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Agenda

 myProject
– Manage Activity Profile
– Assigning Officers
– Assigning Working Group Involvement Levels
– PARs
– Ballot Process
– RevCom Submission

 Mentor website
– What is Mentor?
– Request a Mentor area
– Documents
– Mail
– ePolls
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myProject

 URL for Login 
– Go to https://development.standards.ieee.org/my-site

OR

 From the IEEE-SA Home Page at standards.ieee.org, click eTools
in the upper-right corner 
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myProject—Manage Activity Profile

 WG Chairs/Officers/Designees join at the project and working group 
levels in myProject

 Joining an activity at the project level allows you 
– To receive ballot invitations and other notifications as an Interested 

Party/Observer
– To be assigned as a designee*

 Joining an activity at the WG level allows you to
– Appear on the roster (without a role)
– Be assigned as Working Group chair or officer*

* Must be an IEEE and IEEE-SA member
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myProject—Manage Activity Profile

Instructions for joining at the project and WG levels: 

1. On the myProject Home Screen, click “Manage Activity Profile.”

2. On the “Manage Activity Profile” page, scroll down and click on the “+” sign next 
to IEEE Industry Applications Society.

3. Click on the “+” sign next to Petroleum & Chemical Industry.

4. To join the working group activity, scroll down to the Working Group for which 
you have been appointed as officer/designee and click to check the box next to 
the Working Group. 

5. To join the project activity, scroll down to the Project for which you have been 
appointed as officer or designee and click to check the box next to the Project. 

6. Click “CONTINUE.” 

7. Confirm your interest area and enter your affiliation information.

• Select from the list or type in your company/organization.

8. Click “CONTINUE” and a confirmation screen will show your interested activity 
area(s) and affiliation(s).

INSTRUCTIONS CONTINUED ON NEXT SLIDE
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myProject—Manage Activity Profile

Instructions for joining at the project and WG levels (continued):

For WG officers other than the Chair and designees only:

9. After joining the project and WG activities, send a confirmation email to the WG 
Chair, with cc to Lisa Perry (l.perry@ieee.org), to confirm that you are signed up 
at the project and WG levels. You must include your IEEE account username in 
the message.

10. After you have been assigned as WG officer/designee, you will receive a system-
generated notification by email.

For WG Chairs only:

9. After joining the project and WG activities, send a confirmation email to the 
Standards Subcommittee Chair, Will McBride (WillE.McBridePE@ieee.org), with cc 
to Lisa Perry (l.perry@ieee.org), to confirm that you are signed up at the project 
and working group levels. You must include the project number and your IEEE 
account username in the message. 

10. After you have been assigned as WG Chair, you will receive a system-generated 
notification by email.

11. FINAL STEP FOR WG CHAIRS: After notification in step 10, you must log in 
myProject. You will be prompted with a message informing you that you have 
been selected to serve as Chair, and you must click “Accept.” 
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myProject Tasks for Officers/Designees

 WG Chairs must be signed up at the project and working group levels in 
order to manage 
– The Working Group
– The PAR process
– Sponsor Balloting
– RevCom submission and approval process

 WG officers can manage all tasks related to managing the WG, with the 
exception of assigning/changing WG officers, i.e.,
– Assign designees at the project level (Sponsor Ballot Designee/ 

Alternate Ballot Designee, NesCom Designee, RevCom Designee) 
– Manage roster for Working Groups (assign involvement levels to 

members)

7



myProject Tasks for Officers/ Designees

 WG Chairs and officers can assign designees, granted access to facilitate 
their specific function. Also called project officers. 
– Sponsor Ballot Designee/Alternate Ballot Designee 
– NesCom Designee
– RevCom Designee 

 If designees are not assigned, the responsibilities fall on the working 
group chair
NOTE—Chairs of the 45 dot standards are assigned as designees.
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myProject—Assigning Officers

