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1 RevCom 
 

1.1 Enter RevCom Dates 

In order to create a RevCom meeting within myProject™, meeting dates and other 

deadlines must first be entered. 

 

Notes: 

 Users will not be able to submit projects if there are no open agendas. 

 

Applicable Users:  

 RevCom Administrator 

 

Instructions: 

1. On the myProject™ Home Screen click “RevCom Area”. 

2. Click “Add New RevCom Date”. 

 

 
 

 

3. Enter the “SASB Review Date” and click “POPULATE DEFAULT DATES” to 

automatically generate the other dates. 

 

 
 

4. Edit the dates as needed (this can be done at any time). 

5. Click “OK” to save the dates. 
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1.2 Create and Modify an Agenda 

An agenda must be created before submissions can be added to it. Once an agenda 

is created, RevCom submissions will automatically be added to the appropriate part 

of the agenda. 

 

Notes: 

 Users will not be able to submit projects if there are no open agendas. 

 

Applicable Users:  

 RevCom Administrator 

 

Instructions: 

1. On the myProject™ Home Screen click “RevCom Area” 

2. Click “Agenda Builder” next to the meeting agenda you would like to create. 

3. You can add individual agenda items or start with an agenda template. To 

load from a template, choose a meeting template and click “LOAD FROM 

TEMPLATE”. 

 

 
 

4. To add to the agenda, click “Add Item” or “add sub-item”. 

 

 
 

5. Choose “Text” as the item type unless you need submissions to be 

automatically added to the agenda item. 

6. Enter a title and text for the new event and upload any relevant files. 
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7. Click “edit” or “remove” to edit or delete items. 
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1.3 Submit a Project to RevCom 

A balloted draft may be submitted to RevCom at any time after balloting or during a 

recirculation. Additional information on requirements for RevCom submission can be 

found here: http://standards.ieee.org/about/sasb/revcom/revguide.html 

 

Notes: 

 Additional documents and/or source files may be uploaded at any time. These 

files will be saved even if you do not complete the submission. 

 

Applicable Users:  

 Sponsor Chair, Standard Representative, Working Group Chair, RevCom 

Designee 

 

Instructions: 

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

2. Click “RevCom Submission”. 

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

submit. 

 

  
 

4. 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. 

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

6. Additional files can be added by clicking the “Add Document” button. 

 Do not place document source files in this section 

 Click “Browse” to select a file for upload and click “OK” to return to the 

submission form. 

 Click the “X” to remove any uploaded files. 

 

http://standards.ieee.org/about/sasb/revcom/revguide.html
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7. Click “Manage Source Materials” to upload source materials. Source files 

include the Word or Framemaker files for the draft and all figures created 

outside of the Framemaker or Word document. 

 Click “Browse” to select a file for upload. 

 Click the “X” to remove any uploaded files. 

 

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

9. Check the box to confirm your adherence to policies and procedures and click 

“OK” to complete your submission. 
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1.4 Move Agenda Items (Within a Meeting) 

 

Applicable Users:  

 RevCom Administrator 

 

Instructions: 

1. On the myProject™ Home Screen click “RevCom Area” 

2. Click “Agenda Builder” next to the meeting agenda you would like to edit. 

3. Click “modify” next to the agenda sub-item you would like to move. 

 

 
 

4. Select the Agenda item you would like to move the sub-item onto. 

 

 
 

5. Click “OK” to move the sub-item. 

 

1.5 Move Submissions (Between Meetings) 

 

Applicable Users:  

 RevCom Administrator 

 

Instructions: 

1. On the myProject™ Home Screen click “RevCom Area” 

2. Click “Submission Summary” next to the meeting agenda you would like to 

edit. 

3. Click “move” next to the submission you would like to move. 
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4. Select the agenda from the drop-down menu that you would like to move the 

submission to. 

 

 
 

5. Click “OK” to move the submission. The submission should automatically 

show up in the appropriate section of the new agenda. 

 

1.6 View or Download an Agenda 

Agendas for meetings that have closed or are in “Individual Review” or “Open 

Review” will be visible to RevCom members. 

 

Applicable Users:  

 RevCom Members 

 

Instructions: 

1. On the myProject™ Home Screen click the “RevCom Area”. 

2. Click “agenda” next to the meeting you would like to view. 

 

 
 

3. To access submission details and files, click “Submission Detail”. 
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4. To download the agenda along with all associated files, click “download 

linked agenda”. 

