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1  Login and access 
 

1.1  How to access the eCommittee workspace 
 

Go to  https://nsb.iso.org 
 

On the SABS workspace there are two alternatives for finding the committee you would like to access: 
 

1. Via the Personal menu – this will filter the list of committees to only show the committees to 

which you have access,  

 
or 

 
2. Via the ISOlutions portal – this allows you to see the list of all committees, regardless of your 

access rights 

 

1.1.1 Via the Personal menu 
 

a) Click on the Committees item in the personal menu: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Figure 1 – Committees via the Personal menu 

 

b) All committees of which you are a member will be listed: 
 
 
 
 
 
 
 
 
 
 
 

Figure 2 – My Committees list 

https://nsb.iso.org/
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1.1.2 Via the ISOlutions portal https://isolutions.iso.org 

 

a) Click on National eCommittees 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Figure 3 – National eCommittees link 

b) After you have logged-in you will find a complete list SABS Electronic Committees. Select the 
eCommittee you are looking for. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 4 – Committee List SABS home 

 
Every committee has a public area (Folder 01 Public information) which is accessible to 
anyone from the Internet without a SABS login. The URL is 
https:/nsb.iso.org/ecom/public/sabs/livelink All other folders and objects are only accessible if 
you are a member of a committee. 

 
 

For direct access to a committee in future sessions, a Bookmark (Mozilla Firefox) or a 
Favourite (MS Internet Explorer) may be used. See your browser's manual for further 
information. 

https://isolutions.iso.org/
https://nsb.iso.org/ecom/public/sabs/livelink
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1.2  What to do if I forget my username or password? 
 

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

 
a) If you have forgotten your password, click on the link I have lost my password beneath the log-in 

fields and follow the instructions on the screen. Within a few minutes you will receive an email with 
a link to reset your password. Follow the link and click the Reset Password button. You will receive 
an email with a temporary password. Please log-in and follow the process described in the mail. 

 
b) If you have forgotten your username, click on the link I don’t know my username beneath the 

log-in fields. 
 

This will automatically send an email to the International Helpdesk with a request to verify your 
identity and provide you with your username. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 5 – Password/ username forgotten 

 

On receipt of the mail with the temporary password please follow steps 1 – 5 exactly as 
described. You cannot keep the temporary password and use it as a permanent password. 
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2  Working with folders and documents 
 

2.1  How do I upload a new N-document? 
 

To add an N-Document, navigate to the N-Folder in which you would like to upload the 
document and click on Add Item – N-Document 

 
 
 
 
 
 
 
 
 
 

Figure 6 – Add N-Document 

 

     N-Documents can only be created in N-Folders.
 

Regular documents cannot be added to N-Folders. 
 
 

The N-Document Wizard opens which will guide you through the steps of adding an N- 

Document. 
 
 

Step 1 – Select the document to upload 
 
 
 
 
 
 
 

Ignore these items 
for N-Document 
upload 

 
 

Figure 7 – N-Document Wizard 

  Select Document from Desktop: Browse your computer to upload a document from your 

computer 

 

  Select Document from Livelink: Upload a document that already exists in another folder, 

e.g. in the 00.Secretary workspace. 
 

When uploading a new N-Document, you can ignore the Reserve N-Number and Coversheet 
items: 

 
 
 
 

 
An N-Number will be automatically assigned to your document and you will be able to 
automatically create a Cover Sheet later in the process. 
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Step 2 – Add Information about your N-Document 
 

Click on the Background Information tab 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 8 – N-Document Background Information 

Leave the field empty to use the next N-number available or type in an N-number which has not 
yet been used in the committee: 

 
 
 
 
 
 
 
 
 
 

Figure 9 – N-Number 

Select the Document type from the drop-down menu: 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 10 – N-Document type 
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Select the Sub Type of the document from the drop-down menu. Please note that the list of sub- 
types dynamically changes depending on the document type you have previously selected. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 11 – N-Document sub-type 

 
Add additional information about your document (optional): 

 
  Keywords: enter keywords relating to your document to enable an easier search for the 

document in the future 

  Source: enter the source of the document, i.e. from where the document originates  