 Sponsor Chair is the only person who can assign WG officers

 Sign-up Process for WG Chairs
– WG Chair is appointed
– WG Chair joins at the project and WG levels in myProject
– WG Chair asks Sponsor Chair to assign the role (must provide 

username)
– Sponsor Chair assigns the role, generating myProject email 

notification to WG Chair
– Chair must log in myProject and accept the role.
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myProject—Assigning Officers

 Sign-up Process for WG officers and designees
– Officer/Designee is appointed
– Officer/Designee joins at the project and WG levels in myProject
– Officer/Designee asks Sponsor Chair or WG Chair to assign the role 

(must provide username)
– Sponsor Chair assigns the role, generating myProject email 

notification to Officer/Designee
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myProject—Assigning Officers

Instructions for WG Chair to Assign Officer Role: 

1. On the myProject Home Screen, select “Manage Committees”. 

2. Under the “Sponsor Committees” section click “manage” under the “Actions” 
column. 

3. Click “Manage Officer Roster” 

4. Enter the myProject™ usernames of any individuals you would like to assign roles 
and click “OK”. 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 “OK” to save the 
changes. 
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myProject—Assigning Officers

Instructions for WG Officer to Assign Designee Role: 

1. On the myProject Home Screen, select “Manage Committees”. 

2. Under the “Projects” section click “manage” under the “Actions” column. 

3. Click “Manage Officer Roster”. 

4. Enter the myProject usernames of any individuals you would like to assign roles 
and click “OK”. 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 “OK” to save the 
changes. 
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myProject—Assigning WG member 
involvement levels

 WG Officers/Designees should encourage their members to review their 
activity profile! 

 WG members should also sign up at the project and working group 
levels, so that they can be assigned involvement levels
– Voting Member - votes on minutes and other Working Group ballots, 

active participation required
– Non-Voting Member - does not vote, active participation required
– Aspirant Member - request to become a member of this Working 

Group and actively participate in this Standard development
– Observer - receives Working Group information, membership is not 

requested
– Guest - does not receive Working Group information

 In addition to using the involvement roles to manage your roster in 
myProject, the involvement levels can be used to grant members access 
to the group’s Mentor area
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myProject—Assigning WG member 
involvement levels

Instructions for WG Officers to Select Involvement Levels for the 
WG: 

1. On the myProject Home Screen, select “manage committees”. 

2. Under the “Working Group Committees” section click “manage” under the 
“Actions” column. 

3. Click “Involvement Levels”.

4. Click to check the boxes next to the levels for Voting Member, Non-Voting 
Member, Aspirant Member, and Observer

Instructions for WG Officers to Assign Involvement Levels for the 
WG Members:
1. On the myProject Home Screen, select “manage committees”.

2. Under the “Working Group Committees” section click “manage” under the 
“Actions” column.

3. Under the “Involvement Level” column, select the appropriate involvement level 
for each person from the drop-down box next to his/her name.

4. Click “UPDATE” to apply any changes. 
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IEEE-SA New Standards Committee 
(NesCom) and the 
PAR Process Overview

PARs—What is NesCom?

 New Standards Committee

 One of six governance committees of the IEEE SA-Standards Board

 NesCom consists of 10-15 members, at least four of whom, including the 
chair, are voting members of the IEEE-SA Standards Board

 NesCom has been delegated the responsibility of considering all Project 
Authorization Requests (PARS) and providing recommendations to the 
IEEE-SA Standards Board regarding their approval



NesCom 2012 Roster

• Peter Balma (PE/TR)

• Wael Diab (C/LM)

• Michael Janezic (MTT)

• Young Kyun Kim (C/LM)

• Thomas Lee (C/LM, COM)

• Oleg Logvinov(COM)

• Raj Madhavan (RAS)

• Ted Olsen (PE/SWG)

• Jon Rosdahl – Chair (C/LM)

• Curtis Siller (COM)

• Adrian Stephens (C/LM)

• Jerry Thrasher (C/MSC)

• Yatin Trivedi (C/DA)

• Don Wright (C/MM)

