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Comments can be submitted during the balloting process, assuming the vote you cast allows for commenting, 
as well as outside that ballot process. The purpose of this document is to provide guidance on how to submit 
comments on a document outside of the balloting process. 

Finding the Document from within a Committee’s Workspace 
1. Find the document you’ll be submitting comments against by navigating to the committee’s 

Workspace. 

 

2. Select the Project to which the document belongs by clicking on the Folder Navigator, followed by the 
plus sign (+) next to Projects. 

(Note: In this context, “project” and “standard” are synonymous. A project has been created for each standard 
to be published.) 
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3. Select the appropriate project to see a list of the associated documents. 

(Note: If you do not know the project to which the document is associated, select the “All Folders” option for a 
list of all committee-related documents.) 
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4. Select the Add a Comment option by clicking on the down arrow next to the blue Download box. 

Submitting a Single Comment Using the System-Provided Form 
5. Provide the requested information. 
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(Note: The fields indicated by a red asterisk (*) are required, whether submitting a single comment using the 
system-provided form or uploading a comment file.) 

Uploading a Comment File/Form 
When the new comment window is opened, if you scroll down, you’ll see an Add Supporting File button which 
will open a dialog box where you can select the comment file you wish to upload.  

Please remember that the fields indicated with a red asterisk are required – even when you’ll be submitting a 
comment file. 

 

Optionally, you can send notification of your comments to: 
• The entire committee 
• The person who originally uploaded the document (Document Submitter)  
• The person identified as the document’s Technical Contact. 

Click the Save button to save your comment. 

(IMPORTANT NOTE – After saving your comment, a blank browser screen may appear. This is a known bug, and the system 

developers are aware. To confirm that your comments were submitted, return to the committee’s Workspace and select the 

Comments link. If your comments were properly recorded/received, they will display in the list. If you have any problems or need 

assistance, please contact your Committee Manager.) 
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Finding the Document from Within the Projects Menu 
You can also find a document through the Projects menu, which can be found along the top menu bar. (The 
projects to which you’ll have access are those associated to a committee to which you belong.) 

 

1. Select the project to which the document is associated by clicking on the hyperlinked document 
number. 



 

Submitting Comments 

Updated: 1 June 2021 

 

2. Along the left side of the screen, select the Documents option. 
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3. The list of documents associated to this project will display.  

 

4. Select the Add a Comment option by clicking on the down arrow next to the blue Download box. 
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5. Refer to the “Submitting a Single Comment Using the System-Provided Form” and “Uploading a 
Comment File/Form” sections of this document to complete the comment submission process. 
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