  Pages: enter the number of pages of the document 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 12 – N-Document keywords, source, and pages 

 
Select the type of action you expect from committee members and experts on this document by 
selecting the Expected Action drop-down menu: 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 13 – N-Document expected action 
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Enter the complete title which you would like to appear for your document. By default, the system 

will populate this field with the name of the document. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 14 – N-Document complete title 

 
Enter the Background information of the document, which will appear on the cover page of the 

document and should indicate how the document is to be treated by the committee members. You 
can enter the text and format it as preferred using the toolbar which is similar to MS Word toolbars. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Formatting 
 

Use the toolbar to format 
the coversheet text as in 
MS Word 

 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 15 – N-Document Coversheet details 
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The table below shows a summary of all fields in the Background tab and a short description of their 
contents: 

 

Item Mandatory/ 
Optional 

Description 

N-Number Automatic/Optional 
Will propose the next N-Number available. 
As an option, an N-Number not yet used for another 
document can be entered here. 

Document type Mandatory 

The type of document you are uploading. 
Available document types: 

• Public document 

• Draft 

• Other committee document 

• Meeting 

• Resolution 

• Ballot 

Sub type Mandatory 
The sub-type of the document; the list of sub-types 
dynamically changes depending on the document type 
selected. 

Pages Optional Number of pages of the document. 

Expected Action Mandatory 

Which action to you expect from the committee 
members on this document. 
Available actions: 

• Act 

• Info 

• Reply 

• Vote 

• Comment 

• Meet 
Due date for 
expected action 

Mandatory 
Date by when the expected action has to be completed 
by the committee members. 

Complete Title Mandatory 
The title which will appear in the N-Document list. By 
default, the name of the file will be displayed. 

Cover sheet details Optional 
Here you can give an introduction to the document 
which will appear on the cover sheet, a page which will 
be added to the front of the document. 
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Step 3 – Replace N-Document (optional) 
 

This step is optional and only to be used if the new N-Document replaces an existing one. The 

new N-Document will have a new N-Number assigned to it automatically. 
 

Click on the Replace N-Document tab. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 16 – Replace N-Document 

 

When replacing an N-Document with another, the new document receives a new N-Number. 
The old document will have a note specifying it has been replaced by another document; the 
new document will have a note specifying it replaces another document. 

 
 
 
 
 
 
 
 
 

Choose N-Documents to replace: select the document(s) you wish to replace by the new 

document by clicking on the  button in front of the document. You can choose one or more 

documents. 
 

Your choice will appear under Replace. You can remove chosen documents by clicking on the  
button. 
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Figure 17 – Replace N-documents details 

 
If you have many N-Documents, they might not fit on one page. You can narrow down the list of N- 
Documents by clicking on the range of N-Numbers. The system will then show only the N- 
Documents in the selected range. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 18 – N-Document range 
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Step 4 – Rendition 
 

In this step you will be able to choose in which format your document will be uploaded.  
 

Click on the Rendition tab: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 19 – N-Document rendition 

 
By default, the system will select a PDF rendition with Coversheet. It will show a preview of what the 
cover sheet will look like on the right-hand side of the screen.  
 
At this stage no N-number is shown on the cover sheet. The N-number will be automatically assigned 
during the upload of the document. 
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You can choose other rendition types as follows: 
 

Rendition type Description 

PDF Rendition with Coversheet 

A PDF of the document will be uploaded into the 
folder including a coversheet with the information that 
was entered in the Background Information tab. 

PDF Rendition without Coversheet A PDF of the document will be uploaded into the folder. 

PDF Rendition with N-number stamp 

A PDF of the document will be uploaded into the folder. 
The N-Number and the committee number will be 
printed on the document. 

None (retain original document 
format) 

The document will remain the original file format. 
Select this option if: 

 

• You want the committee members to be able 

work and edit the document. 
 

• You are uploading a file that cannot be 

rendered into a PDF, e.g. a Zip archive. 

 

Step 5 – Finish the upload 
 

Below the cover sheet preview click on Finish  and the document will be uploaded in the 

folder. You will be redirected to the folder in which you have uploaded the new N-Document. 
 