• Yu Yuan (VTS/ITSS)
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 Four quarterly meetings per year typically held in:

– March
– June
– September (August for 2012/2013)
– December

 Continuous Processing – 2 to 3 times per year:

– January
– April/May
– October

 Meeting Schedule available: 
http://standards.ieee.org/about/sasb/nescom/calendar.pdf
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NesCom Schedule



 An approved PAR is needed before official work is begun on  a 
standard project

 NesCom can only accept PARs from Sponsors with approved 
P&Ps on file 

 Each PAR is assigned a project number by which the published 
standard will eventually be known

 An approved PAR is valid for 4 years

18

PAR – Project Authorization Request



5 types of PAR Requests
New PAR
PAR for a Revision to an existing IEEE standard
PAR for a Corrigendum
PAR for an Amendment
PAR for the Adoption of a Non-IEEE Standard

3 types of PAR Actions

Modify an existing approved PAR
Extend an approved PAR
Withdraw an approved PAR
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Types of PARs
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 The PAR must be received prior to the submittal deadline for each 
meeting.  Submittal deadline dates can be found on our website: 
http://standards.ieee.org/about/sasb/nescom/calendar.pdf

 The PAR must be completed via myProject 
(https://development.standards.ieee.org/my-site) 

 An IEEE web account is required for myProject.
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Submitting a PAR



 Submission Deadline:  Posted on our web page.  

 Review Period:  One week after deadline

 Review Closed:  Two days before NesCom meeting

 Sponsor Approval Cutoff:  One day before  NesCom meeting

 NesCom Meeting

 Standards Board Meeting:  One day after NesCom (Continuous 
Processing meeting – recommendations are balloted to the 
Board by email.)
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NesCom Review Schedule



 NesCom Administrator
– Facilitates PAR submittal process through myProject
– During NesCom review, makes requested updates to PAR 

form after submittal

 Staff Liaison
– Primary contact person for questions about procedures, 

policies, and process flow.
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myProject—Sponsor Ballot Process

1. Initiate Ballot Invitation: After the WG approves the draft to go to 
Sponsor Ballot, WG Chair or Sponsor Ballot Designee initiates the 
invitation. Invitation does not open until staff liaison reviews and sends

Instructions for WG Chair or Sponsor Ballot Designee to Initiate the 
Ballot Invitation:
1. On the myProject Home Screen, click the “Balloting” tab

2. Click “Initiate Invitation Request”

3. Complete the fields and click “NEXT”

• Length of Your Invitation: Minimum of 30 days

4. Select the groups and individuals you would like to invite to the Balloting Group
• Click the “+” sign beside the Society and Committee (Sponsor) names to see a list 

of working groups under that committee and put a check mark next to each 
Committee and/or Working Group you wish to invite

• Additional people can be invited by entering e-mail addresses in the “Additional 
Invitations” section

• Click “NEXT”

5. Confirm the voter classifications for the ballot and click “NEXT”

INSTRUCTIONS CONTINUED ON NEXT SLIDE
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myProject—Sponsor Ballot Process

6. Verify the Invitation information

• Review the invitation (use the “BACK” button to make changes) 
• Additional description can be added in the “Sponsor Text” area. 
• Do not attach published standards or drafts, necessary documents will be made 

available in myProject once the ballot has opened 
• Click “OK” to complete the invitation process.

 Before the invitation closes, the WG officers can View the Invitation 
Summary to monitor the balance.

Click to go to Instructions for WG Officers to View the Invitation 
Summary

 No voter classification group shall constitute 1/3 or more of the balloting 
group. 

 Invitation may be extended or reopened to balance the ballot group. 
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myProject—Sponsor Ballot Process

2. Submit the Draft for Mandatory Editorial Coordination (MEC): 
After the WG Chair or Sponsor Ballot Designee initiates the invitation, 
the draft is submitted for MEC, which is required before the start of the 
initial ballot. (Timing is important because they’re both 30-day 
processes!)

