

 For instructions on joining activities, see Sec 3.1   

 The individualôs username is needed to assign them an officer position. 

 
Instructions:  

1.  On the myProject Ê Home Screen, select ñmanage committees ò. 

2.  Under the ñSponsor Committees ò section click ñmanage ò under the 

ñActions ò column.   
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3.  Click ñManage Officer Roster ò 

 

 
 

4.  Enter the myProjectÊ usernames of any individuals you would like to ass ign 

roles and click ñOKò. You can also change or un-assign roles by changing or 
deleting the username that appears in the box.  

5.  The next screen will confirm the changes you are making. Click ñOKò to save 

the changes.  
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4.4  Add a Working Group  

 

Applicable Users:  
 Sponsor Chair, Standard Representative  

 

Instructions:  

1.  On the myProject Ê Home Screen, select ñManage C ommittees ò. 

2.  Under the ñSponsor Committees ò section click ñmanage ò under the 
ñActions ò column.   

 

 
 

3.  On the next screen select ñAdd a Working Group ò. 

 

 
 

4.  Enter  the working group information.  

o Name  -  Enter the full name of the working group. e.g.  ñImplementing 

Technology to Limit Climate Changeò. 

o Short name  -  (This is 23 characters or less. The short name shows up 
in the tree and should be consistent withi n the sponsor and working 

group,  e.g., CCWG (will  appear  as PE/ED&PG/CCWG) . 

o Website  ï Enter the URL if the Working Group has a website 

(optional ) . 
5.  Select ñOKò 
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4.5  Assign/Change Working Group Officers  

The Sponsor Chair and Standard Representative have the ability to assign officers for 

any of their Working  Groups. Once a WG (Working Group) chair is assigned, he/she 
has the ability to manage the WG actions in myProject, including: manage 

committee, assign WG Officers, manage the WG Voting Member roster, initiate ballot 

invitations, sta rt sponsor ballots, and  more. A  working group can manage more than 

one PAR/project.  The working group chair may solicit help from the WG to manage 

the Sponsor ballots for the PARs.  The person assigned to manage a Sponsor ballot 
for a specific PAR is called the Sponsor Ballot D esignee.  If a sponsor ballot designee 

is not assigned the responsibility falls on the WG chair.  

 

Applicable Users:  
 Sponsor Chair, Standard Representative, Working Group Chair /Vice -Chair/Co -

Chair  

 Only Sponsor Chair/Standard Representative can assign Workin g Group Chair  

 
Notes:  

 The person you are about to assign this role must sign up in this activity area 

first and  be an IEEE and IEEE -SA member.  

 Officers of working groups developing under the entity method must be 
representatives of Advanced Entity Members.  

 For instructions on joining activities, see Sec 3.1   

 The individualôs username is needed to assign them an officer position. 

 

 
Instructions:  

1.  On the myProject Ê Home Screen, select ñManage C ommittees ò. 

2.  Under the ñSponsor Committees ò section click ñmanage ò under the 

ñActions ò column.   
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3.  Click ñManage Officer Roster ò 

  
 

4.  Enter the myProjectÊ usernames of any individuals you would like to assign 

roles and click ñOKò. You can also change or un -assign roles by changing or 
deleting the username that appears in the box.  

5.  The next screen will confirm the changes you are making. Click ñOKò to save 

the changes.  
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4.6  Accept an Assigned Role  

 

Applicable Users :   
 Working Group Chai r 

 

Notes:  

 Do this to accept the role of  working group chair . 

 For other officer roles, individuals will just receive a notification that they 
have been added as an officer.  

 The chair will not be able to use myProjectÊ until he/she accepts or declines 

the role.  

 
Instructions:  

1.  Login to  myProject Ê  

2.  You will be prompted with a message informing you that you have been 

selected to serve as ( role title )  along w ith an agreement for acceptance.  

 
3.  Select ñAccept ò to accept the role. 
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4.7  Select  Involvement Level s 

These are the involvement levels available to Working Groups:  

 Voting Member  = a voting member  
 Non Voting Member  = a member without voting rights  

 Observer  =  someone who attends meeting or gets notices but does not 

participate  

 Aspirant Member , Nearly Member , Potential Member  = anything the 

group would like them to mean  
Since not all Working G roups use all of these involvement levels, groups  have the 

ability to  select the ones they would like to use  in myProjectÊ and Mentor . 

 

Notes:  
 The ñObserverò involvement level may not be removed 

 The ñInterestedò involvement level is also not optional, as it represents a user 

who has not been assigned  an involvement level.  