If you have chosen PDF Rendition, you will see a little  behind the document. This means, that the  
PDF Rendition is in process. 
 

 
 
 
 
 
 
 

Figure 20 – N-Document rendition state 
 

After a short time (depending on the size of the document), you will see a  sign. This means, that the 
document is in the review state. 

 
If you do not see the updated information in a timely manner, please try to refresh the page using the 
your browser refresh button. 

 
 
 
 
 
 
 
 

Figure 21 – N-Document review state 

 
The document is not yet visible to committee members. You need to send a notification 
about new documents to the committee members. 
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2.2  How can I add a new version of an N-document? 
 

In this application, the notion of N-Document versions does not exist. This has been replaced by the 
―Replace N-Document‖ function in the N-Document upload wizard. 

 
Replacing a document with another document will mark the original document with the comment 
―Replaced by .‖ and the new document with ―Replaces‖ as shown below: 

 
 

Original document: 
 

New document: 
 

As you can see, the document that replaces the original document gets a new N-Number assigned. 
 

When replacing an N-Document with another document, the new document receives a 
new N- Number. The old document will have a note specifying it has been replaced by 
another document; the new document will have a note specifying it replaces another 
document 
 
 

 
 
 
 
 
 
 

To replace a document, go through the regular steps of uploading an N-Document. After 
entering the Background information for the document, click on the Replace N- Document tab. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 22 – Replace N-Document 

 
Choose N-Documents to replace: Select the document(s) you wish to replace with the new 

document by clicking on the  button in front of the document. You can select one or more 
documents. 

 
Your choice will appear under Replace. You can remove chosen documents by clicking on the  

button. 
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Figure 23 – Replace N-documents details 

 
If you have many N-Documents, they might not fit on one page. You can narrow down the list of N- 
Documents by clicking on the range of N-Numbers. The system will then show only the N- 
Documents in the selected range. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 24 – N-Document range 

 
Continue the regular N-Document upload process. 
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2.3  How can I delete an N-Document? 
 

2.3.1  Documents that have not been notified 
 

If you have not yet notified the document (i.e. the green tick icon is displayed after the document 
title), you can delete the document by selecting the document and clicking delete: 

 
 
 
 
 
 
 
 
 
 
 

Figure 25 – Deleting an N-Document 

 
When you delete a document that is in review state (not notified yet), the N-number of this 
document will be released. This means that you will be able to assign this N-number again when 
uploading a new document. 

 

2.3.2  Documents that have already been notified 
 

If the document has already been notified, you cannot delete the N-Document. ISOlutions and the 
Member Bodies using the application have jointly agreed that the full document history needs to be 
kept which is why N-document deletion has been disabled. 

 
Option 1: Withdraw the document 

 
Withdrawing the document will mark it with a cross icon and the title is struck-through. It is the equivalent 
of deleting a document as it clearly marks the document as being no longer valid. 

 

 

Figure 26 – Example of withdrawn document 

 
To withdraw a document, click on the blue arrow after the document to open the Functions menu 
and select Withdraw: 

 

 

Figure 27 – Withdraw a document 

Confirm the withdrawal of the document: 
 

 
 

After the withdrawal is successful, you will be redirected to the Committee Home page. 
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Option 2: Replace the document with another document 

 
Replacing a document with another document will mark the original document with the comment 
―Replaced by..‖ and the new document with ―Replaces ..‖ as shown below: 

 
 

Original document: 
 

New document: 
 

As you can see, the document that replaces the original document gets a new N-Number assigned. 
 

To replace a document, go through the regular steps of uploading an N-Document with the new 
document. After entering the Background information for the document, click on the Replace N- 
Document tab. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 28 – Replace N-Document 

 
Choose N-Documents to replace: Select the document(s) you wish to replace with the new 

document by clicking on the  button in front of the document. You can choose one or more 

documents. 
 

Your choice will appear under Replace. You can remove chosen documents by clicking on the  
button. 
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Figure 29 – Replace N-documents details 

 
If you have many N-Documents, they might not fit on one page. You can narrow down the list of N- 
Documents by clicking on the range of N-Numbers. The system will then show only the N- 
Documents in the selected range. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 30 – N-Document range 

Continue the regular N-Document upload process. 
 