Click to go to Instructions for WG Chair or Sponsor Ballot Designee 
to Submit the Draft for MEC
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myProject—Sponsor Ballot Process

3. Initiate Sponsor Ballot: WG Chair or Sponsor Ballot Designee initiates 
the ballot. (The draft cannot proceed to ballot until the invitation has 
closed and the balloting group is balanced AND all Section I items of the 
MEC have been resolved!) Sponsor Ballot does not open until staff 
liaison reviews and approves

Instructions for WG Chair or Sponsor Ballot Designee to Initiate the 
Sponsor Ballot:

1. On the myProject Home Screen click the “Balloting” tab.

2. Click “Initiate Sponsor Ballot”.

3. Select your project from the PAR drop down list.

4. Enter the “Ballot Open Date”.

5. Enter the “Ballot Close Date” (should be a minimum of 30 days).

6. Enter the “Draft #” (must match the draft number in the draft).

7. Select File for Uploading: Click the Browse… to find your draft file. The file must 
be in PDF format.

INSTRUCTIONS CONTINUED ON NEXT SLIDE
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myProject—Sponsor Ballot Process

8. Review the system generated text. If you would like to add additional 
instruction or information, use the “Sponsor Text” Area.

9. Click “Initiate Ballot”.

 After the Sponsor Ballot opens, the WG Chair or Sponsor Ballot Designee 
can view the Response and Approval rates.

Click to go to Instructions for WG Chair or Sponsor Ballot Designee to View 
the Ballot Summary
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myProject—Sponsor Ballot Process

4. Comment Resolution: All comments must be responded to. The 
response should show that the comment was seriously considered 
(myProject will accept a resolution status without any detail but 
RevCom will look for the details).

Click to go to Instructions for WG Chair or Sponsor Ballot Designee to:
Download Comment Resolution File
Upload Comment Resolution File
Respond to Ballot Comments Individually
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myProject—Sponsor Ballot Process

5. Recirculation: A ballot recirculation is required if changes have been 
introduced in the draft or if there are unresolved negative comments. 
The consensus requirement is met when: 1) at least 75% of the ballot 
group voted, and 75% approval 2) fewer than 30% of the ballot group 
voted Abstain

Click to go to Instructions for WG Chair or Sponsor Ballot Designee to Initiate 
Recirculation
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myProject—RevCom submission

Submit a Project to RevCom: After a draft has been balloted and 
consensus reached, the project can be submitted for approval. The draft, 
along with information from the balloting process will be submitted for 
review by the RevCom (Review Committee). RevCom will then recommend 
approval of the standard to the Standards Board. Once the Standards 
Board approves the project, the draft becomes a standard and is ready to 
be prepared for publishing.

Click to go to Instructions for WG Chair or RevCom Designee to Submit a 
Project to RevCom
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Mentor website

 URL for Login
– https://development.standards.ieee.org/my-site 
– Select “Mentor” from the “SIGN IN TO” dropdown menu. 
– Enter your IEEE account username and password and click “LOGIN”. 

OR

 If you are logged in myProject, you can switch from myProject to Mentor 
by clicking the eTools tab in the upper-right corner of the screen and 
selecting “Mentor” from the “SIGN IN TO” dropdown menu. 
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What is Mentor?

 Mentor is a tool that is integrated with the rosters in myProject and 
includes several features to help WGs collaborate and share information. 
Features include: 
– Documents – A repository for public and private document files 
– Wiki – An easy way to create web pages and link to content both 

within and outside of Mentor 
– ePolls – A tool that gives groups the ability to conduct ballots and 

gather comments 
– Calendar – A shared calendar with iCal download capabilities 
– Mail – A simple way to send email to your entire group 

 Involvement levels in Mentor come from the roster in myProject
– Refer WG members to Quick Guide for Users of myProject and Mentor

• Explains the relevance and instructions for managing your activity profile for 
interested users, balloters, WG members, and WG officers 

• Conveniently enough, located on the PCIC mentor site at 
https://mentor.ieee.org/pcic/documents (a public document)

 Once the WG has assigned involvement levels for WG members, the WG 
can start using the Mentor area. 
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Request a Mentor Area for Your WG

 If a WG would like to use the Mentor tool, please contact Lisa Perry 
(l.perry@ieee.org) to request setup of the WG area. 