 
Applicable Users:  

 Sponsor Chair, Standard Representative, Working Group Officers  

 

Instructions:  
1.  On the myProject Ê Home Screen, select ñmanage committees ò. 

2.  Under the ñWorking Group  Committees ò section click ñman age ò under the 

ñActions ò column. 

 

 
 

3.  Click ñInvolvement Levels ò. 
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4.  Click the boxes to place a check next to the levels you would like to use.  

 

 
 

5.  Click ñOKò to save your selection. 
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4.8  Assign Involvement Level in a Working Group  

Working Group Officers have the ability to define the involvement level of those who 

have enrolled in a committee using myProjectÊ. Involvement levels are used to 
allow write access to the groupôs Mentor area. 

 

Applicable Users:  

 Sponsor Chair, Standard Representative, Working Group Offic ers  

 
Notes:  

 The involvement level set for a person in myProjectÊ will determine the type 

of access that person has to the Working Group area in Mentor.  

 See Mentor documentation for more information on how involvement 
levels affect acc ess. 

https://mentor.ieee.org/etools_documentation/dcn/11/etools_docume

ntation -11 -0017 -MENT-mentor -user -guide.pdf   

 
Instructions:  

1.  On th e myProject Ê Home Screen, select ñmanage committees ò. 

a.  You can also access this feature from the ñManage Committeeò screen. 

See 4.8  Assign Involvement Level in a Working Group  for more 
information on accessing this screen  

2.  Under the ñWorking Group  Committees ò section click ñmanage ò under the 

ñActions ò column. 

 

 
3.  Under the ñInvolvement Level ò column, select the appropriate involvement 

level for each person from the drop -down box next to his/her name.  
 

  
 

4.  Click ñUPDATE ò to apply any changes. 

 

https://mentor.ieee.org/etools_documentation/dcn/11/etools_documentation-11-0017-MENT-mentor-user-guide.pdf
https://mentor.ieee.org/etools_documentation/dcn/11/etools_documentation-11-0017-MENT-mentor-user-guide.pdf


  

myProjectÊ User Guide   Revised : April 25, 2013  

Page 28  of 107  

4.9  Assign/Change Sponsor Ballot Designee and Other 

Project Officers  

A Working G roup can manage m ore than one PAR/project. The Working Group C hair 

may solicit help from the wor king group to manage the Sponsor ballots for the PARs.  
The person assigned to manage a Sponsor ballot for a specific PAR is called the 

Sponsor Ballot Designee.  The Working Group Chair may also assign individuals to 

assist with other phases of the project . If a designee is not assigned , the 

responsibility falls on the working group chair.  Designees will be granted access in 
myProjectÊ to facilitate their specific function. 

 

Project officers are:  

Sponsor Ballot Designee /Alternate Ballot Designee  ï This individual may act 

on behalf of the Sponsor Chair and Working Group Chair to manage ballo t activity for 
a specific project.  

NesCom Designee  ï This individual has the ability to submit changes to existing 

PARs on behalf of the Working Group Chair.  

RevCom Designee  ï This individual has the ability  to submit material to RevCom  on 
behalf of the W orking Group Cha ir.  

Coordination Designee ï This individual has the ability to manage coordination 

(MEC, SCC14, etc.) on behalf of the Working Group Char.  

Technical Editor  ï This individual will be granted Standards Dictionary access  
 

Applicable Users:  

 Sponsor Chair, Standard Rep resentative, Working Group Officers  

 
Notes:  

 The person you are about to assign this role must sign up in this activity area 

first and be an IEEE and IEEE -SA member.  

 For instructions on joining activities, see Sec 3.1   

 The individualôs username is needed to assign them an officer position. 
 The Designee s for an entity project must be representatives of Advanced 

Entity Members.  
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Instructions:  

1.  On the myProject Ê Home Screen, select ñManage C ommittees ò. 

2.  Under the ñProjects ò section click ñmanage ò under the ñActions ò column. 
 

 
3.  Click ñManage Officer Roster ò. 

 

  
 

4.  Enter the myProjectÊ usernames of any individuals you w ould like to assign 

roles and click ñOKò. You can also change or un-assign roles by changing or 

deleting the username that appears in the box.  

5.  The next screen will confirm the changes you are making. Click ñOKò to save 
the changes.  
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4.10  Send Sponsor Message  

This feature can be used to send a message to a Sponsor Committee Chair or 

Working Group Chair.  
 

Applicable Users:   

 All myProjectÊ Users 

 

Instructions:  
1.  On the myProject Ê Home Screen click  ñSend Sponsor Message ò. 