Option 3: Contact ISO International Helpdesk 
 

If both Option 1 and 2 are not acceptable to your particular case, please send an email to 
helpdesk@iso.org clearly stating your problem and the committee number. 

 

In exceptional cases Helpdesk can, in order to ensure a clean working environment, delete N-
Documents and reset the N-Numbering to start at the correct number. However, please be aware that 
this might cause some confusion with your committee members as they have already received 
notification of the document you want to delete. 

mailto:helpdesk@iso.org


2 Working with folders and documents 20  

 
 

 
 

 
 

 
 

 

 
 
 

2.4  How can I use Correct Error to change the rendition or the metadata of an N- 
document 

 

      This is only possible BEFORE the N-document is notified! 

 
 
 

If during the document upload, you have performed an error either entering the metadata (e.g. the 
document's title is mistyped) or selecting the rendition type. Then before the document is notified, 
you can update it by selecting the "Correct Error" option. 

 
 

Note that the system will inform you of a PDF rendition error by displaying the following icon 

next to the document title. The reason why the system is not able to convert a document into PDF is 
either because the document is a ZIP file or a PowerPoint text, or a protected PDF file or is in a file 
format that cannot be PDFed (e.g. Excel). In order to correct this particular error, change the 
Rendition option to "None" by following the below process. 

 
 

Open the folder in which the document is located. Click on the function menu  and select Correct 
Error. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 31 – Correct Error 

You are then redirected to the N-Documents Wizard so that you can update the metadata of the 
document and its type of rendition. 

 
In order to correct a problem with the rendition option (in case you upload a ZIP, PowerPoint, or  

Excel file) go to the Rendition tab and select the option ― None (retain original document format). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 32 – Rendition 

Then click Finish at the bottom of the page. 
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2.5  How do I reserve an N-Number? 
 

Reserving an N-Number enables you to save an N-Number for future usage. For example: You 
want to post a Meeting Agenda as Document number N123, but you do not have the finalized file yet. In 
the meantime, you would like to add another document with number N124. By reserving the N-Number, 
you can specify that document N123 will be the Meeting Agenda without loading the file yet, and 
continue uploading documents of subsequent numbers. 

 
 
 

A reserved N-number is indicated by the icon     next to the document's title. 
 
 
 

Go to your committee Homepage and then navigate to the N-Folder in which you think you will upload 
the future document. Click on Add Item – N-Document: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 33 – Add Item 

In the N-Documents Wizard, click on the button Reserve (no need to select a document form the  

Desktop) 
 

 
 
 
 
 
 
 
 

Figure 34 – Reserve N-number 

In the next screen which corresponds to the Background Information tab, enter the desired N-number 
or leave the field empty to use the next N-number available. Select the Document type, Sub Type. 
Then enter the Complete Title which you would like to appear next to your reserved N-number. 

 
Once all above mandatory fields are filled out, you can click Finish at the bottom of the page 

without having to go to the Rendition tab. 
 

 
 

A reserved N-number is indicated by the following icon next to the document's name. 
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2.6  How do I add a file to the reserved N-Number 
 

Go to the folder in which the reserved N-number is located. Then click on the function menu  and select 
Add file. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 35 – Add File 

In the next screen, select Choose file to browse your computer for the document to upload. Then click 

Add File (do not edit the Categories). 
 

 
 
 
 
 
 
 
 
 

Figure 36 – Choose File 

You are then redirected to the N-Document Wizard so that you can finish entering the metadata of the 
document, defining if this new document replaces or not another one, and selecting the type of 
rendition. 
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2.7  What is creating coversheet as stand-alone document? 
 

Creating a coversheet as stand-alone document enables you to create a coversheet without attaching a 
file or attaching a file at a later stage. 

 

 

Figure 37 – Create Coversheet 

 

We recommend you use this option ONLY if you want to create a coversheet without attaching 
a file to it in the future. 

 
Otherwise, follow instruction given in section: “How do I upload a new N-document?” 