 Mentor menu options will not look alike for all users. Options will depend 
on what the group has available and on your personal involvement level. 

34

Involvement Level View public 
documents? 

View private 
documents? 

Post new documents 
& revisions? 

Delete & correct 
documents? 

Interested Yes No No No 

Observer Yes Yes No* No 

Aspirant Member Yes Yes No* No 

Non-Voting Member Yes Yes No* No 

Voting Member Yes Yes Yes No 

Working Group 
Officer 

Yes Yes Yes Yes 

Staff Liaison Yes Yes Yes Yes 



Mentor—Creating and Managing 
Document Groups

 In order to use the documents area in Mentor, WG Officers must first set 
up document groups. These groups are used as categories for your 
documents and users can filter documents according to categories. 

1. From your group’s Mentor area, click “Document Groups” in the top left corner. 
If you don’t see “Document Groups”, click the “more” dropdown menu and 
select “Document Groups”. 

2. In the box under “File Code”, enter a four character abbreviation for the group 
name. 

3. In the box under “Display Name”, enter the name for the name for the group. 

4. Click “Update” to save your changes. 

5. Click “More Rows” if you need more rows for additional document groups. 

6. You may change the “Display Name” at any time, but you may not change the 
“File Code” or delete a group. 

7. Check the box under “Active” to deactivate the group. This will prevent new 
documents from being uploaded to the group, but users will still be able to view 
documents and post revisions. 
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Mentor—Upload a Document

 Uploading a New Document

1. From your group’s Mentor area, click “Documents” in the top left 
corner. If you don’t see “Documents”, click the “more” dropdown 
menu and select “Documents”. 

2. Click “New Document”. 

3. Choose a document group for the document from the “Group” 
dropdown menu. 

4. Enter a title for the document 

5. Enter an author and/or affiliation. This will display next to the document 
title in the list. 

6. Click “New Document” to create the document entry. 

7. Click “Browse…” and select the document file you would like to upload. 
There are no restrictions on the type of documents you can upload. 

8. If your group allows public access to files, check “Allow public access 
to this file” to allow public access to this document. 

9. Click “Upload Document” to upload the file. 
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Upload Documents with DCN

 What is a DCN? DCN is the Document Control Number. The full DCN 
includes some additional information about the document file and will be 
visible before  uploading a document.

 In this example below, the DCN is 5-11-0033-00-agen. This comes 
from: 
– 5 = The Mentor group link name (shortened form of 1900.5) 
– 11 = The year (2011) 
– 0033 = The document number (33) 
– 00 = The revision number (this is the original, so revision is 0) 
– Agen = The file code for the document group (Agenda) 
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Mentor—Revising a Document

 Mentor allows users with the appropriate access to post revisions to 
documents. Revisions do not overwrite the original document, but have 
the same name and document number. They appear along with the 
original in the document list with a separate revision number. Revisions 
have a unique URL and will not show up in place of the original if a 
revision is linked to directly. 

1. From your group’s Mentor area, click “Documents” in the top left 
corner. If you don’t see “Documents”, click the “more” dropdown 
menu and select “Documents”. 

2. Click “Revise” next to the document you would like to post a revision to. 

3. Enter a new Author and affiliation, if it is different, and click “Revise 
Document”. 

Click “Browse…” and select the document file you would like to upload. 

5. If your group allows public access to files, check “Allow public access 
to this file” to allow public access to this document. 

6. Click “Upload Document” to upload the file. 
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Mentor—Mail Feature

 Mentor can be used to send email to your group. The email list is 
controlled by your group roster, meaning you do not have to maintain a 
separate email list. Users will only receive group emails if they have 
been given the subscriber privilege. 