2.  Select the chair you would like to send a message to.  

 

 
 

3.  Add additional email addresses in the ñCCò box to send copies of the 

message.  

4.  Enter a subject and message text.  

5.  Click ñChoose file ò to add an attachment. 
6.  Click ñOKò to send your message. 
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4.11  Send a Notification  to Group  

MyProjectÊ will automatically send notifications to all users who have expressed 

interest in a group for specific a ctivities, e.g. ballot invitations.  ñSend Notification to 
Groupò allow s officers  and staff  to send additional notifications to interested users.  

 

Applicable Users:  

 Sponsor Chair, Standard Representative, Working Group Officers  

 
Note s:  

 Anyone who register s as i nterested in the group in the ñManage Activityò 

area will receive messages sent to that group. Notifications are not tied to 

access levels or IEEE -SA membership . 
 Sponsor and Working Group level interests are treated separately, therefore: 

Users inter ested at the sponsor level will not receive notifications sent to 

related Working Groups only. Users interested at the Working Group level will 

not receive notifications sent to the related sponsors only.  
 

Instructions:  

1.  On the myProject Ê Home Screen, select ñSend Notification to Group ò. 

2.  Click ñSELECT RECIPIENTS ò to select the groups you would like to send the 
notification to.  

 

 
 

3.  Click the boxes to place a check next to all of the groups you would like to 
send the notif ication to and click ñOKò. 
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4.  From the ñRecipient Type ò box, select ñAll Users ò to send messages to 

everyone who has registered interest in the group, select ñOfficers Only ò if 
you would like the message only sent to offic ers  or select ñBy Involvement 

Level to choose specific involvement levels to notify . 

 

 
 

5.  Enter additional email addresses you would like the notification sent to in the 

ñCCò field, separated by commas. 

6.  Type your subject and message . 
7.  Click ñChoose file ò to add an attachment.  

8.  Click ñOKò to send the notification. 
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5  The PAR Submission and Approval Process  
In order to start work on a new standard, a PAR (Project Authorization Request) 

must be submitted. Work cannot start on a standard until the PAR is reviewed  by 

NesCom (New Standards Committee) and approved by the Standards Board.  

 

 
 
Relevant sections of the myProjectÊ user guide: 

 PAR is Submitted -  5.1  Submit a PAR for a New IEEE Standard , 5.3  

Submit a PAR for a Revision, Corrigendum, or Amendment , 5.4  

Modify an Approved PAR  , 5.6  Withdraw an Approved PAR  
 Sponsor Accepts PAR -  5.7  Accept or Reject a PAR   

 NesCom Comments on the PAR  -  5.8  Commenting  and voting on a PAR , 

5.10  Respond to NesCom Comments About a PAR  
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5.1  Submit a PAR for a New IEEE Standard   

This  form is for submitting a PAR related to a completely new standard. The project 

can be worked on by an existing Working Group, or a new one can be requested. You 
must have approval of a sponsor committee, however, for your PAR to be 

considered.  

 

Applicable  Users :  

 IEEE-SA Member s 
 

Notes:  

 The Sponsor must have an approved P&P  (policy and procedures)  before it 

can submit a PAR.   
 If the Sponsorôs P&P is expired, the P&P must be reapproved before 

submitting a PAR. ( For more information on uploading Sponsor P&P s, see 

Sec  4.1  Upload & Manage Sponsor or Working  Group  P&Ps.)  

 
 

Instructions:  

1.  On the myProject Ê Home Screen, select ñSubmit a PARò.  

2.  Select ñPAR for a New Standard ò under ñPAR Requestsò then click ñNEXT ò.  

 
3.  Select the appropriate working group by using the ñ+ò to expand the 

Society/Sponsor Committee. ( This is the group that is responsible for 

supporting the work. By selecting the appropriate group, the Sponsor Chair 

and Working Group Chair are notified of the PAR submittal. The Sponsor Chair 
will need to accept the PAR in order for NesCom to approve it. )  

 

o If the PAR is for a new working group that you need to create :   

Á Select ñRequest New Working Group ò next to the 
appropriate sponsor/committee . 