 
 
 

Clicking on “Create Coversheet” will remove any document you may have uploaded 
from your desktop or Livelink. 
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2.8  How can I add a document to a stand-alone coversheet? 
 

You can add a file to your coversheet by clicking on the function menu (little blue arrow) next to your 
coversheet and select ―Add a File‖. 

 
 
 

As you have not previously uploaded any files to the coversheet you cannot use “Add 

Version” 
 
 

You can only add a file to your coversheet if it has not yet been notified (i.e. the green tick icon 

is displayed behind the document title). 

 
 

 
 

Figure 38 – Document not yet notified 

 
 

Figure 39 – Add File 

Select the file you would like to load and click on Add File. 
 

 



2 Working with folders and documents 25  

 
 

 
 
 

You will now be redirected to the N-document Wizard. Check that the information you have previously 
entered when creating the stand-alone coversheet is still correct and click on finish. 

 

 

Figure 40 – Background information 

 
 

You do not need to go through rendition as you have already created the coversheet. 
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2.9  Why do my committee members only see the coversheet of my document? 
 

This is probably because when creating your N-document you have selected create coversheet as 
stand-alone document. 

 

 

Figure 41 – Create Coversheet 

 
To check if this is the case, click on the function menu (little blue arrow) next to your document and 
select “Properties” and “Versions” 

 

 
 

Figure 42 – View document properties 

 
If there is only one document called ―dummy for coversheet –do not delete.txt‖ this means that you 
have clicked on create coversheet only which removes any file you may have loaded while creating 
your N-document. 
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Figure 43 – Dummy for coversheet 

 
As your document has already been notified you can no longer add a file to the coversheet. Your only 
options now are: 

 
 

Option A: Withdraw the document and create a new one 
 
 

Option B: Replace the document with another document 
 
 

For further information on how to withdraw or replace a document please refer to  How can I delete an N-
Document?
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2.10  Why do I get emails with the subject “Late N-Documents”? 
 

After uploading N-Documents, you need to notify the documents through the system in order for 
your committee members to be able to see them. Until you have notified the documents through the 
notification function in the Navigation Menu, the documents are not visible to the committee members 
and will remain in a review state and you will receive regular email reminders to notify them. 

 
 

To notify N-Documents: 
 

a)   From the Committee Homepage, click on N-Documents Notification in the Navigation Menu 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 44 – N-Documents notification 

 
b) The N-Documents ready for Notification window opens and displays a list of N-Documents which 

have not yet been notified (or will be notified again –> re-notify documents). 
 

c) Choose the documents you want to notify by selecting the checkbox in front of the document and 
click on Send Notification 

 
 
 
 
 
 
 
 
 
 
 
 

Figure 45 – Select N-Documents to notify 
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d)   A preview of the notification will open. The notification will be sent to all members of the committee. 
 

The email will not show the distribution list, but every person will receive an individual email.  
 
 
 
 
 

Recipient List 
 

The list of recipients is 
displayed. You can remove 
roles or single recipients by 
deselecting the click boxes 
addresses. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 46 – N-Document notification recipient list 

 
 

The system remembers excluded users for future notifications. 
 
 
 

You can also manually add recipients by clicking on the  icon. This will open a window that allows 

you to search the server for people to add. You can therefore only add people that are registered in 
the Global Directory and not just any email address. 

 

 
 
 
 
 
 
 

Figure 47 – N-Document notification Add email 

 
The Subject, Mail Header and Mail Footer are pre-filled with default text. You can edit these fields to 
customize the email according to your requirements. 

 
The Mail Content is set with the list of documents you have chosen to notify. It will contain links to the 
notified documents as well as a link to a Zip-file download of all notified documents. This makes it easy 
for the committee members to access the documents directly from the email. 
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Figure 48 – N-Document notification details 

 

Placeholders are inserted in the Subject and Mail Footer, for example: 
 

%Committee_Reference% - will be replaced with the Committee reference 
 

%email_of_secretary% - will be replaced with the email address of the Secretary 
 
 
 

e)   You can preview the notification email as HTML or Text by clicking on the preview buttons 
 

 
 

Figure 49 – N-Document notification preview 
 
 

f) To send the notification email, click on the Send Notification Button. This will send the notification 
to the selected list of committee members. The notified documents will now be visible to all 
committee members. 