 Access to mail features through the web interface is based on 
involvement level and the access options that have been selected by the 
WG. 

 Access options are: 
– Who can send mail (via web and email interface): Administrators 

Only, Members Only (default), Guests and Members Only, Any 
Registered User (includes interested), Anybody (even non-users), 
Nobody (not even admins) 

for working groups, only “voting members” are considered members, other 
involvement levels are treated as “guests” 

– Who can see mail (via web interface): Only Group Members (default), 
Anybody (this makes all emails publically available), Administrators 
Can Set Visibility (messages default to private) 
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Mentor—Mail (Default Access)

Involvement Level Can view mail 
messages? 

Can send mail 
messages? 

Can delete 
messages? 

Interested No No No 

Observer Yes No No 

Aspirant Member Yes No No 

Non-Voting 
Member 

Yes No No 

Voting Member Yes Yes No 

Working Group 
Officer 

Yes Yes Yes 

IEEE Staff Yes Yes Yes 
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ePolls in Mentor

 ePolls allows WG officers to set up online ballots strictly for the use of 
their groups. 

 Can be used for voting on minutes and WG votes

 All users listed as Working Group officers in myProject will have 
administrative access to ePolls and will be able to create and edit polls. F

 Polls created by one user may be edited, closed or deleted by any other 
officer/admin. 

 Project-level designations (e.g. Sponsor Ballot Designee, Nescom 
Designee) in myProject will not affect access levels in Mentor. 
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ePolls in Mentor (continued)

 All currently open polls show up on the ePolls screen. The features of 
this screen are as follows (some options are only available to group 
officers):
– Start – This is the date and time the poll was opened. All times are 

US Eastern Time. 
– ePoll Name – This is the name of the poll. 
– Question – This is the question you are responding to with your vote 
– Document – This is a file related to the poll. This is useful for taking 

preliminary ballots on a draft document, but polls can also be created 
without a file. 

– End – This is the date and time the poll will close. All times are US 
Eastern Time. 

– Votes [A/D/-] – This is a tally of the votes cast [A Approve, D 
Disapprove, - Abstain]. 
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ePolls in Mentor (continued)

– Vote – This is your current vote on the poll. 
– Actions – These are all of the actions you have available to you for a 

particular poll. The available actions will change depending on the 
status of the poll and your particular access level. 
• Edit – Edit the poll 
• Close – Close the poll 
• Vote – Vote or make comments on the poll 

– Status – View voting results and comments 
• New ePoll – Use this to create a new poll (will only be available to officers). 

– Closed ePolls – This shows all polls that have ended. 
– ePoll Summary – This allows you to view all of the votes cast for all 

polls in a specified date range. 
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Create an ePoll

1. From your group’s Mentor area, click “ePolls” in the top left corner. If you don’t 
see “ePolls”, click the “more” dropdown menu and select “ePolls”. 

2. From the main ePolls screen, select “New ePoll”. 

3. Fill out the fields to create your poll. 

a. ePoll Name – Enter a unique name for your poll, this cannot be the same as another 
poll either open or closed. 

b. Question – The question that will be answered by the approve/disapprove vote. Place 
all instructions for the specific poll in this box. 

c. Document – Upload a file if the poll is related to a specific document. You can only 
upload one file. If multiple files are required, create a .zip file first. 

d. End Date – Specify the date you would like the poll to close (use mm/dd/yyyy format 
e.g. 01/01/2012) or leave this box empty for an open-ended poll. All polls start when 
they are created, you cannot delay the start of a poll. 

e. Participants (Working Groups only) – All IC group involvement levels will have 
voting access to ePolls. Place a check in the box next to the involvement level of 
participants you would like to have access to the poll (you must select at least one). For 
Working Groups, these involvement levels can be managed through myProject™. Users 
who have not been given an involvement level are classified as “interested” and will not 
have access to ePolls. 
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Contact Information Page

Lisa Perry
Staff Liaison

IEEE
445 Hoes Lane
Piscataway, NJ 08854
T: 732-562-3942 

l.perry@ieee.org
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Lisa Yacone
NesCom Administrator