Á When Prompted, enter the full name of the working group, e.g.,  

ñImplementing Technology To Limit Climate Changeò and a 

short name, e .g., CCWG (will appear on PAR as 
PE/ED&PG/CCWG), then click  ñNEXT ò 

Á Review the information displayed and click ñNEXT ò 

Á The sponsor chair will be notified of the new group and will 

need to approve it and assign a working group chair  

o If the PAR is for an exist ing working group :  
Á Find the working group in the green area and click ñSelect ò 

Á Review the information displayed then click ñNEXT ò  

Á If the any  Working Group  information is incorrect or blank, 

contact the Sponsor Chair. This information must be corrected 
bef ore submitting a PAR.  
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4.  Complete the PAR form.  Instructions on filling out the form will be displayed 
by moving your cursor over the ñiò buttons. 

 

 
 

5.  When complete, click ñPreview And Submit ò 

6.  Review the PAR and click ñSubmit to NesCom Administrator ò 

7.  The PAR will now be added to the next NesCom agenda and notifications will 

be sent to the Working Group Chair, Sponsor Chair, Staff Liaison, and 
NesCom Administrator)  

o NOTE : Once you approve and submit the information, changes may 

only be made through the  NesCom Administrator.  
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5.2  Saving, Editing, Sharing and Deleting a Draft PAR  

You can save a PAR at any time as a draft and return to it later, share it, or delete it.  

 
Applicable Users :  

 IEEE-SA Member s 

 

Instructions:  

1.  Click ñSAVEò on any PAR form . 
2.  When you a re ready to resume, go to the myProjectÊ Home page and select 

ñManage My PARs ò 

3.  To return to the PAR, locate the PAR in the list and click ñedit ò, then continue 

editing the PAR.  
 

 
 

4.  To share the PAR with ano ther user, click ñshare with another user ò (This 
person will hav e the ability to view, edit,  submit  and delete  the PAR )  

5.  Enter the email address or username of the person with whom you would like 

to share the PAR and click ñOKò (The email address must be as sociated with 

an IEEE Web Account )  
6.  To permanently delete a draft PAR, click ñdelete ò 

  



  

myProjectÊ User Guide   Revised : April 25, 2013  

Page 37  of 107  

5.3  Submit a PAR for a Revision, Corrigendum, or 

Amendment  

These forms are similar  PARs for a new standard  but  are for PARs to change existing 

IEEE standards.  Revisions are documents that replace the current standard, 
corrigenda add technical corrections, and amendments are other additions or 

corrections to the standard.  

 

Applicable Users:  
 I EEE-SA Member s 

 

Instructions:  

1.  On the myProject Ê Home Screen, sel ect ñSubmit a PAR ò.  

2.  Select ñPAR for a Revisionéò, ñPAR for a Corrigenduméò or ñPAR for an 
Amendmentéò under ñPAR Requestsò, then click ñNEXT ò.  

 
 

3.  Enter the standard number in the box and click ñSEARCH ò. 

4.  Click ñselect ò next to the standard you want to revise, amend, etc.  

 
 

5.  You will be presented with a confirmation page to review the contact 

information.  

o If the any  Working Group  information is incorrect or blank, contact the 

Sponsor Chair. This informa tion must be corrected before submitting a 
PAR. 

o If you want to assign the PAR to a different working group:  

Á Click ñReassign the Working Group ò. 

Á Enter the information for the new working group.  
Á Click ñNEXT ò. 
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6.  Click ñNEXT ò. 

7.  Review the information d isplay ed on the subsequent page , some fields may 
be pre - filled with information from the standard.  

8.  Modify the information or fill in fields as needed .  Make sure to include the 

reasons for the revision, amendment or corrigendum.  

o You can save your PAR at any time  and return to it later. For more 
detailed instructions, see sec. 5.2 . 

9.  Instructions on filling out the form will be displayed by moving your cursor 

over the ñiò buttons. 

 

 
 

10.  When complete, click ñPreview And S ubmit ò 

11.  Review the PAR and click ñSubmit to NesCom Administrator ò 

12.  The PAR will now be added to the next NesCom agenda and notifications will 
be sent to the Working Group Chair, Sponsor Chair, Staff Liaison, and 

NesCom Administrator)  

o NOTE : Once you approve a nd submit the information, changes may 

only be made through the NesCom Administrator.  

  



  

myProjectÊ User Guide   Revised : April 25, 2013  

Page 39  of 107  

5.4  Modify an Approved PAR  

If the scope, purpose, or other elements of the draft standard change in any way, 

the PAR must be modified and approved.  
 

Applicable Users:  

 IEEE-SA Member s 

 

Instructions:  
1.  On the myProject Ê Home page, select ñSubmit a PAR ò.  