 
 
 
 
 

Figure 50 – Send Notification button 
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2.11  Why can my Committee Members not see the document I just uploaded? 
 

After uploading N-Documents you need to notify the documents through the system in order for your 
committee members to be able to see them. Until you have notified the documents through the 
notification function, the documents will not be visible to committee members and will remain in a 
review state. You will receive regular email reminders to notify them. 

 
See Why do I get emails with the subject ―Late N-Documents‖? on detailed instructions on how to notify 
N-Documents. 
 

 

2.12  How do I notify N-documents? 
 

After uploading N-Documents into the eCommittees, the Secretary / Convenor will send a notification to 
the committee members to enable them to see the documents. 

 

Until you have notified the documents through the notification function in the Navigation Menu, 
the documents are not visible to committee members and will remain in review state. You will 
receive regular emails to remind you of late documents and to notify the documents if you have 
not done so. 

 

See Why do I get emails with the subject ―Late N-Documents‖? on detailed instructions on how to notify 
N-Documents. 

 
 

2.13  How can I resend a notification to someone who hasn’t received it? 
 

In case one or more recipients have not received the N-Document notification or if you want to send it to 
an additional person, navigate to the N-Document Notification Details window by selecting a 
notification in the Notification Report. 

 
Select the recipients to whom you would like to resend the notification by clicking the Resend checkbox 

next to their name: 
 

 
 
 
 
 
 
 
 
 
 

Figure 51 – Resend Notification 

Add additional recipients from the Global Directory by clicking on the  icon: 
 
 
 

Figure 52 – Add recipients 

 
When you have selected all recipients to whom you would like to resend the notification, click on the 
Resend Notification button at the bottom of the screen. 
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2.14  Can I choose which N-Number to assign to my document? 
 

The system will always propose the next c h r o n o l o g i c a l  N-Number. However you can choose an 

N-Number which has not yet been used within your committee or working group by manually typing 

it in the N-Number field as shown in Figure 9. 
 
 
 

3  Electronic Committee (eCommittee) 
 

3.1  How can I see all the Members of my Committee? 
 

You can see a list of all committee members by selecting the Member List menu item from the 
Navigation Menu. 

 
When accessing the Member List, a list of the committee members grouped by role is displayed. This 
list is directly loaded from the Global Directory and therefore is always up-to-date. 

 
 

Quick Filter 
 

A full text filter for a quick 
search on members of the 
committee. 

CSV/ Print 
 

Export the member list to a 
CSV file (e.g. to import into 
MS Excel) or print out the 
list 

 

 
 

4 
 
 
 

Default sort 
 

Resets the sorting to the 
default setting (by role) 

 
 
 
 
 
 
 
 
 
 

Figure 53 – Member List 

 

You can sort the Member List by clicking on First Name/Last Name/Email/Role in the header 
row of the list. 
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3.2  How can I send an email to all Members of the Committee? 
 

This menu item enables the Committee Secretary to send an email to the committee members directly 
from eCommittees. 

 
By clicking on Email to Members, you are directed to the Create Email Message window. The To: 
field is pre-populated with the email of all members by role. You can choose to send to all or only to 
specific roles by clicking the tick boxes in front of each role: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 54 – Send Email to Members - To: field 

 
Complete the message by adding external email addresses if required, a subject line, a body text and 
up to three attachments and click send: 



3 Electronic Committee (eCommittee) 39  

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 55 – Send Email to Members - Details 
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4  Helpdesk and Info 
 
 
 

For further questions and assistance on eCommittees and other eCommittee applications, please 
contact the SABS eCommittee helpdesk at  ecom@sabs.co.za 

 
 
 

You will find the user guides for all ISOlutions applications under http://www.iso.org/e-guides. Scroll 
down to Folder 11 — ISOlutions Guides 

 
 

mailto:ecom@sabs.co.za
http://www.iso.org/e-guides
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