IEEE
445 Hoes Lane
Piscataway, NJ 08854
T: 732-562-6003 

nescom-admin@ieee.org

Quick Guide for Users of myProject and Mentor
https://mentor.ieee.org/pcic/documents

IEEE Standards Website address: http://standards.ieee.org

NesCom http://standards.ieee.org/about/sasb/nescom/

Complete myProject User Guide
https://mentor.ieee.org/etools_documentation/dcn/11/etools_documentation-11-
0014-MYPR-myproject-user-guide.pdf



Instructions for WG Officers to View the Invitation 
Summary

1. On the myProject Home Screen, click the “Balloting” tab.

2. Click the View Invitation Summary link

3. For the project, click on the number under the Response Count column

4. The percentages for each voter classification will be shown.
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Instructions for WG Chair or Sponsor Ballot Designee to 
Submit the Draft for MEC

1. On the myProject Home Screen click the “Balloting” tab.

2. 2. Click “Mandatory Editorial Coordination”.

3. 3. Complete the form displayed, making sure to fill out all relevant 
fields. (Select Lisa Perry as the staff liaison.)

4. 4. Click the “Browse…” button to select your file for upload. If you are 
including copyright permissions letters or other additional files, you will 
need to create a .zip file and upload a single file.

5. 5. Click “Upload selected file now” to submit the form, upload your 
file and notify your Staff liaison.
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Instructions for WG Chair or Sponsor Ballot Designee to 
View the Ballot Summary

1. On the myProject Home Screen click the “Balloting” tab.

2. Click “Manage Sponsor Ballot Activity”.

3. You will see all currently active ballots. To view all ballots, check 
“Include Inactive Ballots”.

4. Click on the number under the “# of Balloters” column for the ballot 
you would like to view a summary of.

5. Click on “Initial Ballot” or the recirculation to view the results from 
that round of balloting.

6. To download the selected results, click “Download Ballot Group CSV 
File” (includes entire ballot group) or “Download Ballot Voter CSV File” 
(includes only those who have voted).
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Instructions for WG Chair or Sponsor Ballot Designee to 
Download Comment Resolution File

1. On the myProject Home Screen click the “Balloting” tab.

2. Click “Download/Upload Comment Response”.

3. Select the PAR # from the drop-down box and click “OK”.

4. Click “Download Comments Resolution Zip File”. This will download 
a .zip file containing a CSV file of the comments and any files that may 
be attached to the comments.
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Instructions for WG Chair or Sponsor Ballot Designee to 
Upload Comment Resolution File

1. On the myProject Home Screen click the “Balloting” tab.
2. Click “Download/Upload Comment Response”.
3. Select the PAR # from the drop down-box and click “OK”.
4. Click the “Browse” button to upload your edited comment resolution 

file.
5. Click “OK”
6. View the comments in myProject and make sure your comments were 

uploaded correctly
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Instructions for WG Chair or Sponsor Ballot Designee to 
Respond to Ballot Comments Individually

1. On the myProject Home Screen click the “Balloting” tab.
2. Click “Manage Sponsor Ballot Activity”.
3. Find the project you want to manage and click the number under the 

“Comments” column to view the comments.
4. Click the “edit” link under “Resolution Status” for the comment you 

would lke to respond to.
5. Select the applicable resolution status from the drop-down menu and 

enter a description of the resolution.
6. Click “OK”.

51



Instructions for WG Chair or Sponsor Ballot Designee to 
Initiate Recirculation

1. On the myProject Home Screen click the “Balloting” tab.
2. Click “Initiate Recirculation”.
3. Select the PAR from the drop-down box and click “OK”.
4. Complete the fields, click “Browse…” to select files, making sure to 

include:
• Cover letter stating the reason for recirculation. Click the “view a sample 

cover letter” link to view/download a sample cover letter that you can use as 
a template.