 

 
 

 
 

5. Enter the date of your last download to get updates to the linked agenda or 

leave the box blank to download a complete linked agenda. 

6. Click “DOWNLOAD”. 

 

 
 

7. Save the .ZIP file to your computer. 

8. Unzip the file to a new folder on your computer using Winzip or other utility. 

9. Open the “RevCom Agenda.html” file with your web browser. 
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10. Click on any of the related files in the agenda to open them. 
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1.7 Edit Coordination Information 

Editorial Staff, RAC staff and SCC14 coordination users should mark their approval or 

disapproval once they have completed their coordination duties on a project. 

 

Applicable Users:  

 Editorial Staff, RAC Staff, SCC14 Users 

 

Instructions: 

1. On the myProject™ Home Screen click the “RevCom Area”. 

2. Click “submission summary” next to the meeting agenda that the project 

requiring coordination is on. 

3. Click “submission detail” next to the project requiring coordination. 

 

 
 

4. Select the appropriate status from the dropdown menu/s. You will only have 

access to change the status of your type of coordination (editorial pictured 

below). If you are marking that you are not satisfied, please provide details 

by leaving a comment. See 1.8 Vote and Comment on a Submission. 

 

 
 

5. The changes will be recorded when a selection is made. You will see a 

confirmation at the top of the screen. 
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1.8 Vote and Comment on a Submission 

RevCom members may submit comments, dialog with submitters and cast 

preliminary votes on submissions. 

 

Applicable Users:  

 RevCom Members, IEEE-SA Staff 

 

Instructions: 

1. On the myProject™ Home Screen click the “RevCom Area”. 

2. Click “submission summary” next to the meeting that is currently in a 

review period. 

 

 
 

3. Click “Submission Detail” to view the details of the submission. 

 

 
 

4. From this screen, you can select your vote, make a comment, or reply to an 

existing comment. 

 

 
 

5. To submit a vote, choose your vote from the dropdown menu. Your vote will 

be recorded without any additional action. 

 

 
 

6. Only initial comments will be shown at first. To show entire comment threads, 

click “Expand all”. Click “Collapse All” to return to the previous view. 
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7. To add a new comment, click “Add New Comment”. 

 

 
 

8. Select whether the comment will be private (visible only to the administrator) 

or be recorded for the agenda, type your comment, attach any relevant files 

and click “OK” to save your comment. Your comments will not be made 

available until reviewed by the RevCom Administrator. 

 

 
 

9. Click “EDIT COMMENT” to edit your comment text and/or file after it has 

been submitted. This option will only be available until the administrator 

approves the comment. 

 

 
 

10.  Click “Reply” to add to a comment thread. 
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1.8.1 Import Comments 

It is also possible to record comments offline in a spreadsheet and upload them 

when connected to myProject™. 

 

Applicable Users:  

 RevCom Members, IEEE-SA Staff 

 

Instructions: 

1. On the myProject™ Home Screen click the “RevCom Area”. 

2. Click “submission summary” next to the meeting that is currently in a 

review period. 

 

 
 

3. Click “Import Comments”. 

 

 
 

4. Click “Download Blank Comment File” and save the file to your computer. 

 

 
 

5. Enter your comments next to the relevant PAR. 

6. If you would like to make more than one comment per PAR, just copy the PAR 

number to a new line and enter your comment. 

 



  

myProject™ User Guide  Revised: Nov 23, 2011 

Page 17 of 26 

 
 

7. Save the file as a .CSV file to your computer. 

8. Return to the “Import Comments” page and click “Browse…” 

 

 
 

9. Locate the .CSV file and click “OK” to upload. 
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1.8.2 View All Comments 

The “Complete Comment Detail” screen allows RevCom members and staff to view 

all comments for an agenda 

 

Applicable Users:  

 RevCom Members, IEEE-SA Staff 

 

Instructions: 

1. On the myProject™ Home Screen click the “RevCom Area”. 

2. Click “submission summary” next to the meeting that is currently in a 

review period. 

 

 
 

3. Click “View Complete Comment Detail”. 

 

  
 

4. All Comments for the meeting agenda will be displayed. Click “Download as 

PDF” to download. 
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1.9 Approve Comments 

New agenda comments made by RevCom members must be approved by the 

RevCom administrator before they become visible to submitters and other RevCom 

members. 