2.  Select ñModify an existing Approved PAR ò and click ñNEXT ò. 

 

 
 

 

 

 
 

 

 

 
 

 

3.  Enter the PAR number in the box and click ñSEARCH ò. 

4.  Click ñselect ò next to the PAR you want to modify. 

 
 

5.  You will be presented with a confirmation page to review the contact 

information.  

o If the any  Working Group  information is incorrect or blank, contact the 
Sponsor Chair. This information must be corrected before submitting a 

PAR. 

o If you want to ass ign the PAR to a different working group:  

Á Click ñReassign the Working Group ò. 
Á Enter the information for the new working group.  

Á Click ñNEXT ò. 
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6.  Click ñNEXT ò. 
7.  Review the information di splayed on the subsequent page;  some fields may 

be pre - filled with infor mation from the existing PAR.  

8.  Modify the information or fill in fields as needed.  

o Be sure to list what is being modified and the reasons for the 

modifications.  
o You can save your PAR at any time and return to it later. For more 

detailed instructions, see se c. 5.2  

10.  Instructions on filling out the form will be displayed by moving your cursor 

over the ñiò buttons. 
 

 
 

13.  When complete, click ñPreview And Submit ò 

14.  Review the PAR and click ñSubmit to NesCom Administrator ò 
15.  The PAR will now be added to the next NesCom agenda and notifications will 

be sent to the Working Group Chair, Sponsor Chair, Staff Liaison, and 

NesCom Administrator)  

NOTE : Once you approve and submit the information, changes may only be made 
through the NesCom Administrator.   
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5.5  Extend an E xisting PAR  

PARs are only valid for 4 years. If the working group needs more time to draft the 

standard, an extension must be filed and approved  by NesCom before the PAR 
expires . 

 

Applicable Users:  

 IEEE-SA Member s 

 
Instruc tions:  

1.  On the myProject Ê Home page, select ñSubmit a PAR ò.  

2.  Select ñExtend an Approved PAR ò and click ñNEXT ò. 

 
 

 

 

 
 

 

 

 
 

 

 

3.  Enter the PAR number in the box and click ñSEARCH ò. 

4.  Click ñselect ò next to the PAR you want to extend. 
 

 
 

5.  You will be presented with a confirmation page to review the contact 
information.  

o If the any  Working Group  information is incorrect or blank, contact the 

Sponsor Chair. This information must be corrected before submitting a 

PAR. 
o If you want to assign the PA R to a different working group:  

Á Click ñReassign the Working Group ò. 

Á Enter the information for the new working group.  

Á Click ñNEXT ò. 
 



  

myProjectÊ User Guide   Revised : April 25, 2013  

Page 42  of 107  

  
 

6.  Click ñNEXT ò. 

7.  Select  the number of years for the extension. Review the title, scope and 
purpose to ensure that they  mat ch the current draft.  

8.  Provide an explanation for the extension. (a description of what the working 

group has accomplished, what remains to be accomplished and the reasons 

why the work was unable to be completed in the allotted time frame)  

9.  Review the rest o f the informa tion displayed on the page and  modify as 
needed.  

o You can save your PAR at any time and return to it later. For more 

detailed instructions, see sec. 5.2 . 

11.  Instructions on filling out the form will be displayed by moving your cursor 
over the ñiò buttons. 

 

  
 

12.  When complete, click ñPreview And Submit ò 

13.  Review the PAR and click ñSubmit to NesCom Administrator ò 

14.  The PAR will now be added to the next NesCom agenda and notifications will 

be sent to the Worki ng Group Chair, Sponsor Chair, Staff Liaison, and 
NesCom Administrator)  

NOTE : Once you approve and submit the information, changes may only be made 

through the NesCom Administrator.   



  

myProjectÊ User Guide   Revised : April 25, 2013  

Page 43  of 107  

5.6  Withdraw an Approved PAR  

This option is used if, for any reason, the work ing group decides to discontinue work 

on a project.  
 

Applicable Users:  

 IEEE-SA Member s 

 

Instructions:  
1.  On the myProject Ê Home page, select ñSubmit a PAR ò.  

2.  Select ñWithdraw an Approved PAR ò and click ñNEXT ò. 

3.  Enter the PAR number in the  box and click ñSEARCH ò. 

4.  Click ñselect ò next to the PAR you want to withdraw. 
 

 
 

5.  Select a reason for the withdrawal from the drop -down menu and provide a 

more detailed explanation of the reason for withdrawal.  

6.  Click ñOKò to submit the withdrawal request. 

7.  The PAR withdrawal will now be added to the next NesCom agenda and 
notifications will be sent to the Working Group Chair, Sponsor Chair, Staff 

Liaison, and NesCom Administrator.  

  






























































































