• Draft number must match the draft number on the file being uploaded.
• New draft in PDF format, if changes have been made. If a draft is not 

provided, the system will assume you did not make any changes to the draft 
since it was last balloted. If this is the case, the last balloted draft will be 
available to the ballot group during the recirculation ballot.

• Additional files you wish the ballot group to review (optional). You can only 
upload one file; if you want to include multiple files, create a .zip file first and 
upload that.

• Number of days you want the recirculation ballot to remain open 
(minimum 10).

INSTRUCTIONS CONTINUED ON NEXT SLIDE

52



Instructions for WG Chair or Sponsor Ballot Designee to 
Initiate Recirculation (continued)

5. Click “CONTINUE”.

6. Review the Recirculation Ballot Announcement, add any additional 
messages into the “Sponsor Text” box and click “CONTINUE”.

7. Review the confirmation screen and make changes if needed. When you 
are done, click “Submit to Staff Liaison”. Your request for a 
recirculation ballot will now be sent to your staff liaison.
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Instructions for WG Chair or RevCom Designee to 
Submit a Project to RevCom

1. On the myProject Home Screen click “RevCom Submission”. 

2. Click “submit to RevCom” next to the PAR/Standard you would like to 
submit. 

3. You will be presented with a summary screen of your submission to 
RevCom including results of the last ballot recirculation and a list of files 
associated with the balloting.

4. Click the file name to download any of the files.

5. Additional files can be added by clicking the “Add Document” button.
a. Do not place document source files in this section
b. Click “Browse” to select a file and click “OK” to return to the submission form. 
c. Click the “X” to remove any uploaded files.

6. Click “Manage Source Materials” to upload source materials.
a. Click “Browse” to select a file for upload. 
b. Click the “X” to remove any uploaded files.

7. Answer all of the questions on the page by clicking the appropriate 
button.

8. Check the box to confirm your adherence to policies and procedures 
and click “OK” to complete your submission.

54



Annex—PARs

This Annex contains screen shots of 
the PAR submittal process in myProject
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Annex—PARs
https://development.standards.ieee.org/my-site
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Annex—PARs
myProject Welcome Page
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Annex—PARs
myProject User Guide
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Annex—PARs
myProject Welcome Page

Click link to Submit a PAR
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Annex—PARs
Submit a PAR

Select one 
type of ‘Request’
or ‘Action” 
for the project
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Annex—PARs
Blank PAR with expanded instructions
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Annex—PARs
Selecting Society/Sponsor
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Annex—PARs
Selecting Working Group
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Annex—PARs
Confirm Contact Information
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Annex—PARs
Filling out the PAR form
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Annex—PARs
Filling out the PAR form (cont.)
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Annex—PARs
Filling out the PAR form (cont.)
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Download as PDF
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Download as PDF
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Annex—PARs
Submit a New PAR – Save as a draft
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Annex—PARs
Review PAR before submitting
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Annex—PARs
PAR submitted to NesCom
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75

During the Review Period, you may receive  email notification from 
“IEEE‐SA” alerting you to myProject notifications.  It is necessary to 
log into myProject to read these. Each message will list the member 
who submitted the comment, instructions on how to respond to the 
comment within myProject (not by email), and a copy of the 
comment itself. 
ADVICE: If you want your PAR approved
… do NOT ignore these comments…

Annex—PARs
Comment Dialog



Annex—PARs
myProject System Message
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Annex—PARs
Responding to NesCom Comments
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Annex—PARs
Comment Notification - Preferences

• MyProject™ users are notified of important events through the myProject™ 
“Messages” section as well as through email. 

• From the myProject™ home screen, click “Messages”. 

• To manage notification preferences, click “preferences”. 
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Annex—PARs
Responding to NesCom Comments

Submitted PARs
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Annex—PARs
Comment Submission Details

To see the comment and be able to respond, 
click on the number under the dialog column
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Annex—PARs
Comment Dialog

Type response in field and then click “Add to dialog”
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Annex—PARs
Comment Response
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