 

Notes: 

 Approval is only required for new comments. Responses to existing comments 

will be added to the comment thread without approval. 

 Private comments will be sent directly to the RevCom administrator, they are 

not recorded in the agenda or open to reply and therefore do not require 

approval. 

 

Applicable Users:  

 RevCom Administrator 

 

Instructions: 

1. On the myProject™ Home Screen click the “RevCom Area”. 

2. Click “submission summary” next to the meeting that is currently in a 

review period. 

3. If there are pending comments, you will see “comment(s) pending review” 

towards the top of the screen. Click on this link to view and approve the 

comments. 

 

 
 

4. Place a check in the “Approve” column next to all comments you would like 

to approve. 

 

 
 

5. If you do not want to approve the comment as-is, click “edit” or “delete” to 

edit or delete the comments. 
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1.10 View RevCom Submission and Respond to Comments 

When a Revcom member or RevCom Administrator makes a comment on your 

submission, you can view the comment and add a response that will be recorded for 

the agenda. 

 

Applicable Users:  

 Sponsor Chair, Standard Representative, Working Group Chair, RevCom 

Designee 

 

Instructions: 

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

2. Click “RevCom Submission”. 

3. Click “RevCom submission” next to the submission you would like to view. 

 

 
 

4. You may view all of the details from the submission form, current 

coordination statuses, preliminary RevCom member votes and comments. 

5. You may also upload additional documents and/or source files by clicking on 

the “Related Documents” tab. 

 

 
 

6. Comments will be displayed at the bottom of the screen. Click “Expand all” 

to view the entire comment threads. 
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7. Click “REPLY” to reply to add to a comment thread. 

 

 
 

8. Add your comment and click “ADD TO DIALOG” to save your comment. 
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1.11 Return a Submission 

This feature can be used if it becomes necessary to remove a submission from all 

agendas and return it to the Working Group for submission at a later date. 

 

Applicable Users:  

 RevCom Administrator 

 

Instructions: 

1. On the myProject™ Home Screen click “RevCom Area”. 

2. Click “Submission Summary” next to the meeting containing the submission 

you would like to return. 

3. Click “Return to Submitter” next to the submission you would like to return. 

 

 
 

4. Click “OK” to confirm returning to the submitter. The project will return to the 

“comment resolution” stage and may be submitted to RevCom again at a 

later date. 
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1.12 Edit Recommendations 

Once the meeting has completed, you may add the recommendations from the 

meeting to the submissions on the agenda. These recommendations will be available 

in the agendas of closed meetings and be transferred into the minutes. 

 

Applicable Users:  

 RevCom Administrator 

 

Instructions: 

1. On the myProject™ Home Screen click “RevCom Area”. 

2. Click “recommendations” next to the meeting you would like to edit 

recommendations for. 

3. You will see a list of all proposed standards from the meeting agenda along 

with any recommendations that have already been recorded. To add or edit 

recommendations, click “Edit Recommendations”. 

 

 
 

4. Type the recommendations in the boxes and click “OK” to save. 
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1.13 Edit Meeting Minutes 

The meeting agenda will be transferred into the meeting minutes. Submissions along 

with recommendations will be placed in the minutes automatically. Each agenda item 

will also have an editable text field. Minutes can be downloaded as a PDF. 

 

Applicable Users:  

 RevCom Administrator 

 

Instructions: 

1. On the myProject™ Home Screen click “RevCom Area”. 

2. Click “minutes” next to the meeting you would like to edit minutes for. 

3. The meeting agenda, along with recommendations that have been entered, 

will be added to the minutes automatically. To edit the accompanying text, 

click “edit” next to an agenda item. 

 

 
 

4. Edit the text using the graphical editor. 

5. Click “UPDATE” to save the text changes. 

 

 
 

6. Click “Download as PDF” to generate a PDF copy of the minutes. 
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1.14  View Meeting Minutes 

The meeting agenda will be transferred into the meeting minutes. Submissions along 

with recommendations will be placed in the minutes automatically. Minutes can also 

be downloaded as a PDF. 

 

Applicable Users:  

 RevCom Members, Staff 

 

Instructions: 

1. On the myProject™ Home Screen click “RevCom Area”. 

2. Click “minutes” next to the meeting you would like to view minutes for. 

 

 
 

3. Click “Download as PDF” to generate a PDF copy of the minutes. 

 

 